WATER AUTHORITY OF NORTH SHORE
P. O. BOX 537
Glen Head, NY 11545
TRUSTEES
George Pombar							James Versocki
Richard Arena								John Vasilakis
Sandeep Kapoor							James Greenberg

December 22, 2025
REQUEST FOR PROPOSAL FOR SECRETARIAL SERVICES FOR THE WATER AUTHORITY OF NORTH SHORE
The Water Authority of North Shore (WANS) is seeking proposals to provide Secretarial services on a monthly, or as needed, basis, to perform the following duties:
1. Draft agendas and minutes of meetings.
2. Maintain WANS files, including but not limited to all correspondence (written and electronic.)
3. Attend Board and other committee meetings when directed by the Board.
4. Schedule and provide Open Meetings Law notices of meetings on the website, or other board directed media.
5. Respond to FOIL requests once vetted by Board.
6. Prepare requests for proposals and notices to bidders.
7. Update the WANS website with posting of meeting minutes and upcoming meeting agendas.
8. Process invoices and purchase requisitions.
9. Prepare documents and reports.
10. Correspond with the public when directed by the Board of Directors.

WANS will pay on an hourly basis at the rate range of $30 to $40 per hour. Estimated monthly hours of work, approximately 15 to 20 hours. Please submit your proposal by email (info@wanorthshoreny.gov), or mail to the above post office by February 28, 2026
		info@wanorthshoreny.gov		www.wanorthshoreny.gov
