
President 

 

The president shall be the chief executive officer of the Corporation. The president shall supervise and 

control all of the business and affairs of the Corporation. The president shall preside at all meetings of 

Board of Directors. When the execution of any contract or installment shall have been authorized by the 

Board, then the president shall execute same except where such power is expressly delegated to 

another officer of the Corporation. The president shall perform other duties prescribed by the Board 

and all duties incident to the office of president. 

 

Vice President 

 

When the president is absent, is unable to act, or refuses to act, the vice president shall perform the 

duties of the president. When acting in place of the president, the vice president shall have all the 

powers and duties as the president and be subject to all of the limitations and restrictions placed upon 

the president. 

 

Secretary 

 

The secretary shall oversee that the Corporation staff perform the following duties: 

 

(a) Give all notices as provided in the bylaws or as required by law. 

(b) Take minutes of the meetings of the Board of Directors and keep the minutes as part of the 

corporate records. 

(c) Maintain custody of the corporate records, authenticate corporate documents and affix the seal of 

the Corporation as required. 

(d) Keep a register for the mailing address of each Director and officer of the Corporation. 

(e) Perform duties as assigned by the president of the Board of Directors 

(f) Perform all duties incident to the office of secretary 

 

Treasurer 

 

The treasurer shall oversee that the Corporation staff perform the following duties: 

 

(a) have charge and custody of and be responsible for all funds and securities of the Corporation. 

(b) Receive and give receipts for moneys due and payable to the Corporation from any source. 

(c) Deposit all moneys in the name of the Corporation in banks, trust companies, or other depositories 

as provided by these Bylaws. 

(d) Write checks and disburse funds to discharge obligations of the Corporation. 

(e) Maintain the financial books and records of the Corporation. 

(f) Prepare financial reports at least annually. 

(g) Perform other duties as assigned by the Board of Directors. 

(h) Perform all duties incident to the office of treasurer. 


