Palomares Parent Teacher Club

Board Position: Secretary

Keep accurate, up-to-date records of all PPTC activities. Secretary is responsible for all correspondence of the PPTC, such as invitations, thank you notes, and letters as requested.

Record minutes at all Executive Board and Membership meetings. Post a copy of Membership meeting minutes within 2 weeks of meeting. Distribute copies of the minutes at the following Membership meeting, and report the minutes for approval by motion and vote.

Custodian of, and responsible for organizing and updating all records, reports and official documents of the PPTC. Maintain a Secretary’s Binder with all minutes and procedures of the current school year. Update the President’s records whenever procedures are altered.
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