[image: image1.png]


      

[image: image2.png]- "'m iy ¢
= .

R " L { Ny =
Y- ,','\‘l'ml‘fr'n.




Mountaineer Square Dance Club

 Englewood Masonic Lodge

3500 South Sherman

Englewood, CO  80110

________________________________________________________________________________


RECORDING SECRETARIES' DUTIES

PER BY-LAWS

ARTICLE IV :

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 not 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.  Membership 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 Recording Secretary shall be charged with the following duties:  1.  Keep an accurate record of business proceedings conducted at the Board meetings; 2.  Prepare copies of Board minutes for distribution to Board members; 3.  Maintain a current copy of the Club By-Laws; and 4. Write and submit an article of club news for publication in each Council Bulletin.

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 all Board Meetings and record the minutes.

2. Type, copy and distribute Minutes to Board Members along with the newsletter.

3. Maintain an appropriate archive and record of club business and correspondence.

4. Be responsible for writing and submitting the article of club news for the Denver Council bulletin for each issue except July and August (no bulletin those months.)

· NOTE:  This may be delegated to a third party – if volunteer available.

Details as follows:
1. Record minutes at all Board of Directors Meetings.

· Attend all Board meetings and record the minutes

· Compile the official record of all reports given and actions taken by the Board

2. Type, copy and distribute Minutes to Board Members along with the newsletter.

3. Maintain an appropriate archive and record of club business and correspondence

· Keep a paper or electronic version of the club’s by-laws, board minutes, newsletters and/or club correspondence for historical and archival records

· Combine with records from other offices into a consolidated club source

4. Be responsible for writing and submitting the article of club news for the Denver Council bulletin for each issue except July and August (no bulletin those months.)

· NOTE:  This may be delegated to a third party – if volunteer available.

· Article is to be submitted to the current Newsletter Editor as designated in the Council Bulletin.

· Article must be submitted in writing.
· Article must be submitted one month and one day in advance, i.e. September issue article is due by July 31st, October is due by August 31st, etc.
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