Duties of the Secretary

What is included in the minutes?

The minutes should contain the following information:

· Whether it is a regular or special meeting.
· Name of your 4-H club.
· Date and place of the meeting.
· Number in attendance – members, parents, visitors.
· Name of the president and secretary, or substitutes.
· A statement that the minutes were read.
· Disposition of the minutes of the previous meeting
(approved as read or approved as corrected).
· Important facts about announcements made.
· All motions, the name of the persons making them, and the disposition of the motions. In your notes you should put the number voting for and against each motion when the vote is by showing hands or a standing vote.
· Persons appointed to committees and assignments.
· Programs presented

The name of the maker of the motion should be stated, but the name of the seconder need not be included unless the organization desires to do so.

The minutes are a record of what is done and not of what is said. Generally, the personal opinions of members should be avoided.

When the motion is very important, include the count of the votes.

Normally, the minutes are signed by the secretary and the president.

