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SECRETARY'S RESPONSIBILITIES

SECTION 2 SECRETARY ACTIVITIES- COMPREHENSIVE LIS TING:

After District Change of Watch

The District Secretary should attend the Nationaitéd States Power Squadrons’
Annual Meeting. Place Copies of District Newsletten Publications Table.

Check to see what newsletters have received Digtma Journalism Award for District
31 and send that information to squadrons. Pic&apes of other District’'s newsletters
and give them to District 31's Editor for informai,

1 Make a new list of District 31 Squadron newslegditors.

2 For the Secretary’s information a new list dfaars (District Bridge, Squadron
Commanders and Educational Officersuihbe developed. Email addresses
should be included in the list. A list should alscompleted of Past District
Commanders and their email addresses. (Informé&biamd in District Directory
for Past District Commanders).

3 Look at United States Power Squadrons Publicatieb site to check National
Reader’s name for Squadron and District Newsletters

Four squadron newsletters need to go to the NdtReader each year. This is
one of the qualifications the squadrons must fubiilreceive a Distinction in
Journalism award.

a. Send rules to squadron and district. newslettdéoedfor Distinction in
Journalism Award requirements.

b. Send name and address of National Reader to SquaddoDistrict Editors.

c. Collect schedule of Squadron Editors so Secret@nysend information to be
reported in Squadron Newsletters.

4. Send new email addresses or change of home adstesBistrict Roster Chairman
as they are received throughout the year.

5. Check with Secretary Department Chairmen for mi@iion to be written in
Secretary’s Atrticle for District Newsletter.
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Offices under the District 31 Secretary are Assis&ecretary, Computer
Systems, Editor/Publications, District, Histori&gster, Directory, and Ship’s
Store.

6. Write an article for District PublicatioThe Daymark.
March

1. Send out the Call to Meeting to all Council Mers 30 days before meeting
(electronically) United States Power Squadrons22b@ition, “Secretary’s
Manual” list information in Call to Meeting
» Title of Call to Council/Conference is “Call to Me®y”.

» Date of Call

» Date and Time of meeting or meetings

» Location of meetings

* Host Squadron

» Uniform of the day or recommended dress

» Schedule and/or Agenda received from District Comuea

2. Send Call to Meeting to Daymark editor.
3. Prepare Seminar for Conference (optional)

4. Check on the United States Power Squadrons Memnipahstb site to see how many
members are in each of the district’'s Squadronddtegate information. The
number of delegates can be determined for theab!

* Information about gaining access to membershipmé&iion on the national
web site will be in the District Secretary’s Noteko

* The number of delegates each squadron may havleef@onference should
be sent to each of the Squadron Commanders atweasveeks before the
District Conference meeting. (Look at District Bflaws about delegates)

* The District Secretary should receive the squadelagates’ names in
writing before the conference. The list of delegatent by email is
acceptable. (Read in the District 31 Bylaws alobianging the name of a
delegate at the meeting).
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o

Print Roll Call for Council and Conference anginsin sheets for members & guests
for both meetings.

6. Print Draft of Minutes from last Council/Cenénce.

7. If a Schedule or Agenda is sent to the Districtr&&ry by the District Commander,
it should be sent to the Council, electronically.

8. Contact Chairmen under Secretary’s Departmerthfgr reports.

9. Contact Historian to see if Squadrons have semrtepo her/him. Check to see if

the District Historian’s Report has been sertiébional History Committee
representative for District 31.

10. Write a report of activities that has taken placaf one meeting to the next
involving the Secretary and his/her departmentis Téport is given at the
Council/Conference.

11. The secretary should receive any new PolicyRandedure pages to be discussed at
the next council/conference. The Secretary willdsthe draft copy of the pages to
the District Web master to be placed on the wih iThe draft pages might be sent
directly to the web master from the Planning CortemilChairman.

12. Update the Secretary’s Policy and Proceduneudlavith the approved pages.

13. Check with Flag Lieutenant to see that Distriedd for District Officers will be at
the next meeting. (Sometimes these Flags arewidpthe Secretary)

14. Check with the Commander to see if Secretaegla to help put together packets
before the meeting.

15. Secretary’s material for Council and Conferencetifg

a. Secretary should have Roll Call for Council and fecence, recorder, Draft
Minutes from last meeting, District Policy and Redare Manual and a United
States Power Squadrons Operations Manual Disc.

b. The secretary takes two plastic file holders t@laeed in the front of the Council
and Conference meeting. Members use these corgdmgive paper information
to the Squadron Commanders.
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c. Name plates for the District Officers are (somes@aced on the front table.

d. The District Commander usually requests that tretrldt Secretary give a.
report at the Council and Conference meeting.

16.The District Secretary is responsible for attendihghe Council/Conference
meetings and recording the meetings.

a. The Secretary is responsible for taking Roll at@ouncil and Conference. The
Secretary reports if there is a quorum or lackred (Check District Bylaws for
information about a quorum at the council and afe@nce.)

b. The official roll is given to the Awards Chairmandopy for the Awards later
that day.

c. The Secretary is responsible for recording the Miverbatim. The name of the
member making a motion needs to be written in threutas. A second with the
member’s name is optional.

17.The District Secretary is responsible for send(etgctronically) the Minutes
approved by the Council/Conference to the Natiéghadcutive Officer, the National
Educational Officer and the National Secretary.

18. Take the important motions from the approved misiated add them to the list of
motions in the Secretary’s notebook. (This sho@dlbne after minutes are accepted)
at the last Council/Conference meeting).

19.Once the Draft Minutes of the Council and Confeesare transcribed, they should be
sent to the District Bridge for corrections wittldnmeasonable time. The corrected
Draft Minutes are sent to the District Web masted be/she will post them on the
District Web site for the members to read.

MAY, JUNE AND JULY

1. Send Secretary’s Article tfBHE Daymark

2. Receive information about the summer council froistiizt Commander.

3. Send Call to Meeting to Council Members 30 daysisethe meeting.

H

Prepare Roll Call for Summer Council.
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Print only Draft Minutes from the last Council Mag}. Only the last Council
Minutes will be approved or corrected and appraatetthe Summer Council.

Secretary should have Roll Call for Council, reesrdraft Minutes from the last
Council meeting, District Policy and Procedure Marand an United States Power
Squadrons Operations Manual Disc.

Minutes for Summer Council should be transcribedt $o District Bridge Members,
and then sent to District Web master to post on ¥/eb

AUGUST, SEPTEMBER, OCTOBER

1

2

Same as activities in April as far as Council/Coafee.

Send in Merit Mark Information for each of the Qina&n under the Secretary to
Commander.

Make sure the Slate of new officers for the Chasfg&/atch is in the Daymark.
This should be sent from the Chairman of the NotmgaCommittee to the Secretary
and the Daymark editor. (Check the District Bylaws

Prepare material for fall Council and Conferencésdsd for spring meetings.
Prepare an article fdhe Daymark.

Minutes will be handled the same as above. érRaper that all Minutes are listed as
Draft Minutes until they are accepted by @wincil or Conference.

Remember that all Minutes should be dated &ed they are accepted should be
signed by the secretary to indicate the Misware the original copies.

All meetings should be recorded in case theeedispute. The secretary can go back
through the recorded material and check tirutds for accuracy. The Secretary has
the right to ask, during the meeting, who enadnotion and the secretary needs to
make sure there is a second.



