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Club Secretary Guidelines
Responsibilities

The secretary shall:

· keep the minutes of the club and board meetings
· submit to the club the minutes of club business meetings and the recommendations of the board

· maintain a roll of membership

· send out notices and correspondence that do not fall under the responsibilities of other officers.

The secretary should bring the following to each business meeting:
· minutes of the previous meeting, as well as minutes of any business conducted at any meeting since the last business meeting (such as a program or special meeting) that have not been approved
· the roll of membership
· copies of the club’s bylaws and procedures/standing rules, as well as the region and federation bylaws and procedures
· a list of all committees and their members (if applicable)

· a list (agenda) of all business to come before the meeting, arranged in proper order
· paper to use for ballot voting, if necessary.

Taking the Minutes
The secretary’s primary job is to keep the minutes of the club’s board and business meetings. Roberts Rules of Order Newly Revised specifies seven essential matters that must be covered in all minutes:
· the kind of meeting

· the name of the group

· the date and place of the meeting

· whether the regular presiding officer and secretary were present, or, in either’s absence, the name of the substitute

· whether the minutes of the previous meeting were approved

· all main motions, points of order and appeals—whether sustained or lost—and all other motions that were not lost or withdrawn

· the hours of the meeting.

In addition, board minutes usually reflect the names of board members who were present and those who were absent.

The secretary should take notes in the order that business occurs on the meeting agenda, taking special note to record the following:
· Facts only: Record only facts; never record opinions. Record all motions verbatim, and indicate the name of the motion maker. If the motion is lengthy or not understandable, ask the president to have the maker repeat or write out the motion. It is not necessary to record who seconded the motion or mention what the discussion included. If a question is hotly contested, simply note “after a lengthy discussion…” which will indicate that the question was openly debated prior to a decision. The results of the vote must be recorded: whether passed, defeated, tabled, referred, etc.
· Treasurer’s Report: The minutes should include balances indicated in the treasurer’s report, and it should be stated that the report is filed for audit.
· Correspondence: Briefly record items received. If important, make the piece of correspondence a part of the minutes by attaching it and so indicating in the minutes. Record any action taken.
· Reports of standing committees: Record the full name of the person giving the report and the committee name. Record the facts briefly. If it is an important report, it should be made in writing and a copy made part of the permanent records; this should be stated in the minutes. Committee recommendations are a motion, and should be recorded, but do not need to be seconded. (Seconding a motion shows at least two people wanted to discuss the proposal. When a committee or board makes a recommendation, more than two have already indicated interest.)
· Other business: Resignations are accepted with regret, and there is no need to indicate a reason (the member’s letter will be made part of the files). If a member is asked to resign office or membership, briefly state the reason as given in the bylaws, i.e., failure to fulfill financial obligations or conduct which adversely reflects on the Soroptimist organization. No other details are necessary as the member was given an opportunity to provide an explanation to the board prior to the request. When assignments are made, what was decided, who is to do it, and by what time is all that is needed in the minutes; details should be worked out in committees. Briefly note announcements. If a discussion is held and a general consensus is reached about an action without it ever being presented as a motion and a vote taken, the action can be noted as “By consensus, the club agreed to…”
Preparing and Presenting the Minutes for Approval

Translate meeting notes into formal minutes as soon as possible, remembering to sign the minutes. Send a copy to the president, as she will need them to set the agenda for the next meeting. Minutes should be typed, and it is helpful to set off action (motions, appointments) by boldfacing or underlining the action taken.
At the next meeting, the secretary may distribute printed copies of the minutes. Corrections to the minutes, such as a wrong date, misspelled name, etc. need not be noted in the current minutes, but should be entered on the margin of the previous minutes. If there are objections to the way a motion was recorded and there is debate over the real intentions of the club, the motion should be restated exactly as the club wants it, seconded, and a new vote taken. The restated motion is listed in the margin of the previous minutes, and the action is recorded in the current meeting’s minutes. Nothing is erased from minutes; if material is expunged, a line is drawn through the words expunged. Upon approval of the minutes, the secretary should note “approved” and record the date and initial the original minutes. These minutes then become the permanent copy, and should never be destroyed as they are the legal record of the proceedings of the club.
The secretary presents the recommendations of the board to the club at its business meeting. Only board members have access to the actual minutes of the board. All club members have access to the business meeting minutes.

Sample club business meeting minutes and board meeting minutes are available in the membership section of the members area of www.soroptimist.org.

Maintaining the Roll of Membership

The secretary should keep an updated membership roll to determine who is eligible to vote. The roll should include postal and email addresses and telephone numbers. The treasurer should provide a list to the secretary of members who may be disenfranchised because of outstanding dues. Members remain on the rolls as long as financial obligations and participation requirements (if any) are met.
Other Duties

In the absence of the president, president-elect, and vice-presidents, the secretary calls meetings to order at the designated time and presides until the election of a temporary chair. In cases where there are no vice presidents, or if there are none left to serve, the secretary is next in succession to the president. This is a logical choice as the secretary is, other than the president, the most aware of the business of the club. 

Whenever a special committee is appointed, the secretary should provide to its chair (or in her absence to a responsible member of the committee) a list of the committee members and all documents pertaining to the function of the committee. She should see that all of these materials are returned with the committee’s report.
Corresponding Secretary
A separate officer of corresponding secretary has charge of the general correspondence of the club, i.e., correspondence not related to the work assigned to some other officer or committee. Each officer or committee chair should write the letters related to her own work or that of the committee.
All communications relating to the general work of the club received by any other officer should be referred to the corresponding secretary for reply. Communications received by the corresponding secretary relating to the work of another officer may be referred to the officer for reply, or the corresponding secretary may obtain the desired information and respond herself. In general, correspondence in her charge includes sending out notices of meetings and communications that have been ordered by the club or established by custom. 

Other Secretaries

Some clubs have designated secretaries for other assignments. Such duties are set forth in the club bylaws. 
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