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The Board shall keep and maintain permanent records of the Board including, but not limited to, records of the minutes 
of Board meetings and other required records of the Board. 

 
It shall be the responsibility of the Board Secretary to keep the minutes of the Board meetings. The minutes of each 

Board meeting shall include as a minimum the following items; a record of the date, time, place, members present, 
action taken, and the vote of each member. 


