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RECORDING/CORRESPONDING SECRETARY      

 

The recording secretary shall take minutes at the Zoom board meetings, and sit next to the president and take 
minutes at all membership meetings.   

• Attend all monthly board and membership meetings.  If unable to attend, get a replacement. 
 

• Each record will include: 
o Date 
o Meeting site 
o Time 
o Officer presiding 
o Member names present for board meeting 
o Number of members and guests for club membership meetings. 
o Minutes approved and noted 
o Motions with exact wording, by whom, seconded and is responsible for keeping the “Book of 

Motions.” 
o Actions taken and tally of votes 
o Note reports were given by (e.g., president, treasurer, etc.) 

 
• At monthly board meetings, keep the minutes including names of those present, summaries of 

committee reports and detailed content of decisions and votes.  Record minutes in a concise form 
reporting decisions and key points rather than the discussion.  Sign minutes with recording secretary’s 
name and title. 
 

• Within three days of the board meeting, send a draft of the board minutes in Word format to the board 
members for review and immediate corrections.  The president will send out an updated draft of the 
board minutes to the membership prior to the membership meeting.  The minutes of the board meeting 
will be approved at the next board meeting. 

 
• At monthly membership meetings, keep the minutes including the number of attendees, summaries of 

committee reports, the speaker, and a comprehensive account of actions and votes.  Record minutes in a 
concise form focusing on what was accomplished rather than discussions.  Sign minutes with recording 
secretary’s name and title. 
 

• Within one week after the membership meeting, send a draft of the minutes in Word format to the 
president to review in a timely manner.  Send the updated draft minutes to the membership for review 
and approval at the next membership meeting.  Upon approval the president will send it to the 
membership. 
 

• Minutes of the board and club membership meetings are not read at subsequent meetings.  Minutes are 
referred to at meetings in the following manner.  The recording secretary says, “The minutes were sent 
out for review.  Are there any corrections that need to be made?  If not, the minutes will be filed as 
presented.” 
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• Write any correspondence regarding The Friendly Garden Club activities as requested by the president 
and keep a record of correspondence received and sent.   
 

• Responsible for all correspondence and will share all received correspondence as directed by the 
president.  
 

• Send paper and/or electronic notes of thank you including program speakers, condolences, and other 
special notes/cards as appropriate. 
 

• Maintain an adequate supply of stationery with the club letterhead and envelopes.  The secretary shall 
be reimbursed for postage by presenting a receipt for stationery and postage to the treasurer. 
 

• Responsible for submitting a budget to the finance committee for the following year. 
 

• Provide a year-end report to the president by December 31. 
 

 


