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45 Main Street, Suite 606, Brooklyn, New York  11201

Tips for SNA Secretaries: Frequently Asked Questions  

1. I recently became Secretary for my state (school) and I’m not sure how to get started. What should I do? 
The Recording and Corresponding Secretaries Guidelines for Planning is your most helpful resource! http://www.nsna.org/pdf/SecretariesGuidelines.pdf . It includes information on how to take minutes, what should be included in minutes, and even sample minutes that you can use for your own school or state. Additional secretary duties may vary according to state or school bylaws or policy and procedure manual. If possible, ask the former secretary to transition you, so you can gain insight on that particular role.  This FAQ guide will be another resource for questions that you may have. Additionally, please contact Denise Landers, Secretary/Treasurer, at Secretary-Treasurer@nsna.org. As I answer questions from states, I will update this FAQ section. Thanks!
2. What is the typical order of a meeting? 
a. President or chairperson calls the meeting to order

b. Secretary records roll call & determines if quorum is present

c. Secretary reads and moves to accept the minutes from the previous meeting (It is important that before this is done, all members present at the previous meeting have the opportunity to review the minutes and if appropriate the secretary can insert corrections in the margin with a line drawn through the incorrect data) 

d. Reports of officers, directors, committees

e. Unfinished business

f. New business

g. Data, time, place for next meeting 

h. Announcements 

i. Adjournment with time 

3. Who has to sign the minutes and why?

a. The President and the Secretary (if present at the meeting; or another officer who was present) must sign the minutes to verify that they in fact represent what occurred at the meeting. Upon signing the minutes, they become the association’s legal document for antitrust, tax, and other legal issues. Additionally, during the annual  independent audit and when the IRS audits NSNA’s tax return, they may require that NSNA provide state minutes to validate that NSNA chapters exist. In addition, state minutes validate the collection of state dues. Thus, states are required to submit 15 copies or an electronic document with scanned signatures to nsna@nsna.org for all state board and annual meeting meetings for the calendar year. These minutes are due by delegate credentialing at the annual NSNA House of Delegates meeting. If minutes are not received by the deadline, the state association may not be seated in the House of Delegates and  there may be a delay in state dues reimbursement payments. NSNA has initiated “Go Green” efforts, and we encourage states to do the same by submitting electronically signed minutes. Follow the directions on page 9 of the Guidelines for Planning booklet: http://www.nsna.org/pdf/SecretariesGuidelines.pdf
4. For financial reports, how specific do I need to be in the minutes? 
a. Keep in mind that minutes are considered a legal document once signed by two officers.  It is important to include pertinent detail when discussing finances to protect the organization from any misunderstanding or misdirection of funds by the Treasurer or other board members. By including clear information, it is one mechanism in which the Board of Directors assume fiduciary responsibility or ensure that they are preserving and protecting the assets of the association. They also protect themselves by having clear and concise disclosure.  It is wise to have a financial report presented at least monthly to the Board of Directors. 

b. Thus, please include in the minutes: 

i. Who is giving the report 

ii. The actual treasurers report attached to the minutes with highlights from the treasurer’s report in the minutes

iii. Example: If the minutes say, “total from all accounts $34,432” without the actual report with the breakdown of these “accounts” there is no means tracing and verifying this information 
iv. The actual check number, check amount, date, purpose when referencing checks in the treasurer’s report.

v. When recording that the President gave the Treasurer ‘X’ dollars cash should be counted with a third party present to assure the right amount was actually given

vi. Section listing outstanding bills and when the Treasurer indicates that they will be paid 

5. After an election, the secretary is responsible for sending NSNA what important document? 
a. After an election, the secretary is responsible for sending NSNA an updated state roster to continue communications between state and national officers. Please complete this as soon as possible after elections as NSNA will not release state dues reimbursement payments until this is done. If any contact information changes throughout the course of office, again the secretary is required to notify NSNA.  
6. How is a motion written and what should be included? 

a. You should include discussion around the motion, and the wording of the motion (who made the motion, who seconded it), and action on the motion (example-Action: carried,; failed; tabled; referred to committee, etc. ) 

i. Example: Motion made for the Nursing Association to spend $500 for convention sign as per sponsorship contract.  Submitted by Sally Hill. Seconded by William Carter. Action:  Carried.
