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General Duties of a Secretary

(adapted from Robert’s Rules of Order)

· Send notices of all meetings to members.

· Conduct general correspondence for the organization.

· Work with the president to prepare agendas prior to each meeting.

· Keep the roll of membership and accurate records of attendance.

· Take minutes of all meetings and proceedings.

· Distribute meeting minutes in a timely fashion.

· Maintain records of all minutes, by-laws, etc.

· Keep all committee reports and other pertinent information on file.

· Sign all certified correspondence of the organization (such as minutes, proposals, etc.)

· In the absence of the president or vice-president, call the meeting to order.

Hints for a Secretary

· Work closely with the presiding officer to establish a unity between the agenda and the minutes.

· Make a list of members with their addresses and phone numbers for the entire organization’s use.

· Keep a notebook or file of all minutes, proposals, and other documents that are used by or are useful to your group. This allows your records to be organized and available for easy use and reference.

· At the beginning of your term in office, establish the correct number for a quorum (usually 2/3 of the body, check your constitution for further information). Remember to count the membership at the beginning of each meeting to establish whether or not there is a quorum. You may have a vote that requires it.

· Know the proper procedure for voting and the proper wording for “motion” and “moved.”  “Move” is a verb and “motion” is a noun.  (Example:  Jane Doe moved that the committee accept the report of the treasurer on projected expenditures.  The motion was seconded by Sally Jones, and carried by unanimous vote.)

· Keep track of who made the motion and who seconded it and record the result of the count.

· Always use first and last names in your minutes.

· Only record what has been acted upon. Items can be mentioned as having been discussed, but no action was taken; however, to keep the minutes concise, only issues that were discussed at length where no action was taken should be noted.

· Use the agenda as an outline for your minutes, leaving space for notes.  Take down several phrases about the issue being discussed so that you can later write your minutes. Or take your laptop to the meeting and type the minutes as it progresses.

· Avoid wordiness in minutes.  Avoid descriptive words like “very” and other such words because the point of minutes is to relay the proceedings of a meeting by being concise and to the point.

· After transferring notes into minutes, have the president/chair proofread and sign them.

· Always set a time frame in which to complete your minutes.  They should be completed no later than one week after the meeting; however, they should be done as soon as possible. The quicker you do your minutes, the fresher the information is in your head. Also, set up a distribution time schedule with your presiding officer and stick to it.  If you have a uniform distribution time schedule, this will give members an opportunity to review the minutes before the next meeting.

· Make sure you have good equipment and materials to write your minutes. The computer is strongly suggested.   

· When your group makes changes in your minutes, take it as constructive criticism, not negative. You can learn from their remarks.

Distribution of Minutes

The minutes should be distributed to all executive members or, if it is a small body, all members.

The minutes should also be distributed after each meeting to:

1. The organization advisor

2. The Office of Student Leadership and Service
 202 Cate Center

leadershipandservice@meredith.edu

3. Dr. Jean Jackson, Vice President for College Programs
Johnson Hall
jacksonj@meredith.edu

4. The following organizations should send a copy of their minutes to Ann  Gleason, Dean of Students, 2nd Park Center, gleasona@meredith.edu:  

· Apartment Association

· ACA

· AMC

· CAB

· Classes

· Colton Review

· Elections Board

· Honor Council

· MCA

· MEA

· Meredith Herald

· MRA

· MIA

· Oak Leaves

· RHA

· Senate

· SGA Executive Board

· SAF

· Student Life Committee
· Unity Council
· WINGS
These minutes need to be distributed to the above mentioned people in a timely manner. Minutes may be sent through the campus mail or e-mailed. If you e-mail minutes the Office of Student Leadership and Service will need an official printed copy for the record book. 

Be sure to check in your organization’s constitution to see if there are any other people to whom your minutes should be sent.  Also, consider other individuals on campus that may want a copy of your minutes and ask them if they would like to be on your distribution list.
Sample Format of Minutes

I. Call to order: 

The February 28, 2050 meeting of the Meredith Fun Association was called to order by Patty President in 214 Harris at 7:00pm.

II. Attendance:

All members were present except for the following: Abby Absent (unexcused)

III. Minutes:

Suzy Secretary read the minutes from the January 30, 2050 meeting of the Meredith Fun Association. There being no corrections or additions, the minutes were accepted as read. 

IV. Treasurer Report:

Tracy Treasurer reported that the organization has $200.00 in the account.

V. Old Business:

Victoria Vice President reported that it was approved by Campus Events to change the meeting site for the MFA meetings to Ledford 101.

VI. New Business:

Patty President reported that there was some concern over the fun song. After lengthy discussion, the issue was put off until the next meeting.

VII. Announcements:

The next meeting of the MFA will be held on March 23, 2050 at 7:00pm in the Chapel Commons Room.

VIII. Adjournment:


Patty President adjourned the meeting at 8:00pm.

Respectfully submitted:___________________________________




Suzy Secretary, Secretary

Presiding Officer:________________________________________




Patty President, President

CC:
All members


Advisor


Office of Student Leadership and Service

Dr. Jean Jackson, Vice President for College Programs
Secretary’s Checklist

An effective organization secretary completes the following steps;

· Follow Schedule for writing and distributing minutes; 
· Proofread for grammar, spelling, punctuation and legibility (enlist help if needed);
· Minutes Distribution - check off the individual’s name receiving each copy;
· File my copy of the minutes in one file or notebook.  Take this notebook to each meeting;
· Distribute Minutes to the appropriate persons within one week after the meeting. 
Importance of Good Records

· To keep the organization’s history during your time in office for future reference by college historians.

· To be the organization communicator of contemporary issues so that interested persons can keep up with the items and their input and support can be used within the organization.

· To keep records so that if a member is absent she can keep up with the issues involved with the organization.  Accurate minutes keep the members abreast of what occurred in the meeting and what will happen in future meetings.

· To provide future leaders of the organization with records to review so that there is the potential for effective solutions which may solve unfinished business.

· To serve as an organizational tool since minutes help to evaluate progress of the group during the year and at the end of the year.

· To clarify points within the proceedings of the group’s meeting. If there is any misunderstanding on the part of any member or officer as to the status of any issue before the group, accurate and complete minutes will provide means for clarification.

APCA Article on Taking Minutes

(Taken from the APCA Programming Handbook & Membership Listing)

Minutes of your meetings are crucial to the success of your organization. They establish a record of what’s been discussed, what decisions and problems are being addressed and what is up for discussion at the next meeting. Reading records of minutes can help a group see what challenges have arisen in the past and how they were dealt with. They can be an invaluable resource, for they chronicle your board’s history for future boards.

With the advent of more and more computers in Student Activities and Student Government Offices around the country, minutes have become much easier than they were in the “good old days” (pre-1980). The minutes are the accurate, written record of what has transpired during a meeting. Usually, the secretary is responsible for the minutes, but in some organizations without a secretary, it might be fairer to rotate responsibility for the minutes. Whoever accepts the responsibilities must realize a few things:

1. Minutes need to be taken carefully. Minute takers must write down quotes and events as accurately as possible. If people are misquoted they may get upset. Minute takers should not hesitate to ask people to repeat their statements so they will not be misquoted. Good handwriting, tape recorders and multiple note takers are handy, as the minute taker is not always the minute typist.

2. Creativity may be needed to get members to read minutes. Anything you can do to help minutes get read will be helpful to your meeting efforts. Put them in high traffic areas, place cartoons in them, add pictures and generally do anything necessary to get them noticed. The more they are read, the more informed and interested your group will be at the next meeting.

3. Minutes should be typed immediately following the meeting. This way, information and business is still fresh in the mind of the minute taker. After typing, minutes should be copied and sent out to members, advisers and administrators so that they have minutes before the next meeting. A notation should be made of business that was tabled or left unfinished at the last meeting so that they can be placed on the next meeting’s agenda. 

4. A good method for highlighting things which individuals stated would be “taken care of by the next meeting” is to use action items, i.e.: Executive Board will prepare their overview of the educational experience they had at the national APCA Conference in Atlanta by next meeting.

Creating an Agenda

Using an agenda for your meetings will allow your meetings to be organized and to run smoothly.  It will also keep the meetings running on time.  Be sure to spend adequate time in preparing your agenda so that you can obtain your purpose and objectives for all meetings.

When you are creating an agenda, you should consider the following items:

· Date, Time & Location

· Attendees

· President Report

· Treasurer Report

· Officer Report

· Old/New Business

· Purpose & Objectives

· Warm-up/Ice-Breaker

· Review of Agenda
· Time Frames

· Topics

· Type of Activity

· Presenter(s)

· Action/Outcome

· Meeting Summary

· Next Meeting Date & Time

· Build Next Meeting Agenda

· Meeting Evaluation

Note:  As secretary, you should talk with the president or chair of your organization to 

           determine who will prepare agendas prior to each meeting.
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