End of Year Report 
KHASA Secretary 2010-2011
This was my first year as Secretary for KHASA, and the position required roughly 6 hours per month, including meetings held twice a month (Executive and General).  Months with a Parent Education or Family Fun Night did not require minutes to be taken, aside from the one exception of the February 2011 Technology Education Night & Special Vote on Expenditures. 

A few days prior to meetings, I sent a draft agenda to KHASA executive and committee representatives and asked for input by email.  This also served as a gentle meeting reminder.
The day of the meeting, I printed the agenda and minutes of the previous corresponding meeting (i.e., executive minutes for the executive meeting) and made 10 copies at the school.  I placed a print copy in the KHASA Secretary binder and distributed the remainder at the meeting.
I was responsible for attending Executive and General Meetings to take minutes (and found it extremely efficient to type notes directly using my laptop).  Following the meeting, I distributed the draft minutes to KHASA executive and Keating Administration by email for any suggested changes.  It was especially helpful when the Treasurer emailed the fundraising request tables before the meeting or immediately following, as this ensured all the figures were correct in the minutes.

As a member of the KHASA executive, I also helped out with special events as required, such as hosting at Ready, Set, Learn!

Next year, I hope to be more involved with correspondence and thank you cards, as well as preparing and posting paper notices regarding special events around the school.  I am still learning where forms and supplies are found (discovered the drawer in the office several months into the school year) and I also need to learn how to make coffee using the KHASA machine!
Respectfully submitted,

Leanne Flood

KHASA Secretary
