Operational Research Society of New Zealand

Processes Associated with the Secretary of ORSNZ
The Secretary is involved with the following duties:
1. ORSNZ Council matters
2. ORSNZ Annual General Meeting matters

3. ORSNZ correspondence
4. Record keeping
5. Miscellaneous
The hard copies of all documents must be filed, in logical order, in ring binders.
1.  ORSNZ Council Meetings

The Chairperson, usually the President, or in the absence of the President, the Vice-President, is responsible for chairing Council meetings.  The Secretary is responsible for facilitating the meetings.

1.1 Agenda

The Secretary sends the agenda of Council meetings to the members at least two weeks before the meeting.

1.2 Minutes

The Secretary is responsible for keeping accurate minutes of the Council meetings. The minutes should note 

i) the motions, 
ii) the votes,
iii) the actions to be taken, 
a. by whom, and 
b. deadlines  
Sometimes the Council may decide to discuss certain matters ‘in Committee’, in which case, these deliberations are not to be recorded in the minutes. 
Minutes of the meetings should be sent out to the Council members as soon as possible after the meeting and definitely no later than with the call for the next meeting. Before they are sent out to Council members, the minutes must be ratified via the signature of the Secretary and the meeting Chairperson. 

Council minutes are published at the ORSNZ website.

1.3 Electronic meetings

Increasingly, Council issues are decided by electronic discussion and voting.  All such communications should be copied to the Secretary, who is responsible for collating the votes and communicating the decisions.

2. ORSNZ Annual General Meeting (AGM).
Similar to the Council meetings, the Annual General Meeting is chaired by the President (or the Vice President), and facilitated by the Secretary.

2.1 Annual Report

An Annual Report is posted on the web and an announcement sent to the members two weeks before the AGM.  The Secretary is responsible for collating and distributing the annual report. This needs the timely co-operation of the President (who must produce the President’s report), and the Treasurer (accounts, Treasurer’s Report, and (occasionally) the next Budget). 
The annual report announcement should be in the hands of the members at least two weeks before the AGM and should be published at the ORSNZ website.
2.2 Minutes

The Secretary is responsible for preparing an attendance list and keeping accurate minutes of the AGM. The minutes should note:

i) the motions, 

ii) the votes (including a record of the Council Elections),

iii) the actions to be taken, 


a. by whom, and 
b. deadlines  
The minutes are distributed to the members through the ORSNZ website.

3. ORSNZ Correspondence

Most mail is handled by the Council officer concerned. The Secretary is the default correspondent.  The Secretary must handle the mailing outs and record keeping, and work with the Treasurer over the chasing up of overdue accounts regarding membership

Mail should be opened, baulked, and sent to the appropriate officers as follows:
	Financial
	To Treasurer

	Membership
	 

	- subs
	To Treasurer

	-address changes
	To Treasurer

	-enquiries
	Handled by the Secretary

	Journals from other societies
	To circulation

	Information, newsletters, (conference) announcements from other societies
	To circulation and/or Newsletter Editor

	IFORS bulletins
	To circulation

	Branch material
	To relevant branch(es)


3.1 Mailing lists

Mailing lists (including branch lists) can be prepared from the ORSNZ database as needed.  Minutes and notices of meetings should be sent to all Council members, including Branch Chairpersons.  This is done electronically.  Liaison with Branch Chairs must periodically to reconcile branch membership lists with the membership database.

The AGM notice (with the Annual Report) is mailed to all ORSNZ members.

3.2 EBSCO

Every so often, an email is sent to secretary@orsnz.org.nz from tidcorrespondence@ebsco.com asking for “Request for 2007 publication data 00020461711”, and a body:

We are requesting your 2007 publication information. You may attach your 2007 price list and policies and send via email or fax to 205/995-1586. You may also visit our website at the link below. If you have received this by fax, your passcode for the website is the 11 digit number after the link. If your pricing information is not available at this time, please provide as soon as possible. It is important that you respond to this inquiry even if you do not plan to increase or change your prices for 2007. Thank you in advance for your prompt response. 
www.ebsco.com/home/tidform/lanselect.asp?strPassCode=00020461711 

Ebsco provide electronic access to publications, and have a record of the ORSNZ newsletter. 

(I updated our record on 14/8/2006, changing the email address to secretary@.... Andrew Mason.)
4. Record Keeping 

The Secretary is the Society’s archivist. The following should be kept in a logical order:

· Maintaining the membership database
Changes, which are the responsibility of the Secretary, are actioned as a result of:

a. Notification from members (normally via email)

b. Membership subscriptions (previous and new members)

c. Conference payments incorporating new member status or membership detail changes

d. Change of status from student to full member following first year of employment after university.

· New members are manually allocated an available ID number.  The secretary should send new members a welcoming letter. Once changes are made (e.g., address updates), a log of the change is entered in the action box at the bottom of the membership form in the database.  The Secretary and the Treasurer must maintain contact over the maintenance of the membership database, with the Secretary having responsibility for the membership aspects and the Treasurer having responsibility for the financial aspects.
· Up-to-date copies of the Constitution
· Minutes (master copies) and Agenda of all meetings
· Correspondence, both inwards and outwards
· A directory of the Council and the Branch Officeholders
· Conference and seminar notices, both within New Zealand and overseas, until the events have taken place
Other officers, e.g. the Treasurer or the Student Paper Prize Convener, are responsible for retaining their own records.
5. Miscellaneous 

5.1 Newsletter

Any material that is of potential interest to the general membership, such as: conference notices and software announcements, should be made available to the Newsletter Editor in a timely fashion.

Updated 14/8/2006 with Ebsco data.

Updated 9/12/2009 for new constitution and other modernizations - AJM
