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As Secretary you play an important role in the club by documenting what goes on. Here’s a few tips:

General

· Appoint a permanent Secretary backup to take notes for you should you miss a meeting. Preferably, this is a club member who is not an officer and does not have a chairmanship. Communicate with the backup letting them know as far in advance as possible that you will not be able to attend. I made up a “Secretary Backup Form” that is kept in the cabinet for the backup Secretary (or anyone) to use with instructions to provide me this form, along with the agenda and schedule from the meeting so I can type of the meeting notes later.

· When your term is up, be sure to provide the incoming Secretary with at least the last month’s meeting notes

· Within 10 days of election (preferably the same day as elections) update our club information on the Toastmasters International website with the list of new officers

Regular Meetings

· Send out the regular meeting notes as soon as you can. Consider mentally adding 30 minutes after every meeting for this purpose. The regular meeting notes should be emailed to all members.

· Secretary notes for regular meetings should include the following:

· Who attended (members and guests)

· Who had what meeting role

· For each speech: Manual, project #, title, length, and a bit about the speech

· For Table Topics: In general, what did the Table Topic Master focus on?

· What awards did members/guests receive? For Special Recognition and First Timer awards, specify why they were given. Also include anyone accomplishing something such as earning their CC or CL award.
· Announcements made at the meeting

· New members joining the club

· Other goings on that were not announced at the meeting but information that will be important to members

· The club’s status on the Distinguished Club Program (DCP)

· Optionally, consider tossing in something fun. For example, I included a puzzle each week and challenged members to guess the answer. The first to get it right had their name included in the next meeting notes. The main reason for this is to provide an incentive to members to read the notes.

· Roles assignments for the next 4 weeks

Executive board meetings:

· Send out the executive meeting notes as soon as you can. Consider mentally adding 30 minutes after every meeting for this purpose. The executive board notes should be sent to all members of the executive board.

· The club has appointed the Secretary as the officer responsible for reminding other officers about upcoming executive board meetings. Send a reminder to all officers one week prior to the meeting.

· Officers sometimes do not remember to bring a copy of the last executive board meeting notes to the next meeting so make copies for all officers just in case.

· While the meeting notes will be limited to what is actually discussed at the executive board meeting, you should expect the following subjects to be covered:

· Distinguished Club Program status

· What has been accomplished so far?

· For goals not yet accomplished, how will we achieve them? What members have committed to reaching member-achievement oriented goals?

· The calendar for the next 18 months

· Special meetings

· Contests

· Elections

· Dates when there will be no meetings

· Officer reports

· VPM should report on the status of membership building

· Treasurer should report on the status of funds

· Sergeant At Arms should report on supplies

· Open action items
· New action items

