Secretarial Duties
Updated 12/29/11

· Attend and take minutes at all executive board meetings.

· Email minutes to the executive board following meeting.

· Read/present minutes at next board meeting.

· Write thank you letters to presenters for the Regional Conference and SUPER/LECNY. For those presenters who are current teachers, send a copy of this letter along with an additional acknowledgement letter to the teacher’s principal and/or supervisor. 

· Send sympathy or get well cards to members upon request. 

· Secure vendors for the fall Regional. 

· Send letter and registration form to potential vendors as soon as the conference location has been set.  If possible, send information via email. 
· Forward all registration money to the treasurer. 
· Ask vendors if they would like to contribute a door prize; collect these prizes on the day of the conference. 
· Notify president of number of vendors and number of tables needed prior to conference. 

· Maintain a record of LECNY events and minutes. 






