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Bill Dodd
• Past Secretary-Treasurer
• Coeur d’Alene, ID L0710
• Consultant with GST

Tory Fatjo
• 12th District DFSR
• Broward County, FL Local 4321

TODAY’S TEAM



INTERNATIONAL ASSOCIATION OF FIRE FIGHTERS 4

Matthew Tomek
• Secretary-Treasurer
• Memphis Fire Fighters Local 1784

Matthew Petro
• Secretary-Treasurer
• Boone County IN Fire Fighters Local 5195

TODAY’S TEAM
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Frank Ramagnano
• IAFF AGST of GST Operations
• Toronto, ON Local 3888

Doug Stern
• IAFF Director of GST Operations
• Cincinnati, Ohio Local 48

Ryan Weber
• IAFF Comptroller

TODAY’S TEAM
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• Gain a better understanding of the primary duties and 
responsibilities of local union secretary.

• Learn about tactics and strategies that are used by successful 
secretaries

• Understand how to navigate the Local Dashboard at iaff.org.

LEARNING OBJECTIVES



INTERNATIONAL ASSOCIATION OF FIRE FIGHTERS 7



Secretary 
vs
Treasurer

8
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SECRETARY VS TREASURER

• Some overlap of duties.

• Many locals have a combination role of Secretary-Treasurer.

• Your local Constitution should outline the duties of each 
position.
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SECRETARY DUTIES

Custody of all 
documents Minutes Seal of the local 

Secretary

Correspondence
Maintain records Maintain Official 

List of Members 
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PRIMARY SECRETARY RESPONSIBILITIES

The primary responsibility for record 
keeping, roster management, and 
communications within the local rests 
with the local union secretary. 
The secretary performs their duties by 
recording the minutes, conducting 
correspondence, and by providing 
necessary information to fellow 
officers. 
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TREASURER DUTIES

Treasurer

Reports to Membership, 
Board, and IAFF

Audits

Investments
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PRIMARY TREASURER RESPONSIBILITIES
The primary responsibility for the 
financial health of the local rests with 
the local union treasurer. 
The treasurer collects all money due to 
the local, including member dues, pays 
all bills, including per capita, pays taxes, 
cares for the fiscal well-being of the 
local, and is responsible for filing all 
records and filing with appropriate 
government agencies. 
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WORDS WE USE MATTER

Dues = Per Capita or Investment in Union

THE Union = OUR Union
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MEMBER COMMUNICATIONS
Meetings: Treasurer’s Financial Report

Email: Regular Updates, Simple Updates, Asks

Texts: More Immediate Call to Action

Station Visits: Deeper Explanation, Answer Questions 

Newsletters: Simple Updates, Overviews

Website: Behind Log In, More Complex Information 
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RECORD KEEPING
What is a record? 

Why keep records? 

What to keep? 

How long should records be kept? 

Where should files be kept?
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WHAT IS A RECORD?
A record is any and all materials 
created, received or used for the 
official business of an organization. 

Records consist of all the materials that 
your local generates itself, including: 

• Meeting agendas and minutes
• Financial documents and reports
• Operational docs (labor – management)

What?
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WHY KEEP RECORDS?
Provides an accurate, unbiased record of the 
history of your local.

Accurate and appropriate records are a 
requirement of the IAFF, Federal laws, the Internal 
Revenue Service and is a good business practice.

When conducting a financial inspection or audit, 
often an accountant or the IRS will first request 
the Local Minutes Book. This is because the 
Minutes usually reflect both the ordinary and 
extraordinary financial activities or the local.

Why?
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WHAT TO KEEP? 

Good office management, as well as 
governmental requirements, calls for 
an adequate filing system to maintain a 
local’s records. 

There are several filing methods (i.e., 
alphabetically, by vendor, by month 
received).
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HOW LONG SHOULD RECORDS BE KEPT? 
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HOW LONG SHOULD RECORDS BE KEPT? 
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WHERE SHOULD FILES BE KEPT?
All records and information should be kept in one 
place – a personal residence is not recommended.

A file cabinet at the union office. 

Scanned and kept in secure online database. 

A copy of important document can be kept offsite. 

Permanently keep only those items required by law 
or union regulations. 

In other words, keep files with administrative, legal 
and historical value.

However you 
do it, make it 

consistent and 
transferable!
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LOCAL CONSTITUTION & BY-LAWS

IAFF Constitution & By-Laws

Article XIII – LOCAL UNIONS
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MINUTES AND MEETINGS

One of the most important functions of the 
secretary is keeping and maintaining the minutes 
of local union meetings, board meetings, and 
special meetings.

Every meeting involving your local should be 
planned in detail. The Union Meeting Agenda 
should be developed in collaboration with the 
Local Union President. Time allocation should be 
given serious attention when putting together 
any agenda for all meetings.
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WHAT DO MINUTES INCLUDE?
• Meeting Basics

Time, Date 
Location
Who Presided
Number of Members Present (Quorum or Not)

• Reports of Committees 
(entered by reference or attachment)

• All Motions Made
Submitted in Writing
Maker of Motion 
Seconder of Motion (Local Custom)

• All Rulings of the Chair
• Time of Adjournment
• Next Meeting (Date, Time, Location)
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MINUTES VS TRANSCRIPTS
MINUTES

WHAT WAS DONE

A summary account of what was done at a 
meeting. 

Use attachments for committee reports and 
financial documents

Concise and brief

Example: Member Jones spoke in favor of the 
motion. 

TRANSCRIPTS

WHAT WAS SAID

Word-for-word record of the meeting

Longer and more in-depth

Example: Member Jones said he believed the 
motion was needed to keep members safe, but 
the chief failed to do so. He also said that this 
was something that was a long-time in the 
making and that he was glad to see the local 
taking action. He said his entire station 
favored passing the motion.
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TIPS FOR WRITING MINUTES
• Use a Template
• Take Rough Notes During the Meeting
• Have a Back Up

Pen and paper if you use a computer to take minutes
• Accept Only Motions Made in Writing (consideration)

Read back all motions and have the maker verify
Retain the written motion as an attachment

• Use the Same Verb Tense Throughout the Minutes
Was/Is, said/says, reported/reports

• Use Clear, Concise, Impartial Language
• Edit Carefully Before Finalizing Minutes
• Distribute Final Version of Minutes in PDF
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MINUTES PRACTICE
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LOCAL MEETINGS – MATERIALS TO HAVE ON HAND
• Local Minutes Book 
• Committee Report Book 
• Local Union Constitution & By-Laws (with latest 

amendments) 
• IAFF Constitution & By-Laws 
• Robert’s Rules of Order or Atwood’s (IAFF By-

laws allows your local either option) 
• Manual of Common Procedures 
• Notebook to take rough minutes 
• Current Collective Bargaining Agreement (for 

those with a collective bargaining agreement) 
• Local’s policies and procedures 
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MEETINGS
• How often? 
• Where should they be held?
• What is the best time of day?
• How long should a meeting last?
• Who constructs the agenda, the board or the 

president?
• What sorts of things get included on the agenda?
• How to encourage attendance at general 

membership meetings?
• What about virtual attendance?

General Membership 
Meetings
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MEETINGS
• How long? 
• Who attends?
• Is virtual attendance advisable?
• Agendas and quorums. 
• Specifying the quorum in the constitution.
• Who votes? Do proxy votes count?
• Special meetings.
• Emergency meetings (less notice than special 

meetings).

Executive Board
Meetings
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PARLIAMENTARY PROCEDURE

All meetings 
are democratic. 

All members 
have an equal 
say and vote.

Decisions are 
made by the 
majority of
members.

Minority 
rights are 
protected.

Everyone has 
the right to 

free and fair 
debate.
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RULES FOR MEETINGS

Overview of Local Union Meetings

The following rules are to be used 
to conduct meetings: 

ROBERTS or ATWOODS
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DAY-TO-DAY RESPONSIBILITIES
What are some of the day-to-day responsibilities of being in 
your union officer position? 

The ability to effectively plan. 

Know your local’s constitution and by-laws. 

Keeping a calendar of events for the year. 

Establish a record-keeping system. 

Know the important dates – e.g., filing tax documents, 
negotiations, grievance deadlines, convention.



INTERNATIONAL ASSOCIATION OF FIRE FIGHTERS 35

• Best Practice
• Approved by Local Board
• Adopted by Membership
• Sets Expectations and Rules
• IN WRITING

• GST Office can assist and advise

POLICIES
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WHO CAN SEE YOUR EMAIL?

• DO NOT USE DEPARTMENT-ISSUED EMAIL
• USE YOUR OWN DOMAIN
• CREATE GMAIL OR OTHER SERVICE

• CONSIDER USING AN EMAIL SEPARATE FROM 
YOUR PERSONAL ACCOUNT

• SternFamily@gmail.com
• Local##.Secretary@gmail.com

mailto:SternFamily@gmail.com
mailto:SternFamily@gmail.com
mailto:Local##.Secretary@gmail.com
mailto:Local##.Secretary@gmail.com
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RESOURCES AT IAFF.ORG

www.iaff.org/secretary-
treasurer-resources/
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RESOURCES, MANUALS, & IMPORTANT DOCUMENTS
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IAFF MEMBERSHIP ROSTER

Updates to the Membership 
Roster are used for Per Capita 
Invoicing. 

It is also used for member 
mailings such as Fire Fighter 
Quarterly. 

Also gives members access to 
iaff.org.
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MEMBERSHIP DASHBOARD
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• Update Members and Officers
• Makes sure your members are IAFF members

• Eligible for IAFF programs and benefits
• Generates Per Capita Invoice

ROSTER UPDATES

• Can only be done by President, Secretary, 
Secretary-Treasurer

• Use the My Members tab
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ROSTER UPDATES



THANK YOU! 
ANY QUESTIONS? gstoffice@iaff.org
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• Submit your workshop and overall evaluations to be 
automatically entered in two drawings for a new iPad!

• Complete your evaluations using the IAFF app:
1. Download the IAFF app and sign in with your iaff.org username
2. Tap the 2026 Strive for Excellence Summit event image to enter 

the event’s dashboard
3. Tap “Sessions” and tap on the workshops you attended
4. Tap “Evaluation” and complete the evaluation
5. Tap “Submit”

For the event’s overall evaluation, follow steps 1 and 2, then tap 
“Event Evaluation” located in the event’s Dashboard.

EVALUATION AND WIN AN IPAD!
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