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UNIVERSITY LIBRARY FACULTY ORGANIZATION 
 

Duties of the Secretary 
 
 
1.  Record minutes of ULFO meetings.  
 
2.  Take care of all correspondence for the organization.  
 
3.  Maintain archival copies of documents. 
 
4.  Tally the votes on policy and procedural issues. 
 
5.  Update electronic documents to current versions of software.   
 
 
   

 
   


