
California Cancer Crusher 
Board of Directors Job Description: Secretary 

 

 
 

Key Responsibilities 
• Prepares and distributes board meeting agendas 

• Records minutes at board meetings 

• Co-signs formal papers with Chairperson of the Board: authorizations for payment, 
resolutions, and formal letters 

• Handles correspondence as directed by the Chairperson of the Board 

• Designated as an authorized signer for checks 

• Maintains and preserves California Cancer Crusher records and important documents to 
pass on at the end of the term (Secretary’s minute book, Bylaws, and correspondence) 

 
How To Produce and Manage Minutes 
Recording Minutes 
As one of four required officers for the California Cancer Crusher Board, the secretary plays an 
important part in running the organization. One main task is to provide concise and complete 
minutes for board meetings. If the Secretary misses a board meeting, a backup Director must be 
identified. 
 
When taking minutes at a meeting, focus on noting: 

• Actions taken by group in the order they took place (motions, votes, decisions made) 

• What is done, not what is said 
This means that any detailed discussion or personal opinion is not included in the minutes. 

 
Minutes should include: 
1. Meeting Details: 

• Name of the organization: California Cancer Crusher 

• Date, place, and type of meeting 

• Start time and end time of meeting 

• Attendee list with office role, if applicable 

• Name and title of the individual running the meeting 

 
2. Business Items: 

• Approval of previous meeting’s minutes ‘as written’ or ‘as corrected’ with a list of corrections 

• Summary of treasurer’s report listing date and balance on hand in the last report, income, 
expenses, and date and balance on hand in the current report 

• Motions to adopt budget, financial reports, and resolutions 

• List of payments authorized or expenditures ratified to pay bills 

• Motions to approve projects, fundraisers, contracts and bylaws changes, noting person’s 
name making a motion and vote’s result if adopted or defeated 
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3. Summaries of Reports/Presentations: 

• Summary of officer and committee reports with important, written reports attached 

• Election results with nominees’ name and the number of votes each nominee received 

• Brief reference to program presented at a meeting, noting type of presentation, presenter, 
title and organization represented 

 
In addition, at the end of the minutes, add your signature and title: e.g. ‘Jane Doe, Secretary’. 

 
Distributing Minutes 
It’s always best to complete the minutes soon after a meeting. Send a copy to the Chairperson of 
the Board to review before distributing minutes to the group that generated them. There are 
several ways to share minutes with your members. For a smaller group, such as a board, you can 
email the minutes for review before the next meeting. 

 
Approving Minutes 
Minutes are presented for approval at the next meeting of the group as a standard agenda item. 
This action is recorded in two different places in the master copies of the minutes: 

• Minutes of current meeting – Note that previous meeting’s minutes were approved ‘as 
written’ or ‘as corrected’ and list the corrections 

• Minutes of previous meeting – Write the word ‘Approved’ and the date after your 
signature and title 

 
Correcting Minutes 
Corrections to minutes are made when they are presented for approval at a meeting. They can 
also be made at any subsequent meeting when an error is discovered. Only the group involved in 
the meeting may correct minutes from one of their previous meetings. 

 
To record a correction in the master copy of the minutes, use a red (or color other than blue or 
black) ink pen to: 

• Circle the incorrect words 

• Write, in the margin, the correction, the date, and your initials 

 
Preserving Minutes 
Minutes are the legal, permanent records of California Cancer Crusher as a nonprofit 
organization and are kept forever. At the end of the term, the master copy of the minutes should 
be bound and passed on to your successor. 

 
Beyond the Minutes 
As secretary, you are assigned a few other tasks. At meetings, be prepared to refer to minutes 
of previous meetings and bylaws, if asked. 
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In addition, some administrative tasks carried out by the secretary include: 

• Sending notices of board meetings 

• Preparing a list of unfinished business from meetings for the Chairperson of the Board to 
follow up on 

• Notifying officers and committee members of their election or appointment 
 
 
 

California Cancer Crusher Board Requirements 
• Must be able to actively participate in a minimum of: (1) the Annual Fundraiser event and/or 

planning for the event, and (2): at least one other board-sanctioned charitable activity per 
year. 

• Directors shall be elected at each annual meeting of the board for two-year terms. 

• The Director shall not miss three consecutive board meetings. 

• The Director shall comply with California Nonprofit Corporation. 
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