[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 SECRETARIES' DUTIES

PER BY-LAWS

ARTICLE IV :
DUES AND DANCE FEES:
Section 1:
The officers of the club shall review and establish the dues each year.  The guidelines for establishing dues shall be to meet the necessary expenses of the club and provide no profit.

Section 2:
Dance fees shall be reviewed and established each year by the club officers.  Guidelines for establishing dues shall meet necessary expenses and provide no profit.  Member dance fees shall be less than guest fees.

ARTICLE V
Section 5:
The duties of the Secretary shall be divided between the offices of a Recording Secretary and Corresponding Secretary.  The duties of these offices shall be divided as set forth below.  These officers shall be given the authority to delegate any duty to a third person or persons willing to assist in the job.

The Office of Corresponding Secretary shall be charged with the following duties: 1.  Prepare the Club Newsletter, the Trailblazer, for distribution to members; 2.  Maintain an accurate database of all members’ names, addresses, phone numbers, birthdays, date(s) joined, offices held, and any other pertinent information needed by the club; 3.  Print and distribute an accurate Membership Roster; 4.  Write and send any necessary club correspondence, flowers, and/or cards to members; 5.  Write and mail invitations to all Past Presidents to the annual Anniversary and Past Presidents dance; 6.  Maintain a list of Past Presidents, Lifetime Members, Honorary or Charter Members, and a list of current Officers and Board Members.

ARTICLE V 
 Section 7:

Club officers shall be charged with and authorized to carry out the business of 



the Mountaineers Club.  Any and all business of the officers shall be available to 



any club member upon request.

Traditional Duties

1. Attend Board Meetings 

2. Be responsible for maintaining the membership database and distributing a yearly Roster with addenda as necessary.

3. Write, edit, type, copy and distribute the monthly Newsletter to all members.

4. Remember to get dues request and informational questionnaire in September newsletter 

5. Put a request for board positions and committees in the September or October newsletter.

6. Send cards to members for Sunshine and Shadows or events of interest to other members, i.e. special events of congratulatory or sympathetic nature, on behalf of the Mountaineers’ club members.  Send flowers to families of deceased club members.

7. Send invitations in March to the Past Presidents/Anniversary Dance each April.

8. Compose and send the Mountaineers Newsletter for the DAS&RDC Bulletin.  Note: this is sent two months prior to the Bulletin it is going into (May Bulletin Newsletter sent by the end of March).

9. Send welcome letters and roster to all new members.

10. Assist the Recording Secretaries, or substitute for them in the performance of the duties of their office as necessary.

Details as Follows:

1. Attend Board Meetings and make a report
Report of activities performed during the previous month.  Such as:
· When the membership rosters were sent out
· When the Anniversary Dance – Past President were sent invitations
· How many Trailblazers were sent out – how many to e-mail recipients and how many hard copies were picked up and how many were mailed.
· When new members were added to the membership roster and noted in the Trailblazer. 
· Give written report to Recording Secretary as well as verbally when President requests the Corresponding Secretary’s Report.
2. Be responsible for maintaining the membership database.

· Update, publish and distribute a new membership roster for the January issue of the Trailblazer.

· Update, publish and distribute the membership roster to all members after new class graduates.

· Provide membership roster in September to treasurers for collection of dues and payment of insurance (December 1) to the Council.  Dues due November 1.

· Transfer to the incoming Corresponding Secretaries a complete up-to-date database.

· The roster should include, but not limited to, his and her names, join dates and birth months, along with their street address, city, state, zip code and phone number.  It should also include their e-mail address and note whether they will receive the Trailblazer – e-mail or hard copy.  It should also note if they are Past Presidents, Lifetime members, Officers or Committee members.

3. Write, edit, type, copy and distribute the monthly Newsletter to all members

· Collect all necessary information to compile the various sections of the newsletter, including Presidents’ message, banner stealing information, host/hostess serving schedule, dance schedule and sunshine and showers

· Compose into newsletter format

· Prepare electronic version to be distributed  via email and to post on club web page

· Prepare paper version to be copied and mailed to members without email

· Mail/distribute by the first dance of each month

4. September Trailblazer: Place dues request and informational questionnaire in Sept. Trailblazer.
5. September or October Newsletter: Put a request for Board positions and Committees in the Trailblazer
6. Sunshine and Shadows:
· Send cards to members who experience events of interest to other members, i/e. special events of congratulatory or sympathetic nature, on behalf of the Mountaineers’ club members
7. Submit Sunshine and Shadows information to the Sunshine and Shadows Committee Chairman of the Denver Area Council, if appropriate, so that a card may also be sent on behalf of the Council.
8. Write the Mountaineers DAS&RDC Bulletin Newsletter and send. Send welcome letter and membership roster to all new members.
9. Maintain and update the Past Presidents list and send invitations in March to each Past President for the Anniversary Dance in April.

10. Send welcome letter, membership roster and New Member’s Booklet to all new members.

11. Assist the Recording Secretaries, or substitute for them in the performance of the duties of their office as necessary.

12. Maintain an appropriate archive and record of club correspondence and newsletters.
· Keep a paper or electronic version of all newsletters and club correspondence for historical and archival records

· Send color copy of the Trailblazer to the Club Historian.
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