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   Lioness
   Secretary


Lioness Club Secretary
Major Duties:
· Attends all Board of Directors and Club meetings.
· Records all proceedings from Board of Directors and Club meetings.  Make certain that the minutes contain all necessary information and carefully document the deliberations that were conducted.  Distributes minutes of the meetings to members as requested by the Club President.
· Maintains a roster of all club members
· Maintains a current membership activity record for each member of the club.
· Records attendance at all meetings
· Send dues statement to each club member.  Collects dues and other monies for recording purposes.  Forwards money to the club treasurer.
· Signs all membership cards.  Indicates the period for which dues have been paid.  Distributes cards to members.
· Orders awards for eligible Lionesses.
· Handles club correspondence when asked.
· Completes and returns the Lioness Club’s Monthly Projects and Activities Reports (Form LC-01)
· Trains the succeeding secretary.  Transfers all books, documents, and other club property to the successor.
What the Minutes Should Contain
Minutes are the legal recording of the actions of the assembly.  They should contain mainly a record of what was DONE at the meeting and not what was SAID by the members.  The minutes should never reflect the secretary’s opinion, favorable or otherwise, on anything said or done.

The AGENDA, which is prepared by the presiding officer and the secretary, is indispensable in the conduct of the recording of the meeting.

TAPING VS NOTE-TAKING
It is extremely advisable not to depend solely on a mechanical recorder.  The professional secretary does both – shorthand (or speedwriting) and the mechanical recorder.  In large assemblies, a steno/typist is often employed to assist the recording secretary.
The minutes of a meeting begin and end with a fairly standard opening and closing.  A streamlined opening paragraph indicates:


1.
The kind of meeting (regular, special or adjourned)


2.
The name of the organization


3.
The date, time and place of the meeting

4.
The fact that the regular presiding officer and secretary were present or, in their absence, the names of the persons who substituted for them.

NOTE:  IN THE ABSENCEOF THE PRESIDENT AND VICE PRESIDENT(S), THE SECRETARY WILL CALL THE MEETING TO ORDER AND CONDUCT THE ELECTION OF CHAIRMAN PRO-TEM WHICH SHOULD TAKE PLACE IMMEDIATELY.

A SECRETARY PRO-EM MAY BE APPOINTED BY THE PRESIDENT AND APPROVED BY THE ASSEMBLY; E.C., “IF THERE IS NOT OBJECTION, JANE DOE WILL ACT AS RECORDING SECRETARY FOR THIS MEETING”.

5.
Mention should also be to determine the presence of a quorum (necessary to conduct a legal meeting).


Ex:  The regular monthly meeting of the ABC Lioness group was called to order at 7pm on November 14, 20--, at the Community building, the president and secretary were present and there was a quorum

Ex:  The meeting adjourned at 9:15 pm
NOTE:  THE ONLY ACTIONS WHICH CAN BE TAKEN IN THE ABSENCE OF A QUORUM IS:

a) Fix the time for an adjourned meeting

b) Adjourn the meeting


Any emergency action taken without a quorum present must be ratified at the next meeting.

MINUTES
State whether the minutes of the previous meeting were approved as published.  If the minutes were dispensed with, they must be read at the next regular meeting.  (Published minutes are almost never read at the meeting).

NOTE:  Minutes may be corrected at any time, even years after they have been approved, even by a member who was not present at the time the action was taken, by means of the motion to “amend something previously adopted”.  This requires a 2/3 vote, or majority with notice, or a majority vote of the entire membership, or unanimous consent.

Corrections should be inserted in the margin with a very carefully drawn line around or through the subject matter corrected, date of correction and the secretary’s initials.

Rescind and Expunge for the Minutes: 

On extremely rare occasions when it is desired to not only rescind action, but also express the strongest disapproval, a member may move to “rescind and expunge” from the minutes (or the record).  Adoption of this motion requires an affirmative vote of a majority of the entire membership and may be inadvisable unless the support is even greater.  If such a motion is adopted, the secretary, in the presence of the assembly, draws a single line through or around the offending words in the minutes and writes across them the works: “RESCINDED AND ORDERED EXPUNGED”, with the date and his signature.  In the recorded minutes, the words that are expunged must not be blotted or cut out so that they cannot be read since this would make it impossible to verify whether more was expunged than ordered.  If the minutes are published, the expunged material is omitted.

Rather an expunging, it is usually better to rescind the previous action and then, if advisable, to adopt a resolution condemning the action with has been rescinded.

Treasurer’s Report
Usually a very brief report:  e.g., “The treasurer’s report indicated a balance of $1000.00 as of November 14.  The report was placed on file”.

It depends on the organization how detailed a report must be given at the regular meetings and whether or not the figures reported are recorded in the minutes, determined by the assembly.  A copy of the report should be attached to the official copy of the minutes even though not published.
Reports 

Officers, Board of Directors, Executive Committee, Standing Committees and Special Committees.  (The presiding officer should not call for a report unless advised before the meeting that one has to be given.)

When minutes are published, reports of committees should be published exactly a submitted and the minutes should show what action the assembly took in regard to them.

Documents not technically a part of the minutes (committee reports, budget, correspondence, etc.) can be appended to the minutes as exhibits.  They are clearly labeled (Exhibit A, etc.) and marked with the date of the minutes to which they are attached.

Unfinished Business
The secretary and presiding officer are responsible for knowing what business is unfinished. The chair does not ask this question of the assembly.

Unfinished business refers to questions that have come over from the previous meeting as a result of that meeting having been adjourned without completing its order of business such as:

a. Pending questions

b. Any questions which were unfinished at the previous meeting but were not reached before the adjournment of the last meeting

c. Any questions which were postponed from the last meeting.

New Business
Business is brought before an assembly by the “motion of a member, or the motion may follow upon the presentation of a report, letter, etc.

All main motions (except those withdrawn) exactly as stated by the chair, points of order and appeals whether sustained or lost, should be included in the minutes.  The secretary can request to have the motion in writing.

All other motions that were not lost or withdrawn are noted.

Generally, the name of the maker of a main motion, but not the seconded, is included.

Instructions implementing approved procedures are also noted.

Announcements
Dates, events, news items, anything not requiring the action of the assembly, fall into this category.


NOTE:  Correspondence requiring action comes under new business.  “Other” could 
come up under announcements.  Depending on the size of the organization, it would be 
handled by the corresponding secretary, the secretary, or the presiding officer.

Adjournment
Usually the hour of adjournment is given for a business meeting (ex:  the meeting adjourned at 9:30).  If a member moves “that the meeting be adjourned”, the member’s name is recorded…”on motion by Mrs. K., the meeting adjourned at…”.

The minutes should be assigned:  Jane Doe Secretary

· Published minutes should always be signed by both the president and the Secretary

· “Respectfully submitted” is no longer used.

· If an election takes place, include a full report of all votes cast as shown by the tellers’ report.

When motion is adopted not to reveal tellers’ count, the full report is not published but is attached to the secretary’s file copy (see Robert’s Rules of Order 1981 page 352)
· The question is always on approving the minutes, not the secretary’s report. The minutes are not the secretary’s report, but the factual record of what was done.
Approving minutes is usually done by general consent:  “are there any corrections to the minutes?  There being none, the minutes stand approved as read” or, “the minutes stand approved as corrected”.

· Any member has the right to examine the minutes of the society at a reasonable time and place at the convenience of the secretary.
· Minutes of board meetings are accessible only to members of the board or unless the board grants permission to a member of the society, or by a 2/3 vote of the society (or majority if previous note is given).
· Captioning the minutes for lengthy meetings is helpful in retrieving information easily at a later date.  
· When a count has been ordered or the vote is by ballot, the number of votes on each side should be entered; and when the voting is by roll call, the names of those voting on each side and those answering “present” should be recorded.
· The name of a guest speaker can be given but no effort should be made to summarize his remarks in the minutes of the business meeting.
· The minutes of a secret meeting, as for the trial of a member, should not be read at a meeting open to the public
· A member may request that his vote on a motion be recorded in the minutes and if there is no objection, the presiding officer directs the secretary to make this entry.  If there is an objection, a majority vote of the assembly will order the vote recorded.
TIPS:  White up minutes as soon as possible after the meeting.  When in doubt, insist on having motions in writing.  Include only facts – actions taken, not what was said.  Caption minutes using the same format to facilitate any necessary research.  Leave blank margins on both sides of the page so that corrections may be noted in proper sequence.  Attach to minutes as exhibits all reports of the treasurer, other officers and committee reports that should be a matter of record.  Remember…a secretary is a record keeper, not a commentary.
Note:  all information obtained from “Roberts Rules of Order”.  Some items are of necessity in brief form in this presentation, but all can be found in the publication.
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WISCONSIN LIONESS 


100% SECRETARY’S AWARD CRITERIA


The following criteria must be met for a Lioness Secretary to be eligible for this award.

· The Lioness Club must have no past due balances owed to the State Advisory Committee or the District as of March 1st.

· All Monthly Project and Activity Reports must be files on time with the District President or Associate on the official form (LC-01).

· Elections must be held by April 15th and the new officers must be reported within
30 days to the District President or Associate on the official form (LC-02).

· Orders and applications for club awards must be submitted on time.

· Minutes of Club and Board of Director meetings must be recorded and retained for club use.

· The Secretary must attend District Officer Training and one other District or State function of their choice, such as an Area meeting, District Convention or State Convention.  

· The Secretary must be recommended for this award by the Club President.  

· Application for this award must be submitted to the District President or Associate no later than July 15th.

· Any of these above rules may be waived by the District President or Associate if advised of conditions which exist beyond the control of the Secretary.

I certify the Lioness Secretary                 of the                 Lioness Club has complied with the above requirements and is entitled to the 100% Secretary Award.

DATE: 



 








CLUB PRESIDENT

Approval of the Affiliate/Associate President

DATE: 












AFFILIATE/ASSOCIATE PRESIDENT
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