CRITERIA SHEET FOR EVALUATING SECRETARY’S BOOK

The secretary has completed the secretary's book and filled out the following information:
Secretary Record, club officers and club leaders
Member Records including name, address, attendance record, dates of meetings, participation record, years in 4-H and age as of Sept. 15.
The secretary has included minutes for each of the meetings held during the year.

The minutes of each meeting include the following:

Special or regular meeting
Name of club
Date and place of meeting
Who presided
Time the meeting started and adjourned
Number of members and guests present
Approval of minutes of previous minutes
Treasurer's report
Reports of other officers and committees
Complete motions including the name of the person making the motion
Important points discussed
Outline of educational programs
Secretary's signature
The minutes are neat, well written and understandable, using correct grammar and spelling.

Evaluator Comments:



CLUB LEADER RECOMMENDATION


SECRETARY AWARD





I recommend that (name)__________________________________________  of� �(club) ______________________________be presented the Club Secretary Award.





___________________				______________________________


	Date						           Leader Signature








