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To: Diocesan Recording Secretaries 

From: Carol Richer, Ontario Provincial Recording Secretary 

cc: Diocesan Presidents, Provincial Officers, National Recording Secretary 

******************************************************************************

"Let us not become so wrapped up in the task we are trying to achieve that we forget that life is about the people and relationships that God has put around us"  (author unknown)
By now, those Recording Secretaries who began their term last spring and summer should be starting to feel a bit more comfortable in this position, but let me assure you, the learning curve will likely continue for the full two year term!  And that is certainly not meant to intimidate you!

There will be times when we feel that we are caught in a virtual storm of outside activities, and wonder if we will ever be able to get the job done.  That's when we should stop and reflect on the quote above ... put things in perspective, and remind ourselves who it is we are trying to serve, and ask for His help.  Don't be surprised at the results, because prayer will always see us through. 

Councils may assign differing duties to the secretarial position -- some councils will have both a recording secretary and a corresponding secretary, while other councils may have one person filling both roles.  The Handbook for Secretaries deals with the two positions separately. 

Article XI, Section 4 of the Constitution and Bylaws of the League outlines the duties of the recording secretary.  First and foremost is the recording and retaining of minutes of all meetings. 

Simple as that sounds, it has been known to strike fear into the hearts of some of the strongest women I know!  There is a fear of missing something, forgetting what was said, who said it, making spelling or grammatical errors... the list goes on.  Why are we so frightened?  No one expects perfection from any of us.  We all do the best we can, and ask our sisters for help when we need it.  And we do have excellent resources available to us.  The Handbook for Secretaries is a gold mine of information.  All we have to do is use it.    

The best place to start when taking minutes is with the agenda, which can be prepared by the president, or by the two of you in consultation.  Remember, minutes are a legal record of what is done at a meeting, not what is said.  A sample agenda can be found on page 7 of the Handbook for Secretaries.  On page 10 you will find sample minutes.  As you can see, the minutes are facts, and not a lot of detail.  Standing committee reports are encouraged, and a copy of each should be attached to the official minutes.  This also applies to special committee reports.  This eliminates the need for a lot of detail in the minutes, as the reports should contain all important information.

Approval of minutes is discussed on page 9 of the Handbook for Secretaries.  Official copies of all minutes should be kept in a binder, and must be signed by both the president and secretary following approval.  It is a good idea to have the president initial each page of the minutes, and in particular any changes made prior to approval.  

Recording all motions in a motions book simplifies things when trying to research past motions. It eliminates the need to read through page after page of minutes, trying to find a particular motion.  Motions are, however, noted in all minutes, as they occur. 

I encourage all of you to obtain a copy of the Handbook for Secretaries, which can be downloaded from the national Website if you have not already done so.  Other resource materials which you might find helpful include the Constitution and Bylaws, the National Manual of Policy and Procedure, and Robert’s Rules of Order, Newly Revised 10th edition.  

Occasionally review the role of the recording secretary, as found on page 5 of the handbook. 

Don't hesitate to contact me if you have any questions regarding any of our duties and responsibilities.  If I don't have the answer,  I will certainly find out for you.  That way, I, too,  will continue to learn!

Because I feel that it is so fitting to our position, I repeat the biblical quote I used in my first directive ~~ “So let us not become tired of doing good; for if we do not give up, the time will come when we will reap the harvest” (Gal.6-9)

Recording secretaries, have the awesome privilege of recording the history of our council through the minutes that will become part of the council’s archives.  And it truly is a privilege. Think of it as creating historical documents! In years to come, others will reap the benefits of our efforts.

May Our Lady of Good Counsel continue to  guide and bless you. 

Your sister in the League, 

Carol
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