SECRETARY’S PAGE 

You, and all the officers of the Medina County Sharpshooters, are representatives.  You not only represent our club, but the whole 4-H program and shooting sports as well.  Representing others well is your most important responsibility, because it exists always - not just at  4-H meetings.  Leadership within and outside our club calls for a mature and friendly attitude, the willing-ness to lead by good example, and taking the time to be present when the club meets or has activities.


Your main duties as Secretary will be recording the minutes at each business meeting, transcribing them neatly into the provided "Secretary" booklet, forwarding them to the club coordinator, and reading the minutes at the following meeting.  You will call the role of the officers and committee chairs.  Your duties include writing out thank-you, sympathy, and get well cards for members to sign, and then mailing them appropriately. The business meetings are held the first Thursday of every month (unless otherwise noted) from 7-9 p.m. at the South Cuyahoga Sportsmen’s Club’s clubhouse on Erhart Rd. in Chatham.    


Other responsibilities include being welcoming to new members, encouraging club members to participate and sign up for activities, encouraging good behavior of club members, and attending as many club events as possible.

 
REVIEW ONLINE TRAINING MODULES ABOUT YOUR OFFICE.  Go to medina.osu.edu, click on the "4-H Youth Development & Carteens" tab on the left,  then click on the "Officer Handbook and Training" tab on the right and scroll down to your office.  Watch the video tutorial, read the information, and keep referring to this sheet!  
CHECKLIST….I WILL……
___
…come prepared to take detailed notes at each meeting.

___
…be prepared to read the previous business meeting’s minutes and revise if needed.

___
…call the role of officers, noting if any had excuses to be absent.

___
…transcribe minutes in a complete, neat, and readable fashion, then forward the minutes to the club coordinator, keeping a copy in a file, binder, or folder along with past copies.

___
…prepare well-written thank you, sympathy, or get well cards when notified by the club coordinator to have ready for members to sign at the business meeting, obtain the proper spelling of names and addresses, and post accordingly.

___
…make everyone feel welcome, especially guests and new members.                 

___
…attend as many club meetings and activities as I am able.
BUSINESS MEETING MINUTES FORMAT
1. Make a heading showing the club’s name and the month and year of the business meeting; list the date of the meeting, the time the meeting is called to order and by whom. 

2. Mark who led the Pledge of Allegiance and 4-H Pledge.

3. Mark down any officers or committee chairs who were present/absent.

4. List who made the motion to accept the previous meeting’s minutes, who seconded the motion, and if it passed unanimously; if not, how many were opposed.

5. Continue writing down the details of the meeting, focusing on main points and any proposed motions and who made and seconded them, whether they were carried or denied; guest speakers or presentations and their content, who said what, etc. 

6. List who made the motion to adjourn the meeting, who seconded it, and by how many and if it passed.  Write down the time the business portion of the meeting ended.

7. Conclude the minutes with: Respectfully submitted, your name, Secretary.

8. Print out the copy of the business meeting agenda sent to you by the club coordinator and refer to it during notetaking and transcription.
