Langley Alumni Association
Secretary Responsibilities


By-laws Document – Secretary: The Secretary is a LAA Officer and on the Executive Committee. The position is a voting member of the LAA Board of Directors.

The Secretary is elected by the Board for a term of one (1) year, or until their successor takes office. The Secretary shall keep the minutes of the Board and General Membership meetings. The Secretary shall also keep and maintain other records as directed by the Board. The Secretary shall ensure that a quorum is present before a vote (Article III/Section 3).

Policies and Procedures Document - Secretary: Minutes for General Membership and Board meetings shall be recorded and submitted to the Board of Directors for approval prior to the next meetings. The Secretary will also circulate and collect a sign-in sheet at each meeting and provide to the Membership Chair for purposes of documenting attendance for badge renewal purposes (Procedures/Procedure #1).

Responsibilities:

Monthly:
· Monthly chart preparation: Prepare Secretary meeting charts and present them at the LAA monthly meetings.

· Monthly LAA General Membership and Board meetings: 
· Attend and participate as the LAA Secretary and an Officer in the monthly meetings taking minutes on the discussions and motions/voting decisions
· Assess needed quorum and proxies received prior to any motions/voting decisions
· Provide sign-in sheets for General Membership attendees and Board members to sign
· Collect sign-in sheets after the meeting
· Provide a copy of the sign-in sheets to the Membership Chair (Membership Chair normally takes a picture of the sheets before leaving).

· After the meetings (suggested within a week):
· Receive Teams off-site attendees from IT Committee Chair, complete draft General Membership and Board meeting minutes documenting attendees, discussions, and motions/voting activities.
· Provide draft meeting minutes electronically to the Board for their approval. Provide a deadline (suggested within 2 weeks of them receiving the email).
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· Provide electronically the updated meeting minutes for approval to the Board after assessing the draft Board comments and incorporating suggestions. Provide a due date (suggested within 1 week of them receiving the email).

· After “approval” deadline is over: Send final approved minutes to the Board; upload attendance sheets and final approved minutes onto Box (document repository). The Website Committee will load them onto the website.

Ad hoc meetings/emails: As special topics/concerns arise, there may be times that the Executive Committee may need to respond to emails and/or attend an additional meeting.  

Affiliations: Interacts with the President, Information Technology Chair, and Membership Chair on meeting activities and with Board members when reviewing comments to the draft minutes.

IT knowledge/requirements: Email address; software compatible with Microsoft Word and Powerpoint; Teams capability (if not able to attend every meeting in person and/or for other non-monthly special meetings); and free account to Box website (document repository).  There is an option for the Secretary to have a @larcalumni.org email.
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