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SECRETARY RESPONSIBILITIES 

• Sit at the front of the room with the President, facing the members. 
• Assist the President and other officers in preparing meeting agendas. 
• Keep a list of the members, call the roll, and record attendance at each meeting. 
• Read the minutes of the previous meeting. 
• Receive, read and answer all Club correspondence as directed by the President and 

members. 
• Record the minutes of each meeting. 
• Bring all correspondence, minutes and related records to each meeting in case these need 

to be referred to throughout the meeting. 
• Call the meeting to order and preside until the election of a temporary chairperson, if the 

President and Vice-President are both absent. 
• Use bold titles, bullets and spacing to organize minutes and make them more readable. 

 Minutes Should Contain The Following: 
 Name of club, committee or organization 
 Date, place and type of meeting. 
 Time of the call to order. 
 Number of officers, members and guests present. 
 Motion that the minutes of the last meeting were read and adopted. 
 Statement of correspondence read and action taken. 
 All motions with the names of the mover and seconder and the final 

decision of the group. 
 Name of mover and seconder of reports. 
 Results of elections and names of committee members. 
 Notes on discussions that may be useful in the future. 
 Brief summary of program activities. 
 Action Plan noting the date of the meeting, the item discussed, the 

action taken/to be taken, who it was assigned to, and the deadline.  

Example:  
Oct. 13/05 December Fun Activity  
 Action: Book the ski hill and rental equipment, 
 Responsible: Social committee (John M. chair)  
 Deadline: Details to be shared at November meeting 

• Time of adjournment. 
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SUGGESTIONS FOR THE SECRETARY 

A. Meeting Notice and Preparation 

 Give, at the direction of the president, proper notice of each meeting. 
 Help prepare the meeting agenda. Check your secretary's records for items of 

business. 
 Take all correspondence, minutes and related records to meetings. Keep these 

records in order for easy reference.  
 Keep a calendar handy for planning club activities. 
 Call the meeting to order and preside until a temporary chairperson is elected if both 

president and vice-president are absent. 

B. Club Meeting Agenda 

The following order of business is recommended for club meetings. Some items may not 
apply to all meetings. (see the sample agenda in the appendix) 

I. Business Meeting 
1. Call to order 
2. 4-H pledge 
3. Roll call 
4. Additions to Agenda 
5. Minutes - Reading, correction, and adoption of minutes of last meeting  
6. Business arising from minutes   
7. Correspondence 
8. Reports of officers and committees  
9. New business 
10. Announcement of date and program for next meeting 
11. Adjournment 

II. Program 
Demonstrations, discussions or guest speakers. 

III. Social Activities 
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B. Roll call 

 Call the roll at each meeting and record attendance in the secretary's book. Leave 
the space blank for absent members until the end of the meeting. Mark members late 
if they arrive after the meeting is half over. 

 Keep a list of topics for roll call. 
 Keep a list of members, addresses and telephone numbers. 

C. Minutes 

Minutes are the permanent record of what happened at meetings. The secretary needs 
to be accurate and complete in recording the decisions made and the reports given. 

Include in the Minutes  
 Name of the club  
 Type of meeting: "regular" or "special"  
 Meeting number for current club year  
 Date, year and place of the meeting; start and end times 
 Number of officers, members, leaders and guests present; names of the acting 

officers 
 Approval or amendments to the minutes of the previous meeting 
 A record of all business transacted - reports, elections, main points of items 

discussed and motions made Statement of program activities 

Do not include 
 personal opinions 
 wordy descriptions of discussions 

Tips on keeping minutes 
 Sit at the front of the meeting room.  
 Use headings for each section of the meeting and for each topic discussed.  
 Use a detailed agenda form to organize taking minutes. 
 Keep the minutes brief and simple. State the facts only. 
 Identify members responsible for any follow-up action and by when. 
 Write neatly or type the minutes into the permanent record immediately after the 

meeting. 
 Review carefully your meeting notes to avoid errors in copying. 
 Leave a wide left margin for any corrections or amendments. 
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Approval of minutes 
 Read the minutes of the last meeting.  
 Record motion to approve or correct them. Date and initial changes. 
 Sign the minutes after they were approved. The president also signs: If the regular 

secretary is absent for a meeting, then the minutes are signed by the acting 
secretary. 

Recording Motions 
 Have a blank form handy at meetings to help record the motions.  

 
_________________________________________________  moved that 

____________________________________________________________ 

Seconded by _________________________________________________ 

It was carried / defeated 

 Request lengthy or involved motions be given to you in writing. 
 Record both first and last names of members moving and seconding motions. 
 Record the results of the vote on the motion. 
 Write "carried" if the majority of the members voted in favour of the motion and 

"defeated" if the majority voted against the motion. 
 Some motions have a recorded vote: number in favour, against and abstained. 

D. Committees 

 Record only the main points of reports in the minutes. 
 Keep a careful record of committees appointed and written reports of these 

committees. 

E. Correspondence  

 Receive, read and answer all correspondence as directed by the membership. 
 List the correspondence received since the last meeting at the end of the minutes. 

F. Yearly Club Summary 

 Use the roll call, yearly event calendar, and meeting minute pages to complete a 
year end summary of club activities.  

 Obtain the year end financial information from the treasurer. 
 Review the secretary's records for the year and ensure they are in order for next 

year's secretary and for storage with the permanent club records. 
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CLUB INFORMATION 

Club Name      Club Year      

Place of Meetings      Time      Number of Members      

4-H District      4-H Region      
 

Club Executive Name Phone Adddress

President                

Vice-President                

Secretary                

Treasurer                

Parliamentarian                

Club Reporter                

Historian                

District Council Rep                

District Council Rep                

 
Leaders Name Phone Address

General                

Assistant                     

Assistant                     

Project                     

Project                     

Project                     

                    

Club Committee Name Phone Address
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CALENDAR OF CLUB EVENTS

 
Activity Date Location Time 

Reorganization meeting                   

Business meetings #1                    

Business meetings #2                   

Business meetings #3                   

Business meetings #4                   

Business meetings #5                   

Business meetings #6                   

Project meetings                   

                        

                        

                        

                        

                        

Communication                   

Public Speaking                   

                        

Social activities                   

                        

                        

                        

Community/volunteer/charitable                   

                        

                        

Achievement Day                   
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MEMBERSHIP 

Age: as of January 1 of the current club year.  Years: record number of years completed in 4-H Club. 

Member Address Phone Number Age 
on Jan. 1 

Years in 
4-H 
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MEMBERSHIP continued 

Age: as of January 1 of the current club year.  Years: record number of years completed in 4-H Club. 

Member Address Phone Number Age 
on Jan. 1 

Years in 
4-H 
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ROLL CALL OF MEMBERS 

      
   Year   Code: Present – P        Late – L        Absent – A 
 

D
at

e 

Members   
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

Total
                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

Total members attending                                           
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ROLL CALL OF MEMBERS 

      
Year   Code: Present – P        Late – L        Absent – A 

 

D
at

e 

Members   
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

  
  

  

Total
                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

Total members attending                                           
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 MEETING AGENDA 

1. Call to Order by       at       

2. Pledge lead by       

3. Roll Call topic       

 Number present Member       Leader       Visitor        

 Name of visitors       

4. Additions to Agenda       

5. Minutes of the Previous Meeting 
 Changes       

 Motion by       Seconder       

6. Business Arising From the Minutes Follow up action needed 
 a.             

 b.             

 c.             

7. Correspondence 
 a.       

 b.       

 c.       

8. Reports of Officers and Committees 
 a.       

 b.       

 c.       

9. New Business 
 a.       

 b.       

 c.       

 d.       

10. Announcement of date and program for next meeting 
       

11. Adjournment at       
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MINUTES OF CLUB MEETING 

Club       Meeting Number       Type       

 1st, 2nd  Regular or Special 

Date       Time       Place       

Roll Call topic       

Members present       Leaders present       Visitors present       

Officers present       

      

Date of next meeting       Time       Place       

Signed  Signed  

 Chairman  Secretary 
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YEARLY CLUB SUMMARY        4-H CLUB YEAR 

Club       

Projects       

Years in operation       Members       Leaders       

 Name Phone Address 

President                   

Club Leader                   

Treasurer’s Report Signed  

a. Balance at start of year       
Treasurer 

b. Total Receipts        

c. Total Payments        

d. Balance at end of year       (a + b – c = d)  

What did your club do to raise money during the year? 
      

Record of Activities, Special Events and Achievements 
Record a few details of the club meetings, activities, events and achievements for the year. 

A. Meeting Highlights: include program and guest speakers 

 Date organized this year       Number of Meetings       

 Total member attendance at meetings       Average meeting attendance       

       

B. Communication Highlights: Public speaking/Presentation competitions, workshops 
       

C. Project Highlights: project work accomplished, tours, workshops, guest speakers 
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 Achievement Day was on       With       Members participating 

D. Community, Charitable and Volunteer Activities: 
       

E. Recreation Activities: 
       

F. Committee Activities: 
       

G. Special Club Events: anniversary celebration, awards night, club tour 
       

H. Member Achievements and Recognition: 
       

 Secretary       Date       
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SAMPLE MEETING AGENDA 

Club Anytown 4-H Multi Club Meeting Number 4 Type  regular 

   1st, 2nd
Regular or Special

1. Call to Order by Jean Jones at 7:00 p.m. 
2. Pledge lead by Darren Lee 
3. Roll Call topic Camp memories 
 Number present Member  Leader  Visitor  

 Name of visitors  

4. Additions to Agenda  

5. Minutes of the Previous Meeting 
 Changes  

 Motion by  Seconder  

6. Business Arising From the Minutes Follow up action needed 
 a. Public Speaking – Club – Steven Williams 

 b. Ski Trip – Ryan Rizkowski  

 c.   

7. Correspondence 

 a. 
XYZ hall committee – thank you for the coat check at 
the carnival 

 b. Anytown Trade Fair – invitation to do demonstrations 

 c.  

8. Reports of Officers and Committees 
 a. District Council – Ron Bleeker 
 b.  

 c.  

9. New Business 
 a. Achievement Day – Lizanne Rupert 
 b.  

 c.  

10. Announcement of date and program for next meeting 

 
March 8th at Anytown Recreation Centre – Roll call: 
your favourite movie – Program: judging 

11. Adjournment at  
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SAMPLE OF BUSINESS LETTER 

 
Amazing 4-H Club 
Box 3131 
HOMETOWN AB  T9H 2C4 
Phone (403) 123-4567 
 
June 14, 2020 
 
Mr. Don Jones 
Manager 
UFA 
Box 2240 
HOMETOWN AB  T9H 2C3 
 

4-H DONATION 
 
On behalf of our 4-H club, I would like to thank you for your generous donation. We are 
using the funds to purchase new crests for our club jackets and plaques for the best 
project record books. 
 
Please accept the attached Certificate of Appreciation as a small measure of our 
gratitude. 
 
Thanks, 
 
Joan Werner 
Amazing 4-H Club Secretary 
 

 
 Write or type your letters in block form. 
 Start the letter with a title. It is no longer acceptable in business letters to use a salutation 

at the top of your letter. Example: Dear Sir: 
 Word your letters as though you were talking to them in person 
 Only include the information you want to tell them using clear and concise words. 
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SAMPLE MINUTES OF CLUB MEETING 

Club Anytown 4-H Multi Club Meeting Number 4th Type Regular Meeting

 1st, 2nd  Regular or Special 

Date Mon, Feb 8, 2020 Time 7:30 pm Place Anytown Recreation Centre 

Roll Call Camp Memories 

Members present 11 Leaders present 3 Visitors present 2 

Officers present 5 

1. President Jean Jones called the meeting to order at 7:30 p.m. 

2. Darren Lee led the pledge 

3. Roll Call was camp memories. Present were: 5 Officers, 11 Members, 3 
Leaders, 2 Visitors 

4. Additions to Agenda – no items were added. 

5. Secretary Bill Williams read the minutes of the January meeting. 
There were no changes. Moved by Simon Cherry, second by Liana 
Rivers that the minutes be adopted as read. Carried. 

6. Business Arising From the Minutes 

a. Public Speaking – Steven Williams reported the club public 
speaking competition will be held on Sunday, February 18 at 1:30 
p.m. in the Anytown School drama room. All judges and 
officials have been confirmed. Please arrive by 1:15 p.m. as the 
competition will start at 1:30 p.m. Each family is asked to bring 
lunch. Moved by Steven Williams, seconded by Rob Rivers that 
the club purchase juice, coffee, cups, and napkins for the public 
speaking competition. Carried. 

b. Ski Trip – Ryan Rizkowski reported he had contacted the ski 
hill. If over 15 people go skiing we get a 15% discount off the 
regular price. We could also rent a room in the lodge for $20. 
This will give us a place to have lunch. Moved by Ryan Rizkowski, 
seconded by Simone Cherry that we go skiing on March 14th. 
Carried. Moved by Simon Cherry, seconded by Rob Rivers that 
the club rent the room in the ski lodge and that the club pay 
half of the cost of the pizza. Each person will pay the remaining 
cost. Carried. 

7. Correspondence 

a. Thank you from the XYZ hall committee for working the coat 
check at the carnival. 

b. Invitation to give demonstrations at the Anytown Trade Fair on 
April 23rd. Before the club makes a decision, Ron Bleeker is to 
check at the district council meeting about working with other 
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4-H clubs at the trade fair. He is to report to the club at the 
March meeting. 

8. Reports of Officers 

a. Treasurer 

Income       $  50.00   Public Speaking Trophy 

Expenses   $  20.00  Deposit – Room for Public Speaking 

                   $  15.79  Lunch – Christmas Party 

Balance      $360.67 

b. Project Reports – each of the projects reported on their 
activities since the last meeting. 

c. District Council Report – The District Public Speaking 
Competition will be held March 18th in Sometown at the hall, 
beginning at 1:30 p.m. There is a district curling bonspiel to be 
held on March 31st. More information will be available at the 
March meeting. 

9. New Business 

a. Achievement Day – Moved by Lizanne Rupert, seconded by Ron 
Bleeker that Achievement Day be held on May 3rd at the 
Anytown Recreation Centre. Carried. Lizanne Ruper is the 
committee contact for organizing Achievement Day. She will 
book the Recreation Centre. Each project is to come to the 
next meeting with their approximate costs and a list of 
possible judges. They should also indicate how much room they 
will need for displays, and how much time they would like on 
the program, if any. 

10. Next Meeting – At the Anytown Recreation Centre, March 8 at 7:30 
p.m. The roll call will be “your favourite movie”. The program will be 
on judging. The Rupert family is responsible for lunch. 

11. Adjournment – The president adjourned the business meeting at 8:15 
p.m. 

Program 

Mr. Taylor spoke to us about public speaking. The Bleeker family 
supplied lunch. 

Correspondence received: 

1. Thank you: XYZ Hall Committee 

2. Invitation: Anytown Chamber of Commerce 

Date of next meeting Mar 8 Time 7:30 pm Place Anytown Recreation 
Centre 

Signed  Signed Bill Williams 

 Chairman  Secretary 
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