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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: 

 

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. 

 

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 made and actions taken are official business and must be recorded.   

 

 



MOTIONS 

 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 the secretary. 


