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REVIEW & EXPLANATION OF RECORDING & FINANCIAL SECRETARY DUTIES
July  2011
Good Morning Members of the Board and Sisters Assembled, 

I received many inquiries as to where am I suppose to get all the information requested on the Annual Yearend Report or I didn’t know I was going to be asked for this information I don't have it. My answer is that it should be in your division records. I find that most problems we are having with the yearend reports is caused by incomplete record keeping on the division levels. Too many of our records across the country have been lost or are so inaccurate they are useless. Let me review some basics for the Secretary positions. 

[National Constitution Pg 27-28]

Our Order has two Secretary positions, Recording Secretary and Financial Secretary. 

Recording Secy’s are elected officers on the National, State, County, and Division level.

Financial Secy’s are elected officers on the division level only. 

Duties of the Recording and Financial Secy’s are found in the Nat’l Constitution on Pg 34-40

Section 3.  SECRETARIES shall:

Record, prepare, read and issue all proceedings of their respective Board or Division meetings as follows:

STATE SECRETARIES:

State Board Meetings – Three (3) weeks

State Convention Proceeding – Three (3) months or in accordance with the State Bylaws

COUNTY SECRETARIES:

County Board Meetings – Minutes are to be transcribed within three (3) weeks and are to be maintained in a bound book.

County Convention - Minutes are to be transcribed within six (6) weeks and are to be maintained in a bound book.

DIVISION SECRETARIES: 

1. --Division Meetings

-- Minutes are to be transcribed by the next regularly scheduled meeting and are to be maintained in a numbered page bound book, which may include minutes taken on a computer, printed onto paper and then placed in the bound book. 

 Minutes should be clear and concise; you should be able to pick up a minutes book from 10 or 20 years ago and be able to know exactly what happened at that meeting. Ex- if you are having a raffle don’t say we are having a “pot of gold” or what ever you are calling it say you are having a raffle called a “pot of gold”. If you are having a dance or dinner and someone is being honored put that info in your minutes, put down who is the Chairperson of your events. Make minutes detailed don’t just say the Nat’l or State had elections say we had elections and then list the full name of each of the new officers and appointees. REMEMBER the minutes are a legal document they need to be detailed. They are also a history of our Order.   

SUGGESTION- transcribe your minutes as soon as possible so they are fresh in your mind; don’t wait till the night before your meeting. 

ALL Minutes must be approved at the next meeting. 

ALL Recording Secy’s should have at least one year of minutes available at their meeting. Don’t show up to your meeting with only the current minutes, if something is questioned you will need the previous minutes to verify the information.   

--Attend all conventions and meetings, regular and special, of their respective Board or Division.

 It is important for the Rec Secy to be in attendance so an accurate record may be kept; if you are unable to perform these duties please donot take the office. If are not able to attend a meeting you must forward a copy, in advance of your meeting, of the previous minutes so they may be read at the current meeting. 
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If a Recording Secy is not in attendance, the presiding officer MUST appoint someone to take the minutes. The temporary Rec Secy should take clear and concise 
minutes, type them after the meeting and send them to the Rec Secy and the President so they may be read at the next meeting. 

--Write and issue the correspondence of the Order.

 The Rec. Secy is responsible for acknowledging any correspondence that needs a response. She should consult with her President before mailing any responses. All official correspondence should be on appropriate LAOH letterhead. ALL correspondence should be read at the next meeting and kept in the Rec Secy’s  files to be passed on to the next Rec Secy. Correspondence may be summarized at your meeting but each piece of correspondence must be announced at your meeting and any member wishing to read it in its entirety may do so. Correspondence mailed to you or any other officer is the property of your office it is not your personal correspondence. This may include notices of upcoming events, request for donations, questions on membership etc…

--Notify the membership of conventions and board meetings. 

The Rec Secy must notify all members of County, State, and National meetings and conventions; don’t assume the members are not interested in attending. Far too often I hear from division members that they did not receive any info about our higher level Board meetings at their division meeting. Every member in good standing has a right and should be encouraged to attend these meetings. 

--Receive and file membership reports of the States/Counties and Divisions, and forward membership information for the Annual Reports to the respective Officer.

 The Rec Secy along with the Fin Secy are responsible for compiling the information needed for the yearend membership reports. These two officers MUST work together throughout the year to keep the membership information up to date. 

Throughout the year remind the members they are responsible for notifying their division officers of any change in their contact info (name, address, tel#, and email address). 

SUGGESTION- Keep your membership list in the same format as the annual yearend report, this will enable you to copy and paste the information onto the yearend report and avoid retyping all the names every year.  

--Maintain a current membership roster at all levels showing name, address, city, state, zip code, phone number, and e-mail address.  This roster should also indicate if a member has received the Degrees of the Order, and the year that the Degree was received. 

The Recording Secy will work with the Financial Secy. The Fin Secyhas the job of maintaining the membership records which include the above info and she must notify the Division Rec. Secy of any changes received. This information should be maintained in the same electronic format required on the Annual Yearend report. 

--Prepare relevant required reports for convention and meetings.  Furnish supplemental reports within thirty (30) days of convention adjournment.

The Recording Secy is responsible for providing the delegate names for her respective level to the County, State, National Secys.  

The Recording Secy is responsible for providing a complete list up to date list of all the new officers and their contact information. It is the Recording Secy responsibility to notify the next higher level of who your new officers are and any changes in contact information of your existing officers including email addresses. Please forward this info on the same form as the annual yearend report form.  

--Sign all necessary documents pertaining to the office. 

These include the annual yearend report, any correspondence, delegate allocation for conventions etc. Please don't send info to another Secy without your signature and contact info. 

--Transfer the properties of the Order to her successor within thirty (30) days.

The Division Recording Secy MUST as all Officers must turn over all the division properties and records to her predecessor. This includes both paper and all electronic versions available of any materials in her procession pertaining to her office. 

-Notify members of elections in writing.

All members must be notified of elections and conventions.

-Be empowered to call a meeting in the absence of the President and Vice President and act until a chairman is appointed.

-Division Rec Secy-Notify applicants of their acceptance or denial for membership within one (1) week following the Division meeting.  

A copy of the membership application should be kept on file in the division records.
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Section 6.  FINANCIAL SECRETARIES of the Division shall:
--Keep an accurate record of the membership, designating date proposed, date initiated and the date Major Degrees were conferred. 

Each member should have a page in the Fin Secy’s book or data sheet; this page should include the history of this member in our Order- designating date proposed, date initiated, date Major Degrees were conferred, include any office held by member. This information will be necessary if this member is submitted for a “Life Membership” or a higher office in the Order.  

 The Financial Secy MUST sign the member’s Degree Card in order to make it valid. Once she has signed the Degree Card she then must enter the Degree info into her permanent record. Any member receiving her Degree must present her Degree Card to be signed by her Division Fin Secy at the next meeting following the Degree ceremony.  This is very important, all members are required to take their Degree and some office’s require that a member be a Degree’d member in order to hold that position. If there is ever a question the members Division Fin Secy will be called upon to verify this information.  

--Collect, record and report all dues, fees, assessments and fines to the Treasurer before the close of the meeting.  Pay these monies to the Treasurer before the close of each meeting. 

Please announce these payments before the close of the meeting so the Rec secy may also note them in the minutes. 

-Keep attendance records of all meetings.

These records determine if a member is in good standing and is eligible to hold an office. You will also need this information to drop a non-active member.

-Record and report receipts at each meeting.

Any monies coming in or out of your division must be noted in the Fin Secy records. Even monies going  through the Treasurers office must be itemized in the Fin Secy records also.  This information will be needed for your Annual Yearend Report. This is a check & balance of your division finances. 

-Sign all transfer notices, traveling and dues cards.

Please keep a copy of all transfer notices for your records and update the status of the member in your records. 

DONOT throw out the records of members who are transferred or dropped or suspended; you may be called upon to verify membership info of a member who is being considered for a “Life Membership” or a member asking to be reinstated.  

--Notify members who are three (3) months in arrears in payment of dues, notify members who are under suspension, and notify members who are dropped from the membership roster.

The current forms are available via our National website or via our Nat’l Supply Chair. You may not drop a member who has not received a written notice of Arrears and notice of suspension. You may not review your records in January when you are doing your yearend report and drop members who have not received a written notice. 

SUGGESTION- review your membership and dues records in September, this will give you ample time to notify your members in arrears to bring their dues up to date to avoid being dropped. Please remember our goal is to keep our members not drop them. Now is the time to get in contact with these members and find out why they stopped attending and win them back. If you have a longtime member who all the sudden stops attending and stops paying their dues please telephone them there may be something wrong. A President and/or division may mark someone paid for the “good and welfare” of the Order.   

--Submit annual itemized accounts showing receipts and monies forwarded to Treasurer on proper forms available through the National Supply Chair.

These records will assist in filling of your Division Annual Year-End reports; they will serve as a check and balance against for the Treasurer and Rec Secy records.  

--Close books no more than thirty (30) days preceding the biennial convention. 

-- Assure the transfer of all monies and properties of the Order within thirty (30) days after elections.

The Division Fin Secy MUST as all Officers must turn over all the division properties and records to their predecessor. This includes both paper and all electronic versions of any materials in her procession pertaining to her office. 

SUGGESTION- At the beginning of the year have a membership list for your division which should match the total membership number on your yearend report. As a member is dropped or transferred during the year note the info next to their name.  As a member is added note their info on the bottom of the list, then at the end of the year all you have to do is make a few additions or deletions and you will have your numbers for your yearend report. It will also serve as a record for your division as to which year a member was added or removed.  

I hope this brief review will help. 

As always I am yours in Friendship, Unity, and Christian Charity…

Mary Hogan

LAOH National Recording Secretary
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