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Recording Secretary

Leadership Symposium 2023      
Edited from the same presentation given by Kim Kendall at the Leadership Symposium in 2022
Sample Minutes (based on a sample agenda)

Your Affiliation name and logo
COUNCIL OF CATHOLIC WOMEN

Date and location of Meeting

MINUTES

Voting members in attendance: (list names and office position if appropriate)

Non-voting members in attendance: (list names and office position if appropriate)

Guests in attendance:

Absent voting members: (list names and office position if appropriate)

Absent non-voting members: (list names and office position if appropriate)

I. Call to Order 

II. Opening Ceremonies

a. Opening Prayer 

b. Pledge of Allegiance to the Flag of the United States of America 

c. Welcome 

d. Silent Roll Call 

e. New Members 

III. Acceptance of Minutes 

IV. Reports of Officers and Commissions/Committee

a. Presidents Report 

b. Vice Presidents Report 

c. Treasurer’s Report 

d. Corresponding Secretary 

e. Deanery Report 

f. Commission/Commission Reports: 
i. Leadership Commission
ii. Legislative Advocacy Committee 
iii. Service Commission
iv. Spirituality Commission 
V. Committee Reports

a. Standing Committees as they pertain to your affiliation

b. Ad Hoc Committees as they pertain to your affiliation

VI. Unfinished Business: 
a. Business that was not completed at the previous meeting 

VII. New Business: 

a. Business to be discussed at this meeting that has not previously been discussed. 

VIII. Closing Prayer 

IX. Adjournment
Things to include in the minutes:

· Meeting name, location and date: Use the meeting agenda to create the minutes. Remember to replace “AGEND” with “MINUTES” at the top of the document. The minutes can be done on your affiliation letterhead. Indicate if the meeting is a board meeting or a general membership meeting. Make sure you record the time the meeting started and concluded. 
· Names of attendees: List attendance at the top of the minutes for board meetings and other smaller meetings. Include the names and offices of voting members, non-voting members and guests in attendance. Also, list the names and offices of voting and non-voting members who are not in attendance. Use sign in sheets for general membership meetings and attach the sign in sheet to the minutes.  The sign in sheet can be as simple as a sheet of notebook paper or a more formal sign in sheet where everyone’s name is listed and they just have to initial next to their name. Always include a sign in sheet just for guests and ask for their contact information.
· Call to order: Record the time that the meeting starts.

· Reports: Written reports are attached to the meeting minutes. State in the minutes that “the report is on file”. 
· Motions: Record motions as they occur. Bold or italicize or underline or otherwise notate motions so that they stand out. Include the first initial and last name of who introduced each motion. You do not have to include who seconded the motion, but make sure to use the precise wording of the motion. Provide a motion form (available on the ODCCW website) and encourage members to write their motion for the record. Record that discussion occurred, if discussion ensues, but do not transcribe discussions verbatim. Then indicate whether the motion was approved or not. Record the method of voting, especially if a written ballot is requested. Record the vote count or state that the motion was approved unanimously or by acclamation. If an agenda item is tabled -- not acted on during the meeting, but held over for a later time --, note who introduced the motion to table the item and that it was seconded and approved. There are cheat sheets on the ODCCW website to assist with how to handle motions. 
· Business from previous meeting: This is never recorded as “Old Business”. This is “Unfinished Business”. This is important to check on progress for action items from the last meeting.

· New Business: This is the business that is being conducted for the first time. Record ACTION ITEMS that may be generated by MOTIONS or discussion and assignments.

· Action items: These are usually items that are listed on the agenda. They are discussed in priority order. If there are any takeaways or further action items that come out of this discussion, make a point to bold the font or make it stand out so it’s easy to spot at a glance.
· Announcements: Record announcements and the dates of follow-up meetings and upcoming events.

· Adjournment: Record the time that the meeting is adjourned. Note that the Chair may call for a recess or break during a meeting. Note the time that a meeting is recessed when it occurs in the flow of the Minutes and note the time that the meeting is reconvened in the flow of the Minutes. Adjournment notes the end of a specific meeting.

Hints to help you take good minutes:

· Follow along with the meeting agenda. It will help you to record each discussed topic in order. Using an agenda helps keep the meeting from becoming disorganized and allows you to write an advance outline for the minutes. This saves time and makes it easier to fill in the blanks on each topic as it is discussed. 
· Keep discussion topics simple when compiling the minutes. Do not quote what each person said. Stick to a basic description of the topic and clearly state what decision or outcome was reached. There is no need to elaborate further in the minutes. Do not create a transcript of the meeting and never record emotional statements.
· Indicate in your minutes the agreed upon time, date and place of the next meeting.
· Be timely: Type the meeting minutes immediately. The more time that passes before minutes are typed, the more likely it is that you will forget something important that occurred. Some find it useful to have a tape recorder on during the meeting to have a record to check as needed when compiling the minutes. Make certain to ask the Chair to announce at the beginning of a meeting the use of any audio or video recording devices.  As soon as the meeting is over, take a few minutes to edit your notes. If you do it right away, the discussion during the meeting will still be fresh in your mind, and you’ll be able to recall what was said. If you wait too long after the meeting to edit your notes, you may forget certain elements. Edit any typos or spelling errors and ensure the sentences are coherent and succinct.

· Distribute a copy of the meeting minutes to all who attended. ODCCW bylaws state that you should send a copy of the minutes within 10 days of the meeting to the President and within 30 days to all members who attended the meeting. If someone was not invited to the meeting, but was asked to contribute an action item, forward the meeting minutes to that person, as well.

· Indicate whether a quorum is present. Not every meeting requires a quorum, or a minimum number of attendees to make the meeting valid. A quorum means the business decisions made during the meeting are valid and enforceable. Without a quorum, the business that requires a vote of the membership cannot be conducted.

· Jot down the name of each person who starts a topic and write down the most important details about the discussion.

· Eliminate excessive detail. Record what was decided, who will do the action, when it is due and how the organization will know when the action is completed. 
· After you complete your first draft, review the minutes then edit your minutes.  It is always helpful to have someone look over the minutes, typically the President. 
· Keep your minutes professional. Do not include your opinion, judgment or interpretation. Phrases such as "heated debate" and "excellent comment" have no place in professional meeting minutes.
· Never include motions that were withdrawn.
· Attach officer and committee reports to your completed minutes. 

· It’s best to use a consistent format every time.  It makes it easier for the members to read the minutes. It’s best to create a template for your minutes to make it easy to understand at a glance. The Sample Minutes template is included for your use. A footer that includes the name of the meeting, date and page #s may make archived records more user friendly for future readers.
· Don’t try to record every word that was spoken at the meeting. It’s more effective to write down key information as it pertains to the goals of the meeting and the goals of the organization. This also makes it easier for the readers to digest the information and act upon it.

· Use bullet points in favor of long or dense paragraphs. Break up large sentences into smaller ones where possible. This draws the eye down quickly so the content is easier to digest.

· Bold, underline or highlight important information that shouldn’t be missed, such as MOTIONS, ACTION ITEMS and deadlines. 
!!! Use the Right Tools for Taking Notes !!!
Taking minutes during a lively meeting can be stressful, especially if there is a lot going on. 
That’s why it’s critical to use a program with which you feel comfortable that has the features you need to make taking minutes easier.

Minute-taking program options include:

· Microsoft Word: This is commonly used in many businesses, with intuitive features for word processing.
Google Docs: In addition to word processing, this facilitates collaborative note taking.
Microsoft OneNote: Great for organizing notes, this program also enables users to integrate audio recordings and videos.
AgreeDo: This program gives users the ability to track their results alongside their meeting minutes.

Regardless of what you use to take meeting minutes, take some time to become familiar with all of its features before your meeting. This way, you won’t need to fiddle around with the program and risk missing important details in the discussion.
SUMMARY

Minutes are a detailed record of a meeting. The minutes record topics of conversation, actions needed and decisions made. Minutes ensure that there is an official record of the meeting, also documenting who was at a meeting and who was absent. 

Purpose of Meeting Minutes

· Provide a reference of all points that were made as a historical record

· Inform people who missed the meeting what took place

· Ensure projects are on track and remove roadblocks

· Assign action items to certain employees

· Establish next steps for projects

Motions:

Recording motions in meetings is an essential part of the process of managing any organization. The task can be tedious, but crucial. It is up to the secretary of the meeting to recognize that it is not important to record everything that was said, only what was done or decided at the meeting. Motions are especially important because they provide a firm foundation for later action, and even people who attended the meeting may need to go back and consult the minutes to remember exactly what they agreed to do. Record the motion precisely as it was stated. The motion may be presented in italics. Record the results of the vote. 
Note the major points made for each topic on the agenda. The minutes should note any decisions made or follow-up needed for each agenda item.
Supplemental information from

LEADERSHIP SYMPOSIUM

LAKE YALE BAPTIST ASSEMBLY, JULY 27-28, 2018

RECORDING/CORRESPONDING SECRETARY
The position of Recording Secretary is a very important position in an organization. Robert’s Rules lists the minimum officers necessary to conduct business as the president and the secretary. 

The Recording Secretary keeps the record of all proceedings of the organization’s meetings. These minutes are the legal record of the organization, a great deal depends upon the accuracy of the secretary. These minutes are maintained from year to year, to be used for reference whenever necessary. A printed copy of the minutes, stating the change of officers and each officer’s name and position should be taken to the bank by your treasurer and president to change the signature on the bank account. 

In the absence of the president and vice president, the secretary calls the meeting to order and 

presides until a president pro-tem is elected. 

IF THE SECRETARY IS ABSENT A PRO TEM SECRETARY MUST BE APPOINTED. 

THE FOLLOWING INFORMATION IS TAKEN FROM THE ODCCW MANUAL: 

ODCCW RECORDING SECRETARY

· Is responsible for the minutes of all meetings of the ODCCW Board and Convention 

· Shall send a copy of the minutes of all board meetings to the President within 10 days and to all members of the board within 30 days following such meetings. 

· She shall also perform other duties which evolve from her office. 

ODCCW CORRESPONDING SECRETARY

· Is appointed by the President from the qualified members of the Diocesan Board with the approval of the Diocesan Spiritual Advisor. 

· Conducts all correspondence requested by the Diocesan President. She sends notice to all ODCCW Board members of all board meetings, 1 month prior to the scheduled date. 

· Maintains a roster of the members of the members serving on the Diocesan Board. 

DUTIES OF THE DEANERY RECORDING SECRETARY:

· Is responsible for the minutes of all meetings 

· Shall send a copy of the minutes to the Deanery President and Deanery Spiritual Advisor within 2 weeks after the meeting and to the entire Board within 30 days. 

· She shall be responsible for the roll call. 

· She shall be the custodian of the permanent file of minutes during her term. 

· She shall also perform other duties which evolve from her office 

DUTIES OF THE DEANERY CORRESPONDING SECRETARY:

· Is appointed by the President from qualified members of the Deanery Board 

· Shall send out the Call to Meeting notice 

· Attend to correspondence as requested 

· Keep a correct list of all affiliation officers and Deanery Board Members 

· Shall be responsible for preparing and distributing rosters. 

· She shall send any changes in the roster immediately to the ODCCW Corresponding Secretary. 

DUTIES OF THE AFFILIATION RECORDING SECRETARY:

· Is responsible for the minutes of all meetings. 

· Shall send a copy of the minutes of all meetings to the President and Spiritual Advisor are pastor within 10 days 

· Shall be responsible for the roll call and shall be custodian of the permanent file of minutes during her term of office. 

· Shall deliver said files to her successor. 

· Shall perform other duties which evolve from her office. 

MINUTES 
You work for and with the President! 

Ask for her agenda and use this when taking your minutes. 

If your organization has a logo, include it in the header of your minutes. 

INCLUDE THE FOLLOWING IN THE HEADING: 

· The name of the organization 

· The type of meeting: board or general 

· The date with month, day, and year 

INCLUDE IN THE FIRST PART: 

· The name of the presiding officer and the time the meeting was called to order 

· Include names of those giving reports. They should give you a written report; if they do not, you must summarize the report without opinion, just facts. If you have a written report, you may state “Report on file”. 

MOTIONS

· Motions made and actions taken are official business and must be recorded. 
· Record in full all motions whether they pass or not. 

· You need not record the name of the person seconding the motion. 

· Record of the motion passed or failed. If a vote is taken, you may want to include the vote. 

The Secretary’s responsibility is to record the motion exactly as expressed in the minutes. Ask the presiding officer for the clarification if you have a problem getting it down; you may ask the person making the motion to write the motion down (see motion form). You need to record the name of the individual making the motion. Recording the discussion of the motion is not necessary, but state that a discussion followed and whether the motion passed or failed. 

Reports on File 
To the official minutes, attach the following: 

· Officers’ reports 

· Treasurer’s report, budgets, audits and other reports that are a matter of record 

· Commission and Committee Reports 

· Exhibits or handouts 

On an agenda, it is incorrect to say “Secretary’s Report”; the secretary does not give a report, she presents the minutes. The Secretary’s Minutes do not need to be read if they are distributed ahead of time. They can be approved as corrected or as presented; the president asks for corrections, not the secretary. The Treasurer’s Report is filed for audit. Other officers, commission and committee reports are reported as “on file”. Exhibits and handouts are not part of the official business and do not need to be listed. 

Mistakes 
Minutes should be read at the next meeting. If an error is found, it is corrected on the official copy immediately. The new minutes say “the minutes were approved as corrected.” 

When the meeting ends 
After all actions, note the meeting was adjourned at and specify the time. Type and sign your name as Recording Secretary. 

YOU DO NOT PUT ‘submitted by” or “respectfully submitted”. 

As soon after the meeting as possible the minutes should be transcribed, typed preferably. A copy is sent to the president to proof read and sent to your Spiritual Advisor or pastor and board members if so required by bylaws or president. 

Proper secretary minutes include only what was done at the meeting, not what was said. Opinions and discussions are not reported. 

The organization bylaws should state the duties and responsibilities of both the recording secretary and the corresponding secretary.
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