
MARITIME AIR VETERANS ASSOCIATION 

TERMS OF REFERENCE 

SECRETARY 

Terms of Reference 
The MAVA Secretary shall stand as a permanent position on the Executive of the Ottawa 
National Wing of the Maritime Air Veterans Association. The Secretary is responsible to the 
MAVA President for roles and duties described herein:  
 

1. Notices. The secretary will provide members with reasonable advance notice of all 
business meetings and MAVA related events. Meeting notices will include agendas.  

 
2. Minutes.The Secretary shall produce the minutes of each business meeting conducted 

by MAVA. The secretary shall provide, within a reasonable time,  a draft copy to the 
President for approval. The secretary shall then distribute an electronic copy of these 
minutes to the membership for their consideration prior to the next meeting.  

 
3. Records. The Secretary shall maintain an archive of all MAVA meeting minutes as well as 

any MAVA related correspondence received. This will include any legal documents 
pertaining to the organization. 

 
4. Communication. The Secretary will be the primary point of communication with the 

membership. The primary mode of such communication will be via electronic media. 
The Secretary will also maintain links with related associations as assigned by the 
President. The secretary will at his discretion forward/relay any pertinent information 
that could be of interest to members. This would include obituary notices, news articles 
that come to his attention. 
 

5. Membership Lists. The Secretary will coordinate with the Membership Chair in the 
creating and maintaining of a MAVA Membership List. 
 

6. Meeting Coordination. The Secretary will coordinate the Holy Mackerel in the 
convening of MAVA Meetings by contacting membership and receiving replies as 
required. 
 

 
7. Constitution and Bylaws. The Secretary shall be the “Keeper of the Constitution”. In this 

role the Secretary is responsible for maintaining the MAVA Constitution, By Laws and 
any Standing orders as may be approved by the organization. All such documents will 
include a current amendment list. The Secretary should be prepared to advise the 
executive and members of Constitutional impact on any of their proceedings. 

 
Finally,  the  Secretary shall be prepared to assist the Wing President in all matters as may be 
requested. 


