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ITEM 59 | SECRETARY OR CLERK

The recording officer is variously called Clerk, or Secretary, or
Recording Secretary (where there 1is also a Corresponding
Secretary), or Recorder, or Scribe, etc. The secretary 1is the
recording officer of the assembly and the custodian of its records
except such as are specifically assigned to others, as the
treasurer's books. These records are open, however, to inspection
by any member at reasonable times, and where a committee needs any
records of a society for the proper performance of its duties,
they should be turned over to its chairman. The same principle
applies in boards and committees, their records being accessible
to members of the board or committee, as the case may be, but to
no others.

In addition to keeping the records of the society and the minutes
of the meetings, it is the duty of the secretary to keep a register,
or roll, of the members and to call the roll when required; to
notify officers, committees, and delegates of their appointment,
and to furnish committees with all papers referred to them, and
delegates with credentials; and to sign with the president all
orders on the treasurer authorized by the society, unless otherwise
specified in the by-laws. He should also keep one book in which
the constitution, by-laws, rules of order, and standing rules
should all be written, leaving every other page blank; and whenever
an amendment is made to any of them, in addition to being recorded
in the minutes it should be immediately entered on the page
opposite to the article amended, with a reference, in red ink, to
the date and page of the minutes where it is recorded.

In addition to the above duties, when there is only one secretary,
it is his duty to send out proper notices of all called meetings,
and of other meetings when necessary, and to conduct the
correspondence of the society, except as otherwise provided. Where
there is a Corresponding Secretary these duties devolve on him, as
well as such others as are prescribed by the by-laws. The by-laws
should always clearly define the additional duties of the
corresponding secretary if any are to be imposed on him. When the
word "secretary" 1s used it always refers to the recording
secretary if there is more than one.

The secretary should, previous to each meeting, for the use of the
chairman, make out an order of business [65], showing in their
exact order what 1is necessarily to come before the assembly. He
should also have, at each meeting, a 1list of all standing
committees, and such special committees as are in existence at the
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time, as well as the by-laws of the organization and its minutes.
His desk should be near that of the chairman, and in the absence
of the chairman (if there is no vice president present), when the
hour for opening the session arrives, it is his duty to call the
meeting to order, and to preside until the election of a chairman
pro tem., which should take place immediately. He should keep a
record of the proceedings, stating what was done and not what was
said, unless it is to be published, and never making criticisms,
favorable or otherwise, on anything said or done. This record,
usually called the minutes, 1is kept as explained in the next
section. When a committee is appointed, the secretary should hand
the names of the committee, and all papers referred to it, to the
chairman of the committee, or some other of its members. He should
indorse on the reports of committees the date of their reception,
and what further action was taken upon them, and preserve them
among the records, for which he is responsible. It is not necessary
to vote that a report be "placed on file," as that should be done
without a vote, except in organizations that habitually keep no
records except their minutes and papers ordered on file.
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