The University of Winnipeg

Trusteed Pension Plan
Board of Trustees

Terms of Reference: Secretary of the Board

Duties and Responsibilities:

The primary responsibilities and duties of the Secretary of the Board of Trustees (Board) encompass
the following:

° Attend all meeting of the Board.

° Provide or cause to be provided all notices to the Board and members of Board Committees,
as required, and with the assistance of the recording secretary, record all minutes and
proceedings of Board meetings.

° Provide all meeting material to Trustees for the purpose of Board meetings.
° Keep all Board minutes, records, books, and documents etc.
° Maintain, or cause to be maintained, a Board of Trustees web page, posting approved

minutes and other documents as appropriate.

° Assist with the editing of the Annual
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