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DUTIES OF THE SECRETARY

Keeps accurate minutes of all meetings in the Secretary’s record book, including
business, instruction and recreation

Takes all role calls and keeps attendance records
Handles all club correspondence

Brings Secretary’s ecord book to all meetings and is prepared to read any part of
the record when requested

Is responsible for prompt mailing to the 4-H Office of club membership report,
program of work, final report, and applications for charter and seal of achievement

Keeps correspondence, committee reports, programs, and an official copy of club
constitution and by laws on file for ready reference
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