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The Role of the Secretary

* Record the minutes for Club and
* Board meetings.




Skills Required

e Basic Computer




Minutes

* The Secretary is responsible for presenting the minutes of the
previous meeting. Minutes of Altrusa meetings need not be read.
Altrusa guidelines allow minutes to be printed in the Club




Minutes

* The minutes are the formal records of the club’s processes and
decisions.




Minutes

 Minutes should include:

* Club name, type of meeting (Board, Business, Program or Special, place,
date, and time convened.




Minutes

* The exact wording of any motions, the name of the maker, and motion’s
outcome.




Minutes

* The Secretary must know what should be recorded. Minutes are
official documents that may be given to both internal and external
audiences. You need to know what to track and what to omit. (Ask




Minutes

* Corrections
* Nothing is erased from minutes. Corrections to the minutes, such as wrong

date, misspelled name, etc, need not be noted in the current minutes, but
should be corrected using the "strike through" feature and the correction
noted after it. Nothing is erased from minutes, if material is expunged, use




Attendance

* Take attendance at each meeting
* If responsible, submit Hamilton Award to District by February 15t




Other Responsibilities

Do you have other tasks that you complete on a




Tips

* Find a “Reader” someone who is familiar with what took place at
the meeting. This individual will read the minutes and give you
feedback.




Resources

e Club Secretary —Set District Nine to Music

* Robert’s Rules for Dummies, 2"? Edition

* Altrusa International, Inc. 2014 Club President’s Handbook
 Altrusa International, Inc, 2016 Club President’s Handbook




