GREATER BOCA RATON ESTATE PLANNING COUNCIL

SECRETARY’S
DUTIES AND RESPONSIBILITIES

Duties:  The Secretary shall keep a record of proceedings of all meetings of the Board of Directors and shall be responsible for the distribution of Minutes of Board Meetings to all Board Members.  The Secretary shall also be responsible for turning over all records to the next elected Secretary for safekeeping.  The Secretary shall also be responsible for the input of all Board approved Minutes to the Greater Boca Raton Estate Planning Council Website (www.GBREPC.org).
May
· Incoming and Outgoing Secretary should meet to review Responsibilities.

· Outgoing Secretary should turn over Minute Books to Incoming Secretary for safekeeping.

· Request a template of new letterhead for use during your term from Executive Secretary.

· Attend Board Meeting, when called.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the May Meeting to all Board Members for any corrections.

· Input April’s approved Minutes on the GBREPC Website. (www.gbrepc.org/admin) (Login: gbrepc  Password:  admin)

· Minutes and Handouts should be placed in the Minutes Book.

June

· Attend Board Meeting, when called.
· Present Minutes from previous meeting to Board Members for approval. Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the June Meeting to all Board Members for any corrections.
· Input May’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book.

July

· Attend Board Meeting, when called.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the July Meeting to all Board Members for any corrections.

· Input June’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book.

August

· Attend Board Meeting, when called.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the August Meeting to all Board Members for any corrections.

· Input July’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book
September

· Attend New Member Cocktail Party.

· Attend Board Meeting.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the September Meeting to all Board Members for any corrections.

· Input August’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin)  (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book.

October

· Attend Board Meeting.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the October Meeting to all Board Members for any corrections.

· Input September’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book.

· Attend Dinner Meeting.       

· Take name badges if Executive Secretary is unavailable.

November

· Attend Board.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the November Meeting to all Board Members for any corrections.

· Input October’s approved Minutes on the GBREPC Website. (www.gbrepc.org/admin)  (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book.

· Attend Dinner Meeting.       

· Take name badges if Executive Secretary is unavailable.

December

January

· Attend Board Meeting.

· Present Minutes from previous meeting to Board Members for approval. Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the January Meeting to all Board Members for any corrections.

· Input November’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin)  (Login: gbrepc  Password: admin)
· Minutes and Handouts should be placed in the Minutes Book.

· Attend Dinner Meeting.       

· Take name badges if Executive Secretary is unavailable.

February

· Attend Board Meeting.

· Present Minutes from previous meeting to Board Members for approval. Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the February Meeting to all Board Members for any corrections.

· Input January’s approved Minutes on the GBREPC Website. (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book.

· Attend Dinner Meeting.       

· Take name badges if Executive Secretary is unavailable.

March

· Attend Board Meeting.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the March Meeting to all Board Members for any corrections.

· Input February’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book
April

· Attend Board Meeting.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the April Meeting to all Board Members for any corrections.

· Input March’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book

May

· Attend Board Meeting.

· Present Minutes from previous meeting to Board Members for approval.  Bring hard copies for all Board Members.
· Gather all handouts from meeting for Minutes Book.

· Prepare and email Minutes of the May Meeting to all Board Members for any corrections.

· Input April’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book.

June

· Input May’s approved Minutes on the GBREPC Website.  (www.gbrepc.org/admin) (Login:  gbrepc  Password:  admin)
· Minutes and Handouts should be placed in the Minutes Book.
· Provide assistance to incoming Secretary as requested.
Additional Notes:

The Board Members typically meet on Friday mornings before the Tuesday Dinner Meetings.  The breakfast meetings are usually held at 7:45 am at various locations to be determined by the President.  Dinner Meetings are usually held on the third Tuesday of the months of October, November, January, February and April.
