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Secretarial Duties
1. Take minutes of the Executive Board meetings
a. I included a template but really you can develop the format you are comfortable with, I just looked at what previous people had done
2. Post the minutes electronically to the Executive Board members
a. I try to do that within a week to ten days
b. Read/present minutes at next meeting
3. Attend Executive Board meetings
4. Write thank you letters to presenters from our events: fall Regional, SUPER/FLACNY, Culture Fair, May Banquet
a. I make copies of a few and put them in the binder
b. Here is a suggestion to help facilitate this duty:  Ask the members who are contacting the speakers/presenters to get you the mailing address of the speaker/presenter. This will save you time and effort. I made up a little form just to give you an idea of what is needed. Frequently the speaker is from outside our area and it is difficult to get the mailing information. 
c. It is a good idea to thank the banquet manager for events held in hotels
5. Send a letter of recognition to the principal/supervisor of presenters and cc the presenter

a. Again if you secure this information ahead of time it will be easier
6. Send sympathy or get well cards to members upon request.
7. Be in charge of securing the vendors for the fall Regional
8. Maintain a record of our events and the minutes in the binder provided.
a. I use the small binder and then transfer to the larger one
9. Prepare an overview of the year for the May Banquet if requested (I have done this the last 3 or 4 years as requested by the President) I then read it at the May Banquet
Vendors for the Regional
1. When you know the date & details sending a “Save the Date” postcard is helpful
2. In the summer, around August is reasonable, send out the registration and letter to vendors. This year I used email notification. ASK for a confirmation they rec’d it
3. Set a deadline but make it clear you can take registrations later than that.
4. Have the checks sent to your home or school address.
5. Do a fall follow-up from those who have not responded (which is usually most of them . It is a good idea to do some phone calling as well. The textbook companies will want to come. The other vendors usually have to be enticed.
6. Meet with the banquet manager when the co-chairs do the walk through to make sure there are enough tables and that the placement is satisfactory.
7. The day of the regional you will need to make sure the vendors’ needs are met.
8.  Collect Door prizes. In the past I have been the one to supervise the lottery drawing.
9. Teacher’s Discovery. On several regionals I have sold items from TD to benefit FLACNY. I am passing on to you the unsold items. These may also be used for door prizes if needed at other events.
10. I included database and registration forms from past years. You can be creative and seek out other vendors. Good luck. This year 3 of the fantastic vendors did not come so hopefully it is cyclical and you can get them back. Talk to them; establish some rapport, which is my advice. 

