
 
 

JOB DESCRIPTION 
CORRESPONDING SECRETARY  

 
The duties outlined below for the Corresponding Secretary of an I.I. NCAR chapter are 
purposely comprehensive, and they can easily be adapted based on the needs of any chapter.  
I.I. Chapter Bylaws Format outlines the essential duties for all elected chapter positions 
according to I.I.  Be sure to check your chapter’s bylaws and standing rules. 
 

OVERALL DUTIES 

1.​ Distributes all NCAR correspondence to all chapter members per the resolution passed at the 

2018 North & Central American Conference.  (The President may or whoever handles the 

chapter email account).   

 

2.​ Submits monthly Chapter Activity reports to headquarters, including the number of 
members and guest attending (from the Membership Chair) and pictures (from the 
Historian). 

 
3.​ Submits Future Activity Reports based on information from Special Event committee 

chairs (luncheons, exhibitions, anniversaries) or 1st V.P.  
 

4.​ Sends cards to chapter members who are ill, have lost family members, or have other 
needs for a “Friendship through Flowers” greeting. 

 
5.​ Fills in for Recording Secretary as needed. 

 
6.​ Provides a printed or digital copy of all documents/records to 2nd V.P. and the Historian or 

online depository. 
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https://docs.google.com/document/d/e/2PACX-1vQWRqlqK5t9rpsCDVBGkClat9Zpy1eM6Y2a43M89OoPzvMu_V9fiiuQ3zfAhW4Nag/pub
https://ikebanancar.org/wp-content/uploads/2019/11/Approved-Motions.pdf
https://ikebanancar.org/wp-content/uploads/2019/11/Approved-Motions.pdf
https://docs.google.com/document/d/1vxZMaycJIRwFd_UZFbTpgghTvpufmq8J/edit
https://docs.google.com/document/d/e/2PACX-1vRVuHgfe7X6CbIlTNpSDmOqlJVtxwH9P7Mpe6Be6k4tkveDiHNE34luZEQTTrD4vg/pub
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