RECORDING SECRETARY
TRAINING
PVP Council of PTAs
Laura Hughes
310-245-2034
lhughes@jooven8.com

RESPONSIBILITIES
 Partner with Unit President
 Assist with Meetings
 Record the Minutes = Legal Documents & Permanent Record
 Collect & Track Motions

 Submit Approved Association Minutes to Council
 Create Permanent Record of PTA/PTSA
 Co-sign Payment Authorizations, Resolutions & Formal Letters
 Correspondence

PARTNER WITH PRESIDENT
 Communication is Key
 Questions to ask
1.
2.
3.
4.
5.
6.

What is the best email to send you the minutes after a meeting?
Who will send minutes and agenda prior to meetings to Executive Board? (10 days prior)
How to present minutes from previous meeting & current agenda
Do you prefer to use motion slips or do you prefer to capture motions in the minutes?
Is there anything specific you want me to know or do?
What role do you want me to play at meetings?
 Take attendance, verify quorum, count votes, present minutes & agenda for approval

7.

Others?

 Ask for help when needed
 Identify a back-up person

ASSIST WITH MEETINGS
 Record Attendance – insure there’s a quorum

 Sign-In Sheets (in person)
 Zoom/Video Conference Check-Ins
 Include as attachment to minutes or list in minutes

 Present the minutes from previous meeting
 Have access to PTA/PTSA member list if needed
 Count Votes – if needed
 Items to have on hand

 List of PTA Members, Bylaws, Previous Meeting Minutes, Calendar, Etc.

 Take the Minutes
 Listen Carefully - be prepared to read back motions and/or make revisions

MINUTES – WHAT TO INCLUDE
 Time, Location, Meeting Type
 Call to Order : Time and Name (usually President)
 Include that the quorum is met by including attendance
 Facts – state what was done, not discussion or opinions
 Motions – detailed
 Financial Reports – must include details in the minutes (not simply attach)
 Treasurer Reports – must include details in the minutes (not simply attach)
 Follow the Agenda
 Meeting Adjourned

 Time, who
 Rec Sec Name/Signature

MINUTES - FORMAT

MINUTES – WHAT NOT TO INCLUDE
 Guest Speaker Content
 Detailed committee reports (those can be done in an attachment)
 Opinions
 Flowery Language – stick to the facts & data

MOTIONS
 Must Be Included in Minutes





Name of person making motion
Specifics of motion (dates, dollar amounts, etc)
Seconded (some record the person who seconded, some do not)
Was it approved or not approved? (don’t have to record totals for/against)

 Motion Slips

 Optional – check with President
 Collection of physical motion slip
 Fillable PDF

 Supporting Documents
 Contract
 Report (Audit, etc)

SUBMIT MINUTES TO COUNCIL
 ONLY submit Association Minutes
 Must be “Approved Minutes”
 Save as PDF (if possible)
 Send to:
 Karen Buresch, Council PTA President
 Laura Hughes , Council Recording Secretary
 Katy Montgomery, Council Treasurer

pvpcouncilptapres@gmail.com
ukaty2@sbcglobal.net
pvpcouncilrecsec@gmail.com

PERMANENT RECORD
 Hard Copy - Binder Contents






Bylaws
Agendas – EB & Association
Minutes – EB & Association
Motion Slips
Reports, Contracts, Receipts

 Electronic

 Minutes & Agendas
 Google Drive, Drop Box
 Email

CO-SIGNING
 Payment Authorization/Request for Reimbursement Form
 Pay vendors
 Reimburse expenses incurred on behalf of PTA/PTSA

 Resolutions – official PTA Position
 www.capta.org
 Search “resolutions”
 More likely at Council level

 Formal Letters

TIPS & TOOLS
 Partner with PTA President
 How to work together
 Preferences

 Have an Executive Board Contact List
 Plan Ahead

 Be early and stay until the end
 Have all materials ready in advance
 Find a back-up person to help when needed

 Work from Agenda
 Get Financial Information in Advance
 Listen Carefully & Ask Questions
 Resources





www.Capta.org
https://33rdpta.org/training/
Google Folder
Unit Bylaws & Standing Rules

 RELAX AND ENJOY!

Laura Hughes
PVP Council of PTAs
Recording Secretary
pvpcouncilrecsec@gmail.com
310-245-2034

THANK YOU!!

Job Description for
Secretary
2327 L Street, Sacramento, CA 95816-5014

Key Role – PTA Secretary

Whether you hand-write or use a laptop or device to take
notes at a meeting to produce the minutes, remember to
include the following information:

•

Takes minutes at board and association meetings

•

Co-signs formal papers with president:
authorizations for payment, resolutions and formal
letters

1.

Meeting Details:

•

Name of your PTA

•

Handles PTA correspondence as directed by the
president

•

Date, place and type of meeting

•

Start time and end time of meeting

•

Maintains and preserves PTA records and important
documents to pass on at the end of the term

•

Attendance list

•

Name and title of presiding officer

2.

Business Items:

•

Approval of previous meeting’s minutes ‘as written’
or ‘as corrected’ with a list of corrections

•

Summary of treasurer’s report listing date and
balance on hand in the last report, income,
expenses and date and balance on hand in the
current report

•

Motions to adopt budget, financial reports, audit
reports and resolutions

•

List of payments authorized or expenditures ratified
to pay bills

•

Motions to approve projects, fundraisers, contracts
and bylaws changes, noting person’s name making
a motion and vote’s result if adopted or defeated

•

For motions with a counted vote, record if a quorum
or majority was needed and the number for and
against the motion

•

For motions requiring a two/thirds vote, note that a
two-thirds vote was required for approval after the
outcome of the motion

3.

Summaries of Reports/Presentations:

•

Summary of officer, chairmen and administrator
reports with important, written reports attached

•

Election results with nominees’ name and the
number of votes each nominee received

•

Brief reference to program presented at an
association meeting, noting type of presentation,
presenter, title and organization represented

Getting Started
Preparation – Review files and procedure book from
last term to better understand the scope of your new
position. Materials should include:
•

Secretary’s minute book with minutes from board
and association meetings

•

PTA records – Bylaws, membership list, charter,
rosters and correspondence

If your PTA has a recording secretary and a
corresponding secretary, discuss how you will work
together.
Find out more about:
•

PTA policies, best practices and resources

•

Insurance Guide

It’s also worthwhile to talk to last term’s secretary to get
advice and tips about your new role.

How Tos
Minutes – Quick Tips
As one of three required officers for a PTA, the secretary
plays an important part in running a unit. One main task
is to provide concise and complete minutes for board
and association meetings.
Here are some tips on how to produce and handle
meeting minutes to help you get started.
Recording – When taking minutes at a meeting, focus
on noting:
•

Actions taken by group in the order they took place

•

What is done, not what is said

In addition, at the end of the minutes, add your signature
and title: e.g. ‘Maria Perez, Secretary’.
Distributing – It’s always best to complete the minutes
soon after a meeting. Send a copy to the president to
review before distributing minutes to the group that
generated them.

This means that any detailed discussion or personal
opinion is not included in the minutes.

There are several ways to share minutes with your
members. For a smaller group, such as a board, you can
email the minutes for review before the next meeting.
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For association meetings, you can prepare hard copies
of minutes as handouts or to post at a meeting. And,
you can also publish minutes in a unit newsletter if it is
sent only to PTA members.
However, it’s important to keep in mind that PTA minutes
are produced only for members and are not for public
distribution.

Sign and date approval of the minutes after
secretary’s signature on the master copy of the
minutes

To record a correction in the master copy of the minutes,
use a red ink pen to:

SAMPLE – SUMMARY OF ASSOCIATION MEETING
ABC ELEMENTARY SCHOOL PTA
ASSOCIATION MEETING
JULY 1, 2017

•

Circle the incorrect words

•

Write, in the margin, the correction, the date and
your initials

Preserving – Minutes are the legal, permanent records
of a PTA as a nonprofit organization and are kept
forever. At the end of the term, the master copy of the
minutes, from board and association meetings, should
be bound and passed on to your successor.

RECOGNITIONS – Tanya Brown was recognized for her
efforts as a PTA volunteer.
REPORTS – Committee reports were given for
Membership, Ways and Means and the Book Fair.

Beyond the Minutes

CONSENT ITEMS – Consideration and approval of:
o Field trip to the Natural History Museum for Grades
4-5
o Science Camp for Grades 4-5 in Sacramento, CA

As secretary, you are assigned a few other tasks as
indicated in your bylaws. At meetings, be prepared to
refer to minutes of previous meetings, bylaws and the
current membership list, if asked. You may also be
asked to provide blank paper for voting by ballot and to
help count a vote.

ACTION ITEMS – Consideration and approval of:
o 2017-18 proposed budget
o 2017-18 fundraising project with Acme Gift Wrap,
Inc., to raise funds for Science Camp
o 2017-18 fundraising project to provide guest speaker
on family engagement in school

For an association meeting, the secretary presents a
board report and moves the adoption of board
recommendations.
In addition, some administrative tasks carried out by the
secretary include:

PLANNING ITEMS – Discussion on:
o Organizing Reflections Arts Program in September
o Organizing Red Ribbon Week in October

Approving – Minutes are presented for approval at the
next meeting of the group as a standard agenda item.
This action is recorded in two, different places in the
master copies of the minutes:

•

Sending notices of board meetings

•

Preparing a list of unfinished business from
meetings for the president to follow up on

•

Notifying officers and committee members of their
election or appointment

Did you know? … PTA Board Members:

Minutes of current meeting – Note that previous
meeting’s minutes were approved ‘as written’ or ‘as
corrected’ and list the corrections
Minutes of previous meeting – Write the word
‘Approved’ and the date after your signature and
title

The president can also appoint a committee, ideally
three people, to approve minutes during the term. This
helps to save time at a meeting.
When using this method to approve minutes, committee
members must be present at the meeting to:
•

•

Only the group involved in the meeting – the board or
the association – may correct minutes from one of their
previous meetings.

Instead, for association meetings, provide only a
summary of the minutes online and in school newsletters
that highlights the main actions taken at the meeting.

•

Report on corrections at the next meeting

Correcting – Corrections to minutes are made when
they are presented for approval at a meeting. They can
also be made at any subsequent meeting when an error
is discovered.

For this reason, they are not posted on any website, on
social media or in a newsletter in their entirety.

•

•

•

Adhere to PTA financial procedures as outlined in
Bylaws and State and National PTA guidelines

•

Protect members’ privacy by utilizing member
information for PTA work only

•

Attend PTA sponsored workshops or trainings

•

Maintain a current procedure book to pass on to a
successor, in hard copy or electronic format

•

Work together as a team to improve the lives of all
children and their families

Read the minutes on behalf of members

California State PTA Toolkit – June 2019
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Other Useful Information
Resources:
California State PTA – www.capta.org
o

PTA Leaders tab and more

o

California State PTA Toolkit

o

Running Your PTA Made Easy

o

Insurance Guide – Also mailed annually to PTA
presidents

Online Services:
o

Officer Contact System – To enter officer and board
member information and generate useful reports

o

TOTEM - ELECTRONIC MEMBERSHIP SYSTEM –
To join and renew membership and for PTAs to
manage membership

National PTA – www.pta.org
o

Run Your PTA tab and more

o

E-Learning Workshops

o

One Voice Blog

04/2019
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Recording Secretary
Minutes
The minutes are your PTA’s legal documentation of how you conduct your
business. Meeting minutes are required by law and are important in protecting
your unit in an IRS investigation and to cover your unit and your board in
regards to insurance.
Make sure they include these basics:
* The name of our association, the date, time and location of the meeting
* It is best to include the time the meeting was called to order and the time
it was adjourned
*They should be signed by the person who took the minutes and include
their title (i.e. Laura Hughes, Recording Secretary, or Jane Smith, PTA member
acting as Recording Secretary or in place of Laura Hughes, Recording
Secretary)
For audit purposes, the following must be included in your minutes:
*The budget was approved at the first meeting of the year. This is a
motion.
*A motion is made (and approved) for budgeted money to be released
before it is spent.
*Each and every check has been ratified or approved. This needs to be a
motion at an association meeting.
*A treasurer’s report with beginning balances, inflows and outflows and
ending balance for each month. This is not a motion; it can be recorded as such,
“the treasurer, Lana O’Shea, read the Treasurer’s report for the month of
September including a beginning balance of $100.00, with inflows of $200.00,
outflows of $50.00 with an ending balance of $250.00. Report will be filed for
audit.”
*The financial secretary’s report including total deposits for each month.
This is not a motion. It can be recorded as such, “the Financial Secretary, Betty
Banker, read the financial secretary’s report for the month of September with
deposits totaling $200.00. The report will be filed for audit.”
Minutes should have copies of treasurer’s and financial secretary’s reports as
attachments as well as attaching any other reports given by committees like the
gifting committee and nominating committee. A synopsis of all reports and
activities should also be in the body of the minutes. If a committee is making
recommendations, such as the gifting committee, those recommendations
should be a motion in the minutes such as, “Greta Gifter, gifting committee chair,
read the gifting report and has recommended the following, ‘ i move to accept

the report of the gifting committee which includes there following: software for
the math department not to exceed $300.00, lab consumables for the science
department not to exceed $245.00, a new digital camera for Mr. Movie, the
photography teacher, not to exceed $250.00. For a total not to exceed
$795.00.’”
Committees make recommendations. The executive boards approves with a
simple majority and the association ratifies or adopts with a 2/3 vote.
*Once the minutes are approved at the following month’s association
meeting, they should be pasted into a bound book and signed by the Recording
Secretary with the date of ratification.
*A binder should also be kept with a copy of the minutes, the attendance
sheets, the agenda and any attachments.
*A copy of the current bylaws should be placed in the binder that has all
the minutes and accompanying attached documents. Each binder should have a
copy of the bylaws that were in place when the minutes were taken.
*When recording motions include the name of the person making the
motion and note that the motion was seconded (that person’s name is not
required) and whether or not the motion carried, was voted down, or tabled. If a
motion is voted down or is contentious, report the number of ayes and nays.
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