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Secretary’s Annual Report 2009-2010

CHARGE:

The Secretary is charged with performing the following functions:

•
To record the minutes of the executive board meetings and distribute appropriately.

•
To record the minutes of the general membership meetings and distribute appropriately.

•
To mail meeting announcements.
•
To submit minutes to the webmaster for posting on the website.

•
To develop and maintain a Secretary’s Manual / Binder.

ACCOMPLISHMENTS:

Minutes were taken and transcribed at the four Executive Board meetings throughout the year. Minutes from previous meetings were distributed at the following meeting for review and acceptance.
Minutes were taken and transcribed at the three general membership meetings. Minutes from previous meetings were distributed at the following meeting for review and acceptance.
Executive Board and General Business Meeting minutes, after acceptance, were submitted to the Webmaster for posting on the Website.
Meeting minutes as accepted were placed in the Secretary’s Binder.

The MDMLG Bylaws/ Constitution were revised by the Secretary and President, the membership was notified of possible changes, and those changes were ratified by the MDMLG membership to reflect use of electronic notification for membership.

Respectfully submitted,

Shirley Langebartels

Secretary

June 10, 2010

