Duties of the Precinct Secretary and Treasurer
Precinct Secretary:

e Provides notice of meetings to members

e Prepares agendas for and records minutes of meetings at which the chair
presides

e Maintains any historical documents (Constitution Article 1V, P)

Precinct Treasurer:

e Receives, accounts for, and submits any collected money to the appropriate
organization as directed

e Shall submit a financial report at each meeting of the body which elected
them (Constitution Article 1V, Q)

Other ways in which we need your help:

Within the precinct:

e Keeping precinct records up to date
Helping with precinct walks and voter registration efforts
Making a spreadsheet with the information from your precinct
Keeping information flowing within your precinct
Helping to get out the vote (GOTV)

Beyond the precinct:
The Party Secretary and Party Volunteers Officer may contact you to help with:

Updating county records

Credentialing at CC meetings and Conventions
Balloting

Other help at CC meetings and Conventions

Updating Precinct Records:

e Review precinct lists one by one

e Notify the county of people who have moved, died, etc. (contact county
clerk’s/elections office with corrections)

e Solicit donations for the party, take to UCRP Treasurer



