RECORDING SECRETARY
Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board positions.
Voting Member of: Executive and General Board

Primary Duty: To keep an accurate record of all meetings of the State Council, including Executive and General Board Meetings. 


New: The Recording Secretary has now become one of the signors on the 
Oregon State Council accounts. 

Be sure to date all minutes and insert page numbers.

GUIDELINES

1. Plan to attend all meetings called by the President. If you cannot attend a meeting, notify the President as soon as possible and try to find a replacement.  

2. All minutes must be kept in permanent form and be an accurate record of the meetings of the Council and its Board. It is extremely important to make notations of any Bylaws or Documents that have been amended. An exact notation of the actual motion is helpful; this should be inserted immediately after the minutes in the Recording Secretary’s book.
a. Notes should be taken, by hand, during the meeting but arrangements could be made to record the minutes also for more detailed and accurate transcribing. 
b.  If using a recording device, it should be checked prior to each meeting for workability.  Might want to have a 2nd device on hand and extra batteries for a back-up. 
c. Collect written reports from officers and chairmen and keep with the original copy of minutes.

3. Minutes are to be completed within thirty (30) days of the closing of the meeting and submitted to the President, 1st Vice President, and Jr. Past President for approval.

4. A copy of the minutes will be available on the Web Site.
5. Take Chapter roll call at each State Meeting as per wishes of the President,  i.e. by sign-in before the meeting or by voice roll call during meeting. At Second General Assembly, you may need to ask for any updates from number provided at First General Assembly.

6. Take roll call of Officers and Committee Chairmen at Board Meeting(s)

7. The minutes should indicate the committee that approved them.
8. All hard copies of minutes should be filed by year and periodically given to the State Archivist for inclusion into the permanent records kept for the Oregon State Council.

a. The Recording Secretary should keep the past two (2) years of minutes close at hand for referral purposes. 
CALENDAR CHECKLIST FOR RECORDING SECRETARY
April/May/June: after election

· Review the procedure for new accounts as written in the Treasurer’s guidelines

· Collect and review all documents from predecessor.
· Send any thank you notes needed after Convention.

· Plan to attend the Board Retreat, if the President elects to have one.

· Check with the Corresponding Secretary to see if there is anything she needs from you for the Yearbook.

· IC Convention – if planning to attend:
· Check with the President to see about travel arrangements and lodging.

· Send in your paid registration.

· Check with the President if there is anything specific she wants you to tend to concerning IC Convention before or during.  
· Bring back any materials from IC Convention needful to your Board or your Chapter.

July/August/September/November/December:
· IC Convention, if attending, check with the President as to plans for delegates.
· Be sure to take minutes at the state caucus

· After Convention, consult with the President to see if any follow-up is needed. 

· Check dates of Fall District Meetings and plan to attend, if possible.
· Leadership will require your presence.  Make your plans.

· Sent in Registration?

· Lodging has been arranged for?

· Recording device is working & extra batteries are packed.

· You have pens & pencils in good quantities….etc.

· Be sure to have a secure place to put copies of reports handed to you.

· Transcribe notes as soon as possible after the meeting for accuracy.  Distribute to President, 1st Vice President and 2nd Vice President within thirty (30) days for approval.
· Distribute minutes to Board and Gavels
· Write article for the Grapevine if you desire.

· Make plans to attend Winter Meeting.  
· Send in registration for Winter Meeting.

January/February:
· Attend Winter Meeting 
· Assure adequate supplies for taking minutes.  i.e. batteries, recorder, pencils, note paper, folder to hold copies of reports, etc.

· Transcribe notes as soon as possible after the meeting for accuracy.  Distribute to President, 1st Vice President and 2nd Vice President within thirty (30) days for approval.
· Distribute minutes to Board and Gavels
March/April:
· Begin to put your files in order and prepare your final report for Convention.  

· Prepare files for transport to Convention to turn over to incoming Recording Secretary.
· Take minutes at Board Meeting, First and Second General Assemblies. If award presentations were made at other than meetings, be sure to record these. 
· Transcribe notes as soon as possible after the meeting for accuracy.  Distribute to President, 1st Vice President and 2nd Vice President within thirty (30) days for approval.
· The Outgoing and Incoming Presidents and Treasurers need these as soon as possible in order to transfer signatures on the bank account(s). 

· After approval, send to new State President so that they can be included in the Yearbook.
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