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Bell Elementary PTSA
Secretary - Role Description

Take minutes and record all business transacted at each Executive, Board, and
General meeting of the Bell PTSA, making sure all minutes are complete,
including sign-in sheets and motions made

Prepare the minutes for approval at the next meeting

Provide the minutes (both unapproved and approved) to be posted on the PTSA
website

Plan the meeting agendas with the President and inform the President of any
unfinished business from prior meetings

Ensure that the Board and Membership have been notified of meetings twice.
Once no less than 2 weeks prior and the second time no less than 10 days prior
to the meeting.

At meetings: determine if a quorum is present, handle attendance, and in the
event that the President is not in attendance call the meeting to order and follow
the procedure in the Standing Rules.

If unable to attend a meeting, ask someone to act as Secretary to present minutes
from previous meeting and take minutes of current meeting

Keep and up-to-date roster of all Committee Chairs

If not previously trained, attend a State PTA Secretary training

By June 30 of the current school year, ensure that both copies of the Legal
Documents notebook and Permanent Records are in order and ready to transfer
to new officers

Maintain the Secretary notebook (digital and printed) and pass it on to the
incoming Secretary with instructions

Maintain digital and printed copies of all minutes, correspondence, committee
reports, newsletters, meeting notices, etc. in the official files of the unit



 Strategic Planning - mission, vision, goal setting/tracking, etc.
* Organizational leadership
PRESIDENT * Ensures compliance with all governing bodies
or  Leads communication strategy and primary liaison with school
Co-Presidents (e
* Oversees finances, fundraising, and all communications
* Provides needed support for all board members and chairs

VP VP

COMMUNITY STUDENT TREASURER FUNDRAISING Sl SECRETARY
EVENTS ENRICHMENT MEMBERSHIP
 Back to School Picnic * Advocacy o Files annual excise sales tax * Manages all fundraising o Collects agenda items for
® Green Team ® Art program o Files charitable organization = Corporate matching meetings and creates
* Harvest Party * Book exchange registration renewal (SOS) > Employee time match agenda
* Kindergarten registration  Egg Drop o Files corporate annual report > Fred Meyer rewards e Takes minutes at all General
* Kindergarten playdate * Emergency preparation (SOS) > Grant writing Membership and Board
* Movie Night ¢ Enrichment classes o Files form 1099-MISC > Main annual fundraiser Meetings
* Multicultural Night * Hearing/vision tests o Files form 8822-B > Monthly dine-outs o Tracks all training for board
e New Family Brunch * Holiday gift drive o Files form 990, annual taxes o Popcorn Friday members and chairs
¢ School Dance * Pantry Packs ® Leads Budget Committee * Manages memberships
o Staff Appreciation  Reflections program  Leads Financial Review > Completes at least 3
* Staff Welcome Brunch  School pictures Committee (2X per year) membership campaigns
* Talent Show * School play * Manages all finances > Manages Member Planet
 Volunteer Appreciation  Science Day ¢ Monthly financial reporting (WSPTA database)
¢ Walk to School Week * ST.EM. Night * Manages reimbursements = Manages memberships
* Yearbook * Supporting Bell families in- * Manages staff grants on website (MTK)
All community events need * Manage Insurance coverage

All enrichment programs



