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Secretary
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	The secretary must: 

· Be able to organise 

· Be fair towards all 

· Give advice to the chairperson if asked. 

 

	 
	 


	The secretary's tasks 

· Organise the meeting-place (venue) 

· Put together the list of matters to be discussed at the meeting (agenda) – see sample
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· Send out notices (Try and nominate a single day per month e.g. the first Tuesday of the month at same time same venue)

· Keep a list of the members 

· See to it that the meeting is declared open (enough people present) – it should be decided in advance by any group the minimum number required to meet or vote on a decision – this is a “Quorum” 

·  Write notes (minutes) on what is said or decided at the meeting (minutes are only available to members) 

· Make copies or simply read out the minutes for the next meeting and invite Any Other Business ( AOB )

· See to it that members at the meeting sign their names in the register 

· Keep copies of all letters, notes, correspondence in files 
· Arrange for paper, keys to the hall, lighting. 

Minutes 

	• The secretary must keep minutes of what is decided during the meeting. 

• The minutes should contain the date, place, names of members present (or absent), and may contain a summary of the discussions. 

• Minutes are written in a book with numbered pages and no page may be torn out. Minute books can be bought or purpose made pages can suffice.

• The minutes are read at the next meeting, just after the meeting has started.
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	• After the minutes have been read, the chairperson asks if everybody agrees that the facts are correct. 

• If everybody agrees, the chairperson asks someone to suggest that the minutes may be accepted. (Proposed By;)

• If one person puts up his hand, the chairperson asks for a second. (Seconded By;)

• Thereafter the minutes are signed by the chairperson. 

• If there are incorrect facts, these are discussed and corrected before the minutes are accepted. The correction must be signed by the chairperson. 

• The names of the people who proposed and seconded the minutes are recorded in the minutes of the next meeting. 


Agenda 

• The agenda is a list of matters to be discussed at the meeting.

• The agenda is often sent to members together with the notice of the meeting so that the members know what the meeting will be about.- Reading the agenda at the start of a meeting will suffice. 

• The secretary talks to the chairperson and then writes the agenda. 

• The chairperson may only change the order of the agenda when the members at the meeting agree to it. 

• Any item in the minutes of the previous meeting that still needs further discussion, should receive attention under "matters arising from the minutes". 

• The agenda should make provision for the treasurer (or the secretary/treasurer) to report on the finances of the committee, under an item called "Financial Report".
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EXAMPLE OF AN AGENDA 

	

Notice of meeting of ……………………………………… to be held on ..................(date) at ................(time) at ..................(venue). 

AGENDA 

Roll call: Present 

Apologies 

Absent 

1. Acceptance of notice of meeting and agenda 

2. Acceptance of minutes of previous meeting 

3. Matters arising from the minutes

4.Correspondence 

5. New business 

6. Financial report 

7. General / Any other business (AOB)

8. Announcements 

9. Date, time and meeting-place of next meeting 

10. Closure 

 


