
Local Officer Training
Welcome to all Alabama Local Chapter Officers 



Corresponding Secretary
Adapted from the HUB



Training Overview



Three Key Areas

1
Tools 
and 
Tips

2
Membership 

Records

3
Report of 
Elections



Officer Transition Meeting

Constitution
 Part III, ARTICLE V, Sec. 5 

 Instructions to Officers of Local 
Chapters (IOLC)

S/P/D Chapter Bylaws

P.E.O. Hub

Tools1



 Corresponding Secretary’s Monthly Report to Chapter

 The report of correspondence sent (including reports submitted online) is 
given only at the first regular meeting of the month.

 Reading correspondence received

 Correspondence received is read or reviewed at every regular meeting.

 State the name of the sender before reading the message. 

 Electronic correspondence received may be distributed prior to the meeting 
and referenced in your report.

 Actionable correspondence is provided to president.

 If no correspondence was sent/received, the report is “No 
correspondence was sent/received.”

Tips1

(continued on next 

slide)



 Reading notification of transfer out

 Note the date of the member’s transfer within your chapter records.

Tips1

(continued on next 

slide)



Chapter receives 
reinstatement letter 

and fee

Corresponding 
secretary reports 
reinstatement as 
date letter/fee 

received by chapter

Corresponding 
secretary reads 

reinstatement letter 
at chapter meeting

Chapter receives 
letter accepting 

invitation to transfer 
indicating 

reinstatement and 
reinstatement fee

Corresponding 
secretary reads letter 
at chapter meeting

Corresponding 
secretary reports 
reinstatement and 

transfer date as date 
of meeting

Tips1
 Reinstatement

• Reinstatement and Transfer



Tips1



Tips1
Seeking a Transfer screen snapshot



Tips1

Note: the corresponding secretary no longer needs to complete any other form to notify 
International Chapter of the transfer of this member.

Seeking a Transfer screen snapshot



Membership Roster on the P.E.O. Hub

Chapter Membership History (CMH)

Active/Inactive Chapter Members report 
on the P.E.O. Hub

Membership Records2
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 CMH

 Historical record of membership

 General Enrollment Book

 Kept for the life of the chapter

Membership Records2

(continued on next 
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 Active/Inactive Chapter Members

Printable spreadsheet of current members

 Final Roster Report

Lists active and inactive members 

Can print after chapter’s Annual Report has 
been approved

Membership Records2



Annual Reports3
Review and update of the Membership Roster

Receive annual email from International Chapter

• Between January 1 and February 24

Verify the membership record for the chapter is 
correct

Membership Roster

(continued on next 

slide)



1. Membership Roster

2. Report of Election of Officers of Local Chapters

3. Local Chapter Report of Project Chairs

4. Report State Convention – Delegate(s) and 
Alternate(s)

5. International Convention – Nominee for Delegate 
(select chapters in odd-numbered years only)

3 Annual Duties



1. Tools and tips for fulfilling your responsibilities 

Most of the instructional materials and forms you 
need to fulfill your duties are available on the P.E.O. 
Hub.

Become familiar with information regarding 
corresponding secretary duties provided in the 
Constitution, IOLC and your s/p/d bylaws and 
standing rules.

Review

(continued on next 

slide)



2. Membership records

Membership records are vital for corresponding secretaries. It is 
essential that membership activity be reported timely on the 
P.E.O. Hub.

Become familiar with, and learn the differences between, the 
CMH and Membership Roster records.

The accuracy of your chapter’s membership records depends on 
your efficient management of these records.

Review

(continued on next 

slide)



3. Review and report

Annually review chapter membership as directed 
by International Chapter. 

The election of officers, delegate and alternate to 
conventions and the appointment of project 
chairs are reported online by you or your 
chapter’s technology contact.

Review
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