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2017-2018 Secretary Workshop 

Job Description  

 
 Keep an accurate concise permeant record of the proceedings of all meetings of the 

association and the Executive Board. 

 

 

 Keep the master set of the bylaws, standing rules, minutes of previous meetings and 

list of current members and any other official documents that might be needed. 

 

 The minutes should contain a record of the action taken by the group, with the 

action recorded in the order it took place. Personal opinion and discussion are not 

included. 

 

 Prepare a list of unfinished business for the president for the upcoming agenda. 

 

 Prepare minutes and give copy to president before next meeting. 

 

 Have copies of the previous meeting’s minutes ready for review for members. 

Associate minutes stay with Association meetings and Executive stay with 

Executive board minutes. 

 

 Request members look over minutes and note any corrections. If corrections are 

needed use a RED pen and make the corrections. Circle the incorrect words and 

make notes in the margin. The corrections need to be initialed and dated. 

 

 “Seeing non, minutes are approved as written” or “minutes are APPROVED as 

corrected” (NOTE: The President indicates the minutes are APPROVED as printed 

or corrected. Check the attached approval process.) 

 

 The secretary needs to sign all authorizations for payment along with the president. 

 

 Any amendments to the bylaws needs to be noted in the minutes when the vote is 

taken.  

  



MINUTES SHOULD CONTAIN 

 
 Name of the association and kind of meeting (association or executive) 

 

 Date, time and location of the meeting and Pledge of Allegiance 
 

 Name and title of presiding office 
 

 Attendance, list excused and unexcused Board Members 
 

 Summarize reports of officers 
 

 Note previous meeting minutes were APPROVED  
 

 Record of each motion voted upon the name of the member who made the 
motion and whether it was ADOPTED or DEFEATED 

 

 A detailed treasurer’s report example 
Beginning balance $19,331.43. 

Checking Balance $12,005.23. Total Receipts $2,751.25 

Total Disbursements check # 2242-2244 totaling 704.86 Outstanding checks totaling $559.30 

  Ending balance $14,051.62 

Savings starting balance $7,326.20 Interest .63 ending balance $7,326.83 

Balance on hand $21,378.43 

 Record of results of any election and votes cast 
 

 Brief notation of program topic name of participants and method of 
presentation 
 

 Time of adjournment and date and time of next meeting 

 


