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Secretary Humor

. Avoid alliteration. Always.
. Prepositions are not words to end sentences with.
. Avoid clichés like the plague. (They’re old hat.)
. Eschew ampersands & abbreviations, etc.
. One should never generalize.
. Comparisons are as bad as clichés.
. Be more or less specific.
. Sentence fragments? Eliminate.
Exaggeration is a billion times worse than understatement.
10. Parenthetical remarks (however relevant) are unnecessary.
11. Who needs rhetorical questions?

DO YOU HAVE THE
WRITE STUFF?

1
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9.
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Not This...
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Presenter
Presentation Notes
What do you see?

Frazzled?

Pulled in too many directions?


This...
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Presenter
Presentation Notes
What do you see here?

Calm
Collected 
Ready

How do we get here?


Responsibilities for all
Secretaries

*Attend training — YAY! You’'re here

*Gather materials from previous
secretary

*Keep concise records
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Presenter
Presentation Notes
Materials to collect include executive board meeting minutes and association meeting minutes.

There may also be a procedure book with bylaws, list of members, other official records and documents – charter (original or replacement copy).

The minutes are the official permanent record of the association.

Minutes should be kept in a bound book (SHARE LOGO BOOK).  Any other bound book may be used or at the end of a year, minutes may be taken to an office supply store and bound.  Your school or school district may be able to do this for you for a fee. Or minutes can be securely saved and stored.  (Using the cloud et.)


Corresponding Secretary
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Presenter
Presentation Notes
How many of you are corresponding secretaries?
Correct answer:  All of you

Some of you are the corresponding secretary.

Some of you are the secretary with combined duties of the secretary and corresponding secretary.



Corresponding Secretary
Responsibilities

*Meeting notices
*Reading mail received
*Write letters authorized
*File letters/mail received
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Presentation Notes

Most PTAs send executive board meeting notices via email or through a calendar that is published at the beginning of the term.

The most important notice is the one for the annual meeting with the election.

Work with the president and parliamentarian to notify members of the most important meeting.  Include the date, time, place of the meeting along with agenda items to be considered.  The list of nominees for election must be included in the notice.

The notice for association meetings is ten (10) days; the notice for the annual meeting is thirty (30) days.


Recording Secretary

California State

PIA

everychild. onevo www.capta.org



Bring to Every Meeting

*Bylaws

*Minutes from past meetings
*Red pen/pencil for corrections
*Membership list

*Paper for ballots
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Presenter
Presentation Notes
In addition to these items, decide if you are going to use paper and pen, a laptop, electronic tablet or even your cell phone to take notes of the meeting.

Hints for ballots
	index cards
	realtor tablets

Secretary is responsible for holding the official membership list.  Work with membership chairman/vice president to always have that updated list at each meeting.


Ask For

*Agenda in advance
*Motions in writing
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Presenter
Presentation Notes
Having the agenda in advance will help you prepare a “framework” for the minutes.  If using pen, you can take notes right on a copy of the agenda.  If using a laptop or other electronic device, you can Save As minutes and prepare minutes during the meeting, to be cleaned up after the meeting.


I insist motions be written.  There can be no question about the secretary’s transcription of the motions if you are taking the information right from the maker’s motion form.


Motion Blank

Sunshine PTA
| move

Name Date
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Presenter
Presentation Notes
You can develop your own form.  Some PTAs print these on NCR paper copies going to president, secretary and the motion maker.

If money is involved in the motion, the budget number could be included.  At the very least, the budget category should be included so the treasurer knows how to record the transaction.


Minutes Include...

*Name of association, kind of meeting,
date, time and place

*Name and title of presiding officer
eAttendance list
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Presenter
Presentation Notes
First two bullets here can be one sentence.

Attendance list for associations meetings can be an attached sign in sheet.

The treasurer’s report, financial secretary’s report, auditor’s report can be attached reports.

Officer and committee chairmen reports should be summaries of the ACTION taken – not a blow by blow of each report or word by word accounting of discussion.


Minutes Include...

*Disposition of minutes

*Statement of accounts and list of bills
approved for payment

*Summaries of reports
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Presenter
Presentation Notes
Minutes are adopted as presented/distributed/read
OR
Adopted as corrected with corrections noted

The treasurer’s report (and financial secretary’s report) can be attached in its entirety but the minutes have the beginning balance, disbursements and ending balance.

There should also be a list of bills paid (perhaps a motion to ratify payment) and those bills that need to be paid (motion to pay)

Entire reports can be summarized with complete report attached.


Minutes Include...

*All motions including name of maker
and disposition

*Results of any elections
*Program notes
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Presenter
Presentation Notes
Motion makers name required; name of member making second not needed.  Motions are adopted, defeated; sometimes motions are postponed or referred.

In an election and a ballot is used, the complete number of votes cast per candidate is recorded but usually not announced.

In a vote where a ballot is used, the number of votes cast for and against the motion is recorded.

Brief notes about the program are included – Principal Mr. Black reviewed upcoming school events.



Lastly, Minutes Include...

*Time of adjournment

*Signature of secretary and date
approved
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Presenter
Presentation Notes
Help the president remember to adjourn the meeting.  Sometimes the chair will forget and then the minutes go on and on…


Minutes are no longer Respectfully submitted.  They are merely signed and then dated when adopted.



Correcting Errors

'@e King moved *Sue 6/3/17
Sunshine PTA purchase

a new microphone for

use at PTA meetings

using budget line

“reserve.”

Adopted
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Presenter
Presentation Notes
As minutes are reviewed and an error is noted – in the original document circle the mistake with a red pen.

In the margin of that document, make the correction; again using a red pen.

If folks change their minds between one meeting and the next, your minutes are not in error.


Sunshine Elementary PTA

PTH

wrrprhild e voics

1234 Main Efrest, Arryiown, CA S0000  oRice Crurshinesismanisrymia og

Mary Brown, president, called the Suneshine Elementary PTA meeting io order on Sepiember 15, 2015, at £330 pm. In
the schoal ibrary. Boy Scout Troop 1234 presented the colors and led the Pledge of Alisglance. ARsndance report
M. Brown, F. Green, H. Grey, S. King, C. Black. J. Taylor, M. Smith, C. Smilih, A Bsown, M. Cnuz, T. Green, P. Grey,
M. King. G. Black, T. Nguyen, M. Tang, T. Evane, G. Evans, R. Edwards, P. Edwarde, E. Edwarde, A Adams, J.
Adams, 8. Frankiin, O. Lingain, 5. Ramirez

The minutes of the June 15, 2015 mesting were printed and approved 38 distributed.

Frank Gresn, regsurer, pregented the treasurer's repart  Compleie report included In the master copy of the minutes.

Checking SzwinEs
Balance on Hand & 6302015 2 200.0m ¥,000.00
Facmipts 500.00 200
Dishursermsnts -339.00 -0.00
Balance on Hand & 9/14/15 250100 7,002.00

Total Balance § 5,803.00

Heather Grey, auditar, moved 1o 3dopt the Susk report coverng the pered January 1, 2015 through Jume 30, 20135
Adopied
TREre were no recommenadations of auok indings.

F. Green moved the adoption of the 2015-2016 Sunshine Elementary PTA budget Complets butget Included In e
master copy of the minuies. Adopied

F. Green moved ko pay Clrcus Book Falrs $453.00 for the Seplember 2nd book f3lr. Adopted
Zue King, secrefary, pragenizd the execubive board report Inciuding

= Imterview af family engagement program providers

= Imterview of fund raksing comganies
Acticn will be brought ta 3 future meating when plans are confimed

Canal Black, ways and means vice president, repored conslderation of fund raleing companies for the spring fund
raksar. Action will be braught 1o 3 fulre meefing when plans are confirmed.

John Taylor, family engagement chalman, moved Sunshine Elementary FTA sponsor 3 multi-zulture pot luck dinner in
Miovemoer In tha sehool mulipurpase room Adopted

J. Taylar Intredwced DOr. Villlam VWhite wha presented a program on how to Increase Tamily involvement a1 school

M. Brown announced the next association meeding will be October 15 In the schogl Bbrary. The president invited all o
partake In refrashments

The meeting adjoumed 3t 7:30 p.m.

Sue King
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Between Meetings

*Prepare minutes promptly.
*Share with president.

*Sigh authorizations for payment.
*Call meeting to order.
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Presenter
Presentation Notes
Write up the minutes shortly after the meeting while everything is fresh in your mind.

Give a copy to the president.  It will be important for any unfinished business items.

Sign authorizations for payment so the treasurer knows which payments have been approved.

Call the meeting to order if the president and vice presidents are absent.  You don’t chair the meeting but call it to order and a chairman pro-tem is elected.

Be ready to help count a rising vote.


QUESTIONS?
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THANK YOU FOR ATTENDING!
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