
Being elected secretary of your 4-H Club is indeed 
an honor. Being secretary is a very important job in 
any club, and it will take time and effort to fulfill 
your responsibility.

Upon being elected, one of the first things you 
should do is to check with the other new officers, 
former secretaries, leaders and agents to learn 
what your duties and responsibilities are.

7. Remind the president of matters that need attention as shown by minutes of
previous meetings.

Duties:
1. Keep careful and complete records of your club. A permanent record is important.
2. Sit by the president during meetings in order to confer quietly without distracting

members during the meeting.

3. Keep minutes of all meetings and read these when called for by the president.

4. Keep a complete list of names and addresses of members and record their attendance.
Call the roll if asked.

5. Stand when calling the roll and reading the minutes.

6. Assist club leader in updating the organizational leader report that is turned in to the
Extension office at the end of the year.
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The minutes of the meeting should be a record of what is done, not what is said. They 
should include the following:

Date and place of meeting.
Number of members and visitors present.
Approval of previous minutes.
All reports and what was done about them.
All motions with the names of the persons making them and the 
outcomes. Names of persons taking part in the program.
Record of demonstrations presented, recreation and special features of 
the program.

Take notes at the meetings. Record sufficient information 
to write complete minutes.

Write up the actual minutes soon after the 
meeting while everything is fresh in your mind.

Write “approved” and the date at the bottom when 
minutes have been approved.

Sign the minutes. 

The regular monthly meeting of the Springfield 4-H club, held in the gymnasium
on November 6, 2001, was opened at 9:30 a.m. by Josh Smith, President.The
Pledge to the American Flag was led by Shaun Johnson and Caitlin Abrams led
the 4-H Pledge. The secretar y called the roll.Thirty-three members and Mr.
Eubanks, school principal, were present. The minutes of the previous meeting
were read and approved.

Sam Bolton,Treasurer, repor ted that the club had $290.14 in the treasury.
Hannah Carrier, Membership Committee Chairman, repor ted that Zachary
Downs and Darlene Epps were new members. Becky Fisher repor ted for the
Recreation Committee that plans were progressing for the Christmas party.

Under the heading of “Unfinished Business,” Peter Lee Green moved and Harriet
Hathaway seconded that the club prepare a basket of food for a needy family for
Christmas. The motion carried.

Jaime Jackson suggested several possible projects for the Club to consider
community ser vice learning. After some discussion, Tashika Barnes moved and
Terril Soileau seconded at motion to start a Reading Buddies program at the
“Bright Futures” child care center. The motion passed.

Program Chairman Norma Nor ton conducted a skit entitled “Minutes of a
Ghost Convention.” Members taking part in the program were as follows: Peter
Babin, Rosie Lejeune and Susan Richard.

The meeting was turned over to our agents, Mrs. Otis and Mr. Percy. The agents
presented a program on kitchen chemistry.
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8. Preside at meetings when both president and vice-president are absent.

10. Write letters as directed by the club or officers, such as thank you letters and
requests for information.

9. Read letters received to the club.

11. Keep an accurate record of all motions and amendments presented during the
meeting and be prepared to repeat them when a vote is called.

12. Make any additions or corrections to the minutes as decided by the club. Keep
minutes in ink and file permanently.

13. Remind members of special meetings – by phone, e-mail, or as you see them. Make
sure each member knows when and where the next meeting will be.

14. Cooperate with the reporter in writing articles for the newspapers.

15. Turn over to your successor all papers, records and other property of the
organization within one month after term of office expires.

Minutes of a Meeting



The minutes of the meeting should be a recor d of what is done, not what is said.They should include the
following:

Date and place of meeting.
Number of members and visitors present.
Approval of previous minutes.
All repor ts and what was done about them.
All motions with the names of the persons making them and the outcomes.
Names of persons taking part in the program.
Record of demonstrations presented, recreation and special features of the program.

Take notes at the meetings. Record sufficient information to write
complete minutes.

Write up the actual minutes soon after the meeting while
everything is fresh in your mind.

Write “approved” and the date at the bottom when minutes have
been approved.

Sign the minutes. Both the president and secretar y should sign and
thus share the responsibility for the accuracy of the recor d.

8. Preside at meetings when both president and vice-president are absent.

10. Write letters as directed by the club or officers, such as thank you letters and
requests for information.

9. Read letters received to the club.

11. Keep an accurate recor d of all motions and amendments presented during the
meeting and be prepared to repeat them when a vote is called.

12. Make any additions or corrections to the minutes as decided by the club. Keep
minutes in ink and file permanently.

13. Remind members of special meetings – by phone, e-mail, or as you see them. Make
sure each member knows when and where the next meeting will be.

14. Cooperate with the repor ter in writing articles for the newspapers.

15. Turn over to your successor all papers, recor ds and other proper ty of the
organization within one month after term of office expires.

Notes



Being elected secretar y of your 4-H Club is indeed an honor.
Being secretar y is a very important job in any club, and it
will take time and effort to fulfill your responsibility.

Upon being elected, one of the first things you should do
is to check with the other new officers, former
secretaries, leaders and agents to learn what your
duties and responsibilities are.

7. Remind the president of matters that need attention as shown by minutes of
previous meetings.

Duties:
1. Keep careful and complete recor ds of your club. A permanent recor d is important.

2. Sit by the president during meetings in order to confer quietly without distracting
members during the meeting.

3. Keep minutes of all meetings and read these when called for by the president.

4. Keep a complete list of names and addresses of members and recor d their attendance.
Call the roll if asked.

5. Stand when calling the roll and reading the minutes.

6. Assist club leader in updating the organizational leader repor t that is turned in to the
Extension office at the end of the year.
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Secretary reminders 
 

- Why are Secretaries important? 

o They record official minutes (recap or summary of the 

meeting). These minutes are sent out after the meeting to 

inform people of what happened at the meeting. 

o Being organized is key. 

o Be able to read your own writing. If you can’t read your own 

handwriting, no one else can read it either. 

 

- Use your officer training packet at club meetings to take notes 

during the meeting. Use the information sheet to know what 

information to write down. Then use the minutes sheet to transform 

the information sheet into a paragraph about what happened at the 

last meeting. For the club report contest at the end of the year, the 

minutes should be transformed into paragraph form. 

 

- You do not need to call each person’s name every meeting for role 

if the meeting is limited on time. You can count how many 

members are at the meeting.  



Lafayette Parish  

1010 Lafayette St., Ste 325  

Lafayette, LA 70501-6884  

Phone: 337-291-7090  

Fax: 337-291-7099  
 

 

LAFAYETTE PARISH 4-H ACHIEVEMENT DAY CLUB CONTEST RULES 

One entry per club for each officer position 

 

President’s Report 

1. Each club is eligible to enter this contest. 

2. To enter this contest, each club should submit a completed President’s Report booklet. 

3. Judging will be based on neatness on how thoroughly the report is completed. 

 

Vice-President’s Notebook 
1. Each club is eligible to enter this contest. 

2. To enter this contest a club should submit one Vice-President’s record book at 

Achievement Day.  

3. Judging will be based on neatness and how thoroughly the report is completed. 

 

Secretary’s Minutes 
1. Each club is eligible to enter this contest. 

2. To enter this contest, each club should submit the Secretary’s Minutes Book. 

3. Judging will be based on neatness and how thoroughly the financial records are 

completed. 

 

Treasurer’s Report 

1. Each club is eligible to enter this contest. It is required that each club turn in a 

financial statement at the end of the year. This report can serve as the requirement. 

2. To enter this contest, each club should submit a completed Treasurer’s Report Summary 

booklet. 

3. Judging will be based on neatness and how thoroughly the financial records are 

completed. 

 

Reporter 
1. Each club is eligible to enter this contest. 

2. To enter this contest, each club should submit a club scrapbook. 

3. Judging will be based on the neatness of the scrapbook, amount of coverage, 

variety of coverage, and general appearance of the scrapbook. 

 

Program Leader’s Report  
1. Each club is eligible to enter this contest. 

2. To enter this contest, each club should submit one completed Program Leader booklet. 

3. Judging will be based on neatness and how thoroughly the report is completed.  



 
 
 

TIPS FOR 4-H SECRETARIES 

 Be aggressive, ask questions and find out as soon as possible what your specific 

responsibilities as Club Secretary will be. 

 

 Make sure that the Minutes of the previous meeting are properly written and that you are 

prepared to read them when called upon. Use the special form provided to prepare for 

meeting. 

 

 Rewrite all of your minutes and put them in the “Annual Secretary’s Report Form”. Also, 

list each of the members of your club in this book. This is to be entered in the Secretary’s 

Report Contest at Achievement Day. 

 

 Keep track of attendance at the meetings. Rather than calling each member’s name during 

roll call, select class representatives to call upon who should indicate who is absent from 

their respective class.  

 

 Be sure to avoid daydreaming during the meeting. You should be recording all that 

happens during each meeting. 

 

 Remember – The Secretary’s Minutes are worth 10 points toward the Club-of-the-Month 

Award. 

 

 A good reminder is to give a copy of your report or minutes to your leader a few days 

before your meeting. If for some reason, you are absent the day of your 4-H meeting, 

someone else can read your report. 

 

 Always use the Secretary’s Minutes Information Sheet. Complete this during your 4-H 

Meeting. After the meeting, rewriting your minutes in the 4-H Secretary’s Report Book to 

be read at the next meeting. 
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