Auxiliary Secretary Duties

(Section 812 Bylaws and Rituals)

The Secretary shall keep in books or files:

(1)
The current Bylaws of the Auxiliary

(2)
A record of all the minutes of each meeting of the Auxiliary, entering same in a Record Book, with corrections made thereon in the margin. The manner in which the minutes of the Auxiliary meetings are entered shall be at the discretion of the Auxiliary by a vote of the membership. It is permissible to secure typed or computer-generated minutes in the standard bound record book purchased from National Headquarters or inserted in a three-ring binder or clip folder. Each minute page shall be numbered consecutively and provide a space for the Trustees to initial at audit. The Treasurer’s reports and the quarterly audit reports, as well as a copy pf the yearly bond, must be incorporated in the minutes.

(3)
A General Order (or monthly Department mail) file for the current year in which shall be preserved all orders and circulars issued by the National and Department Headquarters shall be preserved in the order in which they were received.

(4)
A letter file in which shall be kept all correspondence of the Auxiliary. General correspondence to be retained for one (1) year; policy and rulings to be maintained in a permanent file.  All communications from National or Department Officers are official and shall be read at the first meeting following the receipt of the correspondence before being filed for reference.

(5)
A roll of deceased Auxiliary sisters/brothers with the date of death.

(6)
The Auxiliary Secretary shall send the names of the Delegates and Alternates to each of the 3 conventions- District (to District secretary), Department (to Department Secretary along with a check for the delegate fees) and National Convention (to the National Secretary) prior to each of the conventions.  (National Delegates can be submitted online in MALTA) The proper forms for submitting these names are provided to you in the Monthly Department mail in time for you to send the information in. (The forms are also found on the Department website vfwauxnc.org ) 

This is normally done in March and April of each year.

The Secretary shall attest by her/his signature all actions of the Auxiliary and attend to all matters of correspondence under the direction of the President. All communications of any nature whatsoever intended for the National Body shall be signed by the President and forwarded by the secretary of the Auxiliary to the Department President. All official communications to National officers from the Auxiliary must also be forwarded through channels.

She/he shall notify orally or in writing all newly elected members and shall under the direction of the President, prepare all reports required of her.

 She/he shall transfer to her/his successor, without delay, all papers, books and other property of the Auxiliary in her possession, at the end of her/his term of office or sooner if so orders by proper authority. 

Complete detailed duties are found in the Bylaws and Ritual Book, as well examples of forms and reports. Secretary resources are available on MALTA.  Additional assistance is also available from your Department Secretary and your National Secretary with just a phone call. Always remember, you are never alone in your position. There is always someone willing to help. Just ask.

**Never send out anything that you do not keep a copy of in your own records.

**A copy of your meeting minutes goes to your Auxiliary President.

** It is suggested you keep a notebook for each year, for organizational purposes.
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