SIA NAR District Secretary D1/ D2/ D3/ D4 Job Description
1. GENERAL
District Secretary is part of the Soroptimist International of the Americas North Atlantic Region (SIA NAR) Board of Directors consisting of all elected officials including Governor, Governor-Elect, Region, Treasurer, Region Secretary, District Directors (DD) and District Secretaries (DS). Currently, there are four Districts based on vicinity of clubs.
2. PROTOCOL
The protocol we use has been set by our SIA Federation and is outlined in our NAR  Bylaws, Policies and Procedures and Financial Policies and Procedures. These governing documents are located on the region website and NAR Board’s cloud shared drive. Read these governing documents. Robert’s Rules of Order latest revision is the parliamentary authority for all matters according to SIA and NAR Bylaws.
3. REGION BOARD MEETINGS
Board meetings are at the discretion of the Governor. Recently, standing meetings have been held
monthly via Zoom. A special meeting may be planned for special events such as the Spring Conference or
in-person Board meetings, Summer Leadership, summer retreat, or prior to or following Spring
Conference.In-person meeting locations are determined by the Board and include the Spring Conference site, future conference sites, and various times throughout the year that have an extensive agenda.
The entire Board of Directors including the Governor, Governor-Elect, Treasurer, Secretary District
Directors and District Secretaries attend, as well as, others invited by the Governor.
An agenda will be sent to you prior to the Board meeting. Read it over. If you have any questions or
input, contact the Governor to clarify. Minutes of the previous meeting will be discussed and approved
and the Treasurer will submit an actual vs. biennium budgeted financial report. District Directors and/ or
other Board members will be expected to report-out on the clubs they have visited in their district. Bring
any materials you may need for backup to answer any questions that may arise.
Board meetings are typically one hour or an hour and a half. Advance preparation by everyone will help
speed the meeting along. Speak up at Board meetings, your view is important and might not have been
thought of by someone else. Everyone counts. Our Board is a team and every member must function as
part of the team.
Prior to an in-person Board meeting, the Region Secretary will send you information regarding the
location as well as hotel information. Your hotel reservations will be made by the Region Secretary. At
times meals will be working ones and you are expected to be in attendance. The Board tries to save
region funds by room sharing among Board members.
Your expenses are paid by the region for attending such meetings, including hotel, travel expenses and
meals. For reimbursements of money you have spent, you are expected to provide the region Treasurer a
NAR region reimbursement form within 30 days of when the expense or event occurs.
Board meeting minutes will be sent to you shortly after the meeting by the Region Secretary. Review
them at once and inform the Region Secretary of any items you think may need correcting.
If you cannot attend a Board meeting, please let the Governor know as soon as possible.
District Directors and District Secretaries are instrumental in multi-modally (in-person, email, phone,
text, social media) communicating alignment of federation and region goals and information with club
Presidents and all members in their district.
4. FALL MEETINGS
The Fall Meeting Guide is an excellent tool for meeting set up and management. SIA uses the term Fall Meetings; since NAR has Districts also, we often use the term Fall District Meeting (FDM).. 
The District Secretary will ensure all technology needs are met for the presentations. 
If you are traveling any distance to a Fall Meeting, allow yourself plenty of extra time. You will be much
more relaxed if you have some quiet time to go over last minute things. 
Board member expenses including hotel (if needed), travel and registration are covered.
Don’t forget to register for your local Fall Meeting.
The District Secretary takes the minutes of the Fall Meeting, provides them to the Board of Directors, and saves them on the region's shared drive.
5. SPRING CONFERENCE
Your responsibility as a Board member at Spring Conference is up to the Governor. Keep in mind that the
Region Board Meeting is in progress through the Conference. 
Make sure you register for the Spring Conference. Board members’ meals and registration are paid from
the conference budget. Make sure your role is clearly identified to not be charged. Your transportation is
paid through the Region. You will be expected to arrive a day earlier than the conference convenes for a
Board meeting and last minute accomodations. Board meetings may extend several hours after the
conference.
You are a voting member at the conference. Your voting credential Delegate’s Card will be supplied by
the Region Credential Chair.
At the Spring Conference, the Region Secretary is responsible for gathering the minutes. District
Secretaries may be assigned to take minutes for certain parts of the conference at the discretion of the
Region Secretary

