Meeting Administrative Duties
Meeting for Business
· Set agenda: Clerk of the month, Committee clerks and Meeting Secretary -David Miller, 
· Posting of agenda and documents – Website person – David Miller
· Financial reports – Treasurer – Linda White
· Technology –
·  Zoom set up: Mike Mrozinski, Mark Setman, David Miller
· Documents display on video screen and Zoom – Linda White
· Clerking – Clerk(s) of the month 
· Recording Clerk - Linda White 
Contacts for the Meeting
· Meeting contact person listed on the website– Rebecca Cratin
· PYM contact person – Carol Alpern
· AQM – Rebecca Cratin
· AQM Trustees – Jeff Markovits
· Township Contacts
· Property issues – Mark Setman or designate from property committee
· Historic – Dave Miller
· Other ?
Interfaces with PMFS
· Meeting Members on School Committee – Barbara Hoekje, Sally Bishop, Jeff Markovitz, Ralph Henninger
· PMFS Quaker Life Committee:  Barbara Hoekje, Sally Bishop, Ralph Henninger
· Triad/Trustees: Matt Bradley, Jeff Markovitz, David Miller
· Property Committee: Mark Setman
· Graveyard: John Cardina, David Miller
· Treasurer/Bookkeeping: Linda White
· Insurance – Trustees – Linda White
Mail
· USPS Meeting House – Bonnie Miller – Mike Mrozinzki 
· Web mail: office@plymouthmeetingquakers.org – Vinent O’Grady
Other Responsibilities?
Clerking models
Clerking Modules for Consideration

One clerk
· Serves the Meeting for 1 to 3 years
· Has responsibility for clerking the Business Meeting
· With the recording clerk and committee clerks organize the agenda 
· Follows up with action items
· Is contact person for outside organizations – Yearly Meeting …..
Rotating Clerks - Current
· From a pool of clerks, a clerk for each Business Meeting is assigned. Rotates month to month
· With the meeting secretary, recording clerk and committee clerks organize the agenda
· Follow up with action items – meeting secretary
Clerking Team
· 2 to 4 people prepare the agenda for each Business Meeting
· 1 of the team clerks the Business Meeting for 2 -3 months rotations
· Clerking Team with the recording clerk and committee clerks organize the agenda
· follow up with action items
Other?
