UDDI Secretary Job Description January 2024

Open Zoom IG meeting 15 minutes prior to start time (currently 11AM.) By
group conscience, recording of meeting by secretary is approved.

Take minutes for each |G meeting; secure an alternate if unable to attend
Send meeting minutes to |G Board and Intergroup Reps after each meeting
Review UDDI Bylaws for compliance with World Service Business
Conference guidelines. R2 Trustees review Bylaws every 2 years. Updated
Bylaws are signed by IG Chair and Secretary, dated, and a signed/dated copy
is sent to R2 Trustee. Any changes are initiated by a motion and second at
the Intergroup meeting. Secretary verifies that changes adhere to WSBC
guidelines.

Obtain permission every 2 years from WSBC for use of OA logo. Next
certification due May 2024. Secretary may coordinate this with webmaster,
who has facilitated this permission.

Keep file of job descriptions for UDDI Board and Committees up to date
May be signatory on UDDI bank account

Deliver all prior UDDI minutes and files to incoming secretary, and, mentor
incoming trusted servant filling your position
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