RN SERVANCY SECRETARY

The Roles and Duties

WHAT ARE THE ROLES AND DUTIES
OF A SECRETARY?

+ Prepare conservancy meetings agenda with
conservancy Chairperson ( collect agenda items and
compile)

@ Issue notices concerning all meetings and activities
of the Conservancy.
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WHAT IS THE IMPORTANCE OF
KEEPING CONSERVANCY RECORDS?

® To serve as conservancy memory and
conservancy document bank .

® Ensure that decisions made at meetings are
implemented and not forgotten.

® Areminder of previous conservancy
transactions and agreements.

® In case of conservancy being sued, the
documents are important as evidence of all
discussions and agreements entered.



