The Secretary

Shall take minutes and record all business transacted at each meeting (board and general meetings) of the unit/council, and of the executive committee, making sure all minutes are complete. The secretary must prepare the minutes for approval at the next meeting.  
Together with the president, the secretary should plan the meeting agenda and inform the president of any unfinished business at the meetings. The secretary also issues all “calls” or notices of meetings and conducts such correspondence as the board of directors or executive committee may designate.  
At meetings the secretary also determines if a quorum is present, handles attendance, and in the event both the president and the vice president are absent, calls the meeting to order and asks for nominations for a chair pro-tem.  
The secretary should work with the treasurer and the membership chair to keep an up-to-date roster of members and keep an up-to-date record of all committees, making sure the names, addresses, email addresses and phone numbers of new officers and any changes in this data are entered via WSPTA’s online membership enrollment program, and serve in other ways as directed by the standing rules or by the president.  
It is important that the secretary also attend a State PTA “secretary’s” workshop to learn in greater detail how to better perform this job.  
At the end of the year (June 30) the secretary should be sure all copies of the legal documents notebooks and permanent record files are in order and ready to transfer to new officers.
General Responsibilities
Correspondence The handling of incoming and outgoing correspondence varies from  organization to organization.  The secretary will usually help compose and type outgoing correspondence at the president’s request. The secretary should read important correspondence (received by the unit/council) to the members at the president’s request.
Filing Copies of all minutes, correspondence, committee reports, newsletters, meeting notices,

etc., should be maintained, by the secretary, in the official files of the unit/council.

Newsletters The secretary should provide meeting highlights (both general membership meetings and board meetings) and other important information to the unit/council newsletter editor for inclusion in the newsletter. 

Meetings to be attended by the Secretary The secretary must attend and keep minutes at all: (a) general membership meetings; (b) board of directors meetings; and, (c) executive committee

meetings.  Other meetings which the secretary should attend include: (a) State PTA (including region) workshops and conferences; (b) “PTA and the Law” class; (c) council meetings (if the unit is a member of a council); (d) the programs, activities and events of the PTA.
Transition The outgoing and incoming secretaries should meet, prior to July 1st, and transfer all records and discuss the record keeping system and the secretary’s role and responsibilities. The term of office is one year (July 1st-June 30th).
