TIPS FOR LOCAL LEAGUE SECRETARIES

As secretary of a local League, you have an important job of recording the minutes for your League’s board meetings.  In effect, these minutes provide an ongoing history of your League.   They provide a way for the League of Women Voters of Texas and others not on your board to understand what the board has done and why.  Below are some helpful tips:

· Always put the local League name and date, including the year, at the beginning of your minutes.  Note time the meeting was called to order or adjourned.  Mention who is presiding and record the names present and absent.  Indicate if this is a regular meeting, annual meeting, or a called meeting.

· Develop and follow a standard format for your minutes.  Use both first and last names or first initials and last names at a minimum.  Never use just first names only. 

· The maker of a motion’s name should be recorded in the minutes along with the wording of the motion; record if a second was made and the disposition of the motion.  Indicate if it was passed unanimously, the number of yes/no votes, and by name of any abstentions.  If requested, record names of no votes. 

· If the board votes to take action on a League position, the discussion in the minutes should indicate the position on which action is based.

· Keep in mind that some people reading your minutes were not at the meeting.  Minutes need to include enough information for those absent to understand what happened and why.  This is also part of your legal defense in the unlikely event a question of board liability arises.

· Voter Guide and local study consensus questions require board approval.  The questions should appear in the minutes.

· Don’t forget to include appropriate attachments along with the minutes when distributed.

· Minutes should include any changes in board membership, with the name and position of each new member(s).

· Send a copy of your minutes (with attachments) to the state League office by mail to 1212 Guadalupe, Suite #107, Austin, Texas 78701 or e-mail to lwvtexas@lwvtexas.org. A copy is sent to the president, organizational vice president, and your state board Advisor.  They are used as source of good ideas to share with other Leagues.  Scouts for state League positions also use them.

The minutes for the Annual Meeting of your local League are very important for they contain important information for your files.  At the Annual Meeting new officers are elected, a budget for the coming year is approved, bylaw changes are made, and program for the coming year adopted.  

The following should be included in your Annual Meeting minutes:
· Number of Annual Meeting (e.g. 15th Annual Meeting)

· Number of members and guests present

· Was a quorum present?

· Were rules adopted?

· Were previous Annual Meeting minutes approved?

· Did the president appoint a committee to approve this year’s minutes?

· Who were the members of the committee?

· Treasurer’s report

· Audit report

· Special report

· Adoption of the budget

· Bylaw changes adopted

· Local program adopted

· Officers and directors elected and terms of office

· Direction to the board of directors from members

Remember that a copy of the minutes of the Annual Meeting should be sent to the state office by letter or e-mail immediately following the Annual Meeting.
