[image: image1.png]- "'m iy ¢
= .

R " L { Ny =
Y- ,','\‘l'ml‘fr'n.



[image: image2.png]- "'m iy ¢
= .

R " L { Ny =
Y- ,','\‘l'ml‘fr'n.



  

Mountaineers Square Dance Club

4390 South Lowell Boulevard
Englewood, CO 80110-5274
CORRESPONDING SECRETARYS’ DUTIES CALENDAR

· JANUARY: 
· Publish Trailblazer and e-mail to those members who receive it by e-mail

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy.

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.
· Publish and distribute new membership lists (Roster) for the year.

· Include club members’ roster with Trailblazer, or send Roster separately. Take hard copies to dance for distribution.
FEBRUARY:

· Publish Trailblazer and e-mail to those members who receive it by e-mail

· Include request for information in the Trailblazer, of any Past Presidents you don’t have

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy.

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

MARCH:

· Publish Trailblazer and e-mail to those members who receive it by e-mail

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy.
· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

· March 15 mail out invitations to the Past Presidents for the Anniversary Dance in April.

.

APRIL:

· Publish Trailblazer and e-mail to those members who receive it by e-mail

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

· Print roster updates with new beginner graduates and distribute with the newsletter.

· Have a count of Past Presidents who have notified you that  they will be at the Anniversary Dance.  Give to the Presidents the 1st week of April so they can make corsages. 
MAY:

· Publish Trailblazer and e-mail to those members who receive it by e-mail.
· In the Trailblazer, ask members for information for the summer addition.

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy.

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

· Include Beginner's Class - New Members list whenever they graduate.
JUNE:

· Publish Summer Trailblazer and e-mail to those members who receive it by e-mail

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

JULY: 
· No Board Meeting
· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

AUGUST:

· No Board Meeting
Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc
SEPTEMBER:

· Publish Trailblazer and e-mail to those members who receive it by e-mail

· Include membership renewal form in this month's newsletter.

· Solicit nominations for new officers/committee people in newsletter.

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

· Provide membership roster to treasurers for collection of dues and payment of insurance (December 1) to Council.  Dues due November 1, deadline is Dec. 31.  After deadline there is a late charge.
OCTOBER:

· Publish Trailblazer and e-mail to those members who receive it by e-mail

· Place "Dues Request and Member Information Questionnaire" form in the Trailblazer 

· Solicit nominations for new officers / committee people in newsletter.

· Include reminders about dues etc. due by November 1st.

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

NOVEMBER:

· Publish Trailblazer and e-mail to those members who receive it by e-mail

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy.
· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

DECEMBER:

· Publish Trailblazer and e-mail to those members who receive it by e-mail

· Email an electronic copy of Trailblazer to the Mountaineer WEB site manager.

· 1st Saturday dance: distribute the newsletter to those at the dance who receive hard copy.

· Attend the Board Meeting.

· Send “Sunshine & Shadow” Cards to members: sympathy, congratulations, etc.

· Transfer all Secretary Documents, Files and other information to New Secretaries

NOTES:
Everything should be updated and turned over to the new secretaries before the January Board Meeting . . . at the latest!
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