ECURFA  Secretary’s Responsibilities


Maintain attendance roster.  


Take minutes at the quarterly Board meetings and annual business meeting.


I have tape-recorded them to help with reading my notes.


I Save As Rich Text Format (.rtf) to minimize format problems with different word processing programs.


After you type them, e-mail them to Carolyn Hampton [] to review.  When she returns them, send them to Karen Clough [], in University Development (the current secretary) after making the corrections.


Karen will send the minutes to the Board members with the agenda a few weeks before the next Board meeting.


After the minutes are approved at the Board meeting, e-mail them to Suellyn Lathrop [], the University Archivist.


Bring the By-Laws to the Board meetings.


Keep the latest 5 years of minutes in the secretary’s notebook (to keep the notebook from getting too big).  Send earlier minutes to the University Archives. The file number for the Retired Faculty Association is PO0000.


There is a Miscellaneous folder, with back copies of membership lists, various memos, and back issues of Golden News.  Archives does not want the membership lists, but you may wish to send the memos to the Archives.  They have a set of Golden News.


Maintain a current list of e-mail addresses of Board members and send it out when someone’s address changes or there is a change in Board membership.  (You may wish to remind board members at meetings to tell you when their address changes.)  Use the ECURFA-L listserv [] for sending the list.  Carolyn has a separate list that she distributes in paper, with Board members, their mailing addresses, phone numbers, terms of office, and e-mail address.
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