Corvallis Art Guild
Secretary’s Job Description
The Corvallis Art Guild ByLaws state that “The Secretary is to keep minutes of business meetings and Board meetings, to conduct correspondence, and to maintain a record of the membership or to see that a record is maintained by a membership records chair.”
The Secretary’s responsibilities are described as follows:
1. The Secretary shall maintain and make public to the membership an accurate record of the minutes of all business meetings of the Corvallis Art Guild and its Board of Directors. The Secretary will take minutes, transcribe, and distribute a DRAFT to Board members (via email).  Corrections may be submitted during the next three days. The minutes will then be updated, a response to those corrections will be allowed for three additional days continuing until agreement is reached, and then posted to the CAG website.  

2. The Secretary shall make copies of the approved Minutes, and enter them into the CAG Secretary’s Notebook (Archive) and electronically for future reference. The approved minutes will be marked to indicate that they are the “approved” version.  These Minutes create the historical record of the Guild’s activities. Without accurate documentation, all the work done in meetings could be lost with the passage of time.
3. The Secretary shall send out reminders of the Board meetings and other events to the Board members (via email).

4. The Secretary shall prepare for the June election of officers by publishing the slate of candidates for Board positions.  This notice will be included in the newsletter to be published prior to the May meeting and on the website. The Secretary will inform the Nominating Committee of the publishing deadline two months in advance.

5. As stated in the ByLaws, the Secretary shall, with the Membership Records Chair, maintain a roster of voting members of the Corvallis Art Guild. It is the Secretary’s responsibility to notify the membership of issues to be voted on prior to the scheduled meeting during which the voting will be held by placing notices in the newsletter and on the website prior to the election.
6. The Secretary shall take minutes of the June Annual Meeting.  After Minutes are posted for review by the membership at the July meeting and approved by the Board at their next monthly meeting, the Annual Meeting Minutes should be entered in the CAG Secretary’s Minutes (Archive) notebook and in the electronic file.
7. Occasionally, the Board must make decisions by email/phone because of unusual circumstances. These decisions should be added as an Addendum to the Minutes of the next monthly meeting.

8. If the ByLaws are changed at the Annual Meeting, the secretary will prepare the revised version of the ByLaws and distribute them for use by the Board, committee chairs and enter the revised ByLaws into the CAG Secretary’s Minutes (Archive) as appropriate.
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9. their behalf in conducting the business of the Board. This correspondence will be completed on a timely basis and a record will be maintained for future reference.

10. To comply with the requirements of our umbrella organization, ArtCentric, the Secretary will supply ArtCentric with a current list of officers, committee chairpersons, and membership in order to facilitate the flow of information.

11. All records of the Secretary shall remain the property of the Corvallis Art Guild. The records, including the CAG Secretary’s Minutes (Archive) and a diskette with the approved minutes  will be passed on to the next Secretary upon the completion of the current Secretary’s term of office.
