SECRETARY
1. Keep orderly records of all board meetings and business meetings of the WSRT.  The minutes are to be abstracted, approved by the Board of Director’s, and finally posted on the WSRT website.  An attendance list must be circulated at all Board of Director’s meetings to include any changes that will need to be made with regards to officers, etc.: addresses, phones, faxes, e-mail.

2. Must attend all board meetings and business sessions.

3. All current Board of Director’s meeting minutes must be made available to all board members, committee members, district representatives, and the webmaster.

4. Abstracted meeting minutes and all reports are to be kept in their entirety in the WSRT binder as well as any other information or business submitted to the Board of Directors.

5. All records must be kept for a minimum of 3 years, to include voting ballots from the Annual Conference.  

6. Maintain and store certificates, envelopes, and stationary to be distributed upon requested and as needed for the Annual Conference.
7. Keep on file a copy of the current ASRT, WSRT, and District By-laws.  Keep and maintain copies of revisions to the Annual Conference handbook and the WSRT Manual.

8. Handle any correspondence delegated by the President or Chairman of the Board upon request.

9. Keep an accurate account of all expenditures and submit a voucher to the Treasurer with complete and accurate receipts within 30 days.
SECRETARIAL DUTIES PRIOR TO ANNUAL CONFERENCE

1. At least 6 weeks prior to the Annual Conference, order:

a. Past-Presidents Pin: It is 10K and costs approximately $110.00.  (This can be billed directly to the Treasurer for payment).

ESCO Erffmeyer and Son, Co.

5300 West Clinton Avenue

Milwaukee, WI 53223

(414) 354-7800
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b. Plaques for the Chairman of the Board and Invitational Lecturer.

Rudig Trophies

580 N. 108th Place

Wauwatosa, WI 53226

(414) 773-9000

CHAIRMAN OF THE BOARD PLAQUE
Order a gavel plaque with 2 brass plates (R1004B).  The upper plate should read:




NAME, R.T.(R), Chairman of the Board



The lower plate should read:




Wisconsin Society of Radiologic Technologists


(Have year of service engraved)

ROBERT J. VENNIE INVITATIONAL LECTURER



The plaque is a cut out shape of Wisconsin, the plaque should read:

Wisconsin Society of Radiologic Technologists

_____th Annual Conference

ROBERT J. VENNIE LECTURER



(Have the lecturers name and credentials and date of lecture engraved).
2. All certificates of recognition for out-going officers, committee chairs, and district representatives must be prepared.  Smaller certificates of appreciation should also be prepared for all the Annual Conference chairs and other members they may wish to show appreciation for.  The Annual Conference Chair should be contacted for this list.

3. Send a notice to all board members, committee chairs, and district representatives that all reports must be submitted no later than 2 weeks prior to the conference.

4. Two ring binders must be prepared to be available at all business sessions of the Annual Conference for the general membership to have access to for review of all committee and district reports of the WSRT activities and business.

5. There must be an adequate supply of updated ballots and motions forms for the business sessions.  (The Nominations/Recruitment Chair should supply the list of open positions for the ballots).

12
PROPERTIES

· Laptop computer, disks and printer

· Tape recorder, tapes, microphone

· WSRT Certificates

· Stationary, envelopes, forms, etc.

· Minutes from previous 3 years

· WSRT Handbook, Annual Conference Handbook, WSRT/ASRT By-laws, etc.

· Binders, clipboards, and other conference office supplies
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