SECRETARY DUTIES

Regular Monthly Duties:

Attend and take minutes for each monthly general meeting, each monthly Board of Directors meeting, and any Executive meeting.  Immediately after the meeting make a copy of the sign-in sheet and give the original to the office.  Type up the general meeting minutes on Texas AgriLife Service letterhead (forwarded from previous secretary or office.)  BOD and Executive Meeting minutes are not typed on the letterhead.  E-mail the office a copy of the minutes for review.  The office will notify of any changes and will send a pdf copy attachment to all MG for the general monthly meeting and to the BOD for the BOD meeting.  Make a hard copy of the final minutes and attach a copy of all handouts from the meeting.  File these in a notebook for the current year, kept on the shelves in the MG office.

Time Line Duties:

· January – Attend and take minutes for the general meeting and BOD meeting.  Set up a new notebook for the new year’s minutes.

· February – Attend and take minutes for the general meeting and BOD meeting

· March- Attend and take minutes for the night general meeting and regular BOD meeting  

· April – Attend and take minutes for the general meeting and BOD meeting

· May- Attend and take minutes for the general meeting and BOD meeting

· June- Attend and take minutes for the night general meeting and regular BOD meeting

· July- Attend and take minutes for the general meeting and BOD meeting

· August- Attend and take minutes for the general meeting and BOD meeting

· September – Attend and take minutes for the night general meeting and regular BOD meeting

· October- Attend and take minutes for the general meeting and BOD meeting

· November- Attend and take minutes for the general meeting and BOD meeting

· December- Attend and take minutes for the night general meeting and regular BOD meeting

