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I. DUTIES OF THE CORRESPONDING SECRETARY

A. Answer correspondence promptly as directed by the President or perform such 
other duties as assigned.

B. After each meeting, send a thank you letter on behalf of the association to the 
speaker and/or any other special participants.

C. Your work represents your association. Make sure letters are neat, concise, and 
grammatically correct.

D. Determine if, in your association, it is your duty to prepare and distribute rosters.

II DUTIES OF THE RECORDING SECRETARY:

A. Depending on the size of yoirr association, the duties of the corresponding 
secretary and recording secretary may be combined. If they are combined in your 
association, be sure to read the duties of both.

B. Record and maintain in a minute book the minutes of all membership and board 
meetings. Provide a copy to the President prior to each meeting to check any 
unfinished business for the agenda.

❖ NOTICE OF MEETINGS:

1. Meeting notices must be sent to the membership for regular membership 
meetings in accordance with your local Bylaw provisions, typically by 
United States mail, e-mail or by notice in the monthly bulletin.

2. Meeting notices for the Board of Directors should be sent to the Board 
members in accordance with your local Bylaw provisions.

❖ ROLL CALL:

1. It is the responsibility of the Secretary to take the roll at all Board of
Directors meetings and maintain an accurate record of attendance at each 
meeting.
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2. A record of those in attendance at the Board of Directors meetings should 
also be included in each set of Minutes.

❖ DETERMINATION OF A QUORUM:

1. It is the responsibility of the Secretary to determine if a quorum is present 
at each membership and Board of Directors meeting. A quorum should be 
determined based on your local Bylaw provisions, or by Robert’s Rules of 
Order Newly Revised. If your Bylaws do not contain a provision for 
determining a quorum, you should suggest to the Board that they consider 
amending the Bylaws to allow for such a provision.

❖ PREPARATION AND MAINTENANCE OF MINUTES:

1. It is your responsibility to maintain a minute book of all the membership 
and Board meeting minutes. Provide a copy to the President prior to each 
meeting to check any unfinished business for the agenda.

2. If you must be absent from a meeting, advise the President so a secretary 
pro tern can be appointed. The secretary pro tern is responsible for 
preparing the minutes for the meeting.

3. The best guideline for preparing your minutes is the agenda prepared by 
the President. Your minutes should contain all the categories included in 
the President’s agenda.

4. Determine if, in your association, it is your duty to prepare and distribute 
the membership roster to your members.

5. Your minutes should contain an accurate account of all action taken by the 
association. Do not editorialize (words such as “interesting” and 
“informative” have no place in the minutes); omit personal opinion; report 
facts only. Minutes are records of things done and not a transcript of 
conversation. Minutes should contain all of the following components:

> Date and time the meeting commenced, and who called the 
meeting to order. You may also wish to include the location of the 
meeting.

> Listing of Board members present (general Board meetings only).

> Names of all new members approved and initiated.

> Results of all elections when held.

> Summary of all reports made.
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> Accurate recording of all motions, amendments to motions made 
and carried (unless the motion or amendment is withdrawn) and 
the name of the person who made it. It is not necessary to record 
the name of the person who seconds the motion. Also, record the 
action taken, e.g., motion carried, motion defeated, etc.

> It is the secretary’s job to copy the motions down accurately and 
exactly as stated - not come up with language he or she thinks is 
what the group or the mover meant.

> Record of counted votes, if so requested.

> Accurate recording of all unfinished business and its disposition.

> Accurate recording of all new business.

> Inclusion of announcements in the minutes should be determined 
by the President and Secretary. Some associations list all 
announcements made, and some associations provide language that 
announcements were made.

> Time the meeting adjourned and the date, time, and location of the 
next meeting.

6. Your minutes should be structured as follows:

> Record what was done, not said.

> Maintain notes together in a “minute book” (preferably a loose-leaf 
binder).

> Organize notes into clear, concise statements and maintain in a 
permanent minute book to be read at the next meeting, if so 
directed by the President, or circulated by mail, e-mail, or bulletin.

> Minutes should be typewritten.

7. Suggested format for recording motions is as follows:

> On motion of XXX, the association voted to ...

> XXX moved that... The Motion carried or defeated.

> A motion presented by XXX, after being amended, was adopted as 
follows:...
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> By general consent, it was decided that. . . This is used when the 
President says, “If there are no objections..also used when the 
President has forgotten to call for a vote and no member has 
objected to this omission.

> On motion of XXX, the vote adopting the motion relating to . . . 
was reconsidered and, after being amended, was adopted as 
follows ...

> The committee on . . . reported that... On motion of XXX, the 
following resolution was adopted: . . .

❖ CIRCULATION OF COMPLETED MINUTES:

Circulation of completed minutes should be as directed by your local Bylaws, and 
is accomplished by way of mail, e-mail, publication in the association’s monthly 
bulletin, or circulation at the next meeting.

❖ APPROVAL AND CORRECTIONS TO MINUTES:

> There is only one reason for keeping minutes of a meeting. Somewhere, 
an accurate account of the action taken at an assembled meeting must be 
set forth in a permanent record. For the record to be “official,” it must be 
approved by the body for which the minutes were written.

> Before minutes are circulated to the board or general membership, a draft 
should be sent to the President for comment and/or suggested changes. 
This is a good opportunity to correct any grammatical and style/format 
errors.

> Whether the minutes are published, mailed, e-mailed to the membership, 
or circulated at the meeting, the President should call for corrections to the 
minutes at the next meeting.

> If there are no corrections, the President should call for approval of the 
minutes as mailed, e-mailed, circulated, or distributed.

> Occasionally, grammatical or editorial changes will be suggested. 
Grammatical changes are not appropriate changes according to Robert's 
Rules of Order Newly Revised. The President should not hesitate to let the 
membership know that “substantive” changes only are appropriate.

> Substantive Content (corrections to the following components of the 
minutes):
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1. Correct spelling of names and places.

2. Corrections to descriptions of actions taken.

3. Corrections to motions made and carried.

4. Corrections to dates, times, and places set forth in the 
minutes.

5. Corrections to add the names of persons omitted, or to 
delete names which appear in the minutes in error

> Corrections need not he made to the following, as these are editorial and not 
substantive corrections:

1. Corrections to the style or format used hy the Secretary.

2. Grammatical corrections which do not affect the content.

> Minutes should not be defaced. Corrections should be made by bracketing the 
erroneous portion and stating it correctly in the wide margin and initialed by 
you. The minutes should not be revised to reflect the corrections. When 
preparing your minutes, be sure to leave right and left margins to 
accommodate any corrections.

❖ CERTIFICATIONS ON BEHALF OF YOUR ASSOCIATION:

> The Secretary is responsible for completing and mailing Certification of 
Election of Delegates to the LSI Annual Conference as directed on forms 
obtained from the President.

> The Secretary should certify the Adoption of Amendments to local 
association Bylaws and any other forms or documents requiring 
certification.
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SUGGESTED FORMAT FOR RECORDING MINUTES:

[CALL TO ORDER] The meeting was called to order on [day, date, time 
and place].

[ROLL CALL] Taken at Board meetings only unless local Bylaws 
or President directs otherwise.

[INTRODUCTIONS] Eist all visitors and guests introduced at the 
meeting.

[PROGRAM] The program chairman introduced XXX who spoke 
on XXX.

[REPORTS OF CHAIRMEN] Eist all chairmen or committees who report. If any 
action recommended by the chairman or committee 
is adopted, it should be recorded here. If the 
recommendation is made on behalf of the 
committee, it does not require a second because a 
committee consists of more than one person.

[UNFINISHED BUSINESS] Record all business held over from a prior meeting.

[NEW BUSINESS] Any new business to come before the meeting and 
its disposition, e.g., motions made and adopted.

[ANNOUNCEMENTS] Dates of future meetings, interclub events, etc.

[ADJOURNMENT] There being no further business to come before the 
meeting, the meeting was adjourned at [time].

[SIGNATURE] Name of secretary and title; minutes are not 
“respectfully submitted.” Some local associations 
require the President to countersign the minutes.
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