Stanislaus County 4-H  

SECRETARY’S BOOK 

As club secretary, you have an important job to document what happens at your club meetings.  Your minutes are a permanent document for your club and will be used to refer to when there are issues involving decisions your members have made.  Record all motions and names of those making motions and seconds in your minutes.  
Meeting attendance is included in the secretary’s book.  It may be either sign-in sheets or roll call.  If you have a separate attendance secretary, records and documents from each officer are added to one secretary book.
Your secretary book is submitted to the County 4-H office for review at the end of the 4-H year.  Gold, blue, or green seals are awarded for completion, neatness and submission by the due date.
It is recommended that you have a cover page or name of your club on the outside of your secretary book.  You can arrange your book in many ways but it should contain a minimum of the following:

· Club Name

· Lists of Officers and Leaders (you may use your own form)

· Annual Club Planner (you may use your own form)


· Club Meeting Agenda Guide 


· Minutes of each month’s Club Meetings and you may use the template attached.  Typing the minutes will add neatness to your book.

· Roll call or attendance at Club Meetings
(sample attached—you may use your own form)

*Templates for minutes, agendas, and annual planner are available at: 

http://ucanr.edu/sites/Stanislaus4-H/Club_Officer_Information/Secretary_Information/ 
