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Hello all you fabulous Minnesota Women of Today members!  I am excited to be serving as your 

2022-2023 state secretary. I am a widow with two daughters and a son, three grandsons, one 

granddaughter, one great granddaughter and one great grandson. I live with two cats, Sonny and 

Bella, near Rochester, but have a farm north of Alexandria that I visit often. I’ve served as 

Minnesota’s state secretary twice before and as the USWT secretary three times, so I’m pretty 

knowledgeable about a secretary’s duties and will do my best to do a good job! 

One of my responsibilities is to get the State Plan of Action (POA) updated, printed, distributed 

and paid for by August 1st.  In order to meet this goal, I need YOUR help.  First, please check with 

your chapter president to ensure she has sent in the Chapter Officer Sheet.  This is needed in 

order to have the chapter mailing address, president, and state delegate listed in the State POA.  

This can be filled out and sent online from the MNWT website or it can be mailed to the Chapter 

Service Center. 

I also need to get donations from chapters, districts, individuals, and businesses to help pay for 

the State POA.  A donation made prior to July 4th will ensure the donor’s name will be published 

on the first page of the State POA. Any chapter, district, or individual who makes a donation of at 

least $25 to the State POA in first trimester will have their name put in a drawing for a gift basket 

at Fall State convention.   

Another one of my goals is to have at least 30 chapters/districts send me their meeting minutes 

to critique.  I want to help you ensure your meeting minutes are clear and concise.  I promise 

NOT to criticize, but to give helpful suggestions or to just let you know that your meeting minutes 

are easy to read and understand.  Please email your meeting minutes to me at the above address 

for review.  Each secretary that sends me their meeting minutes will receive a small token of 

thanks from me at Fall State convention. 

Another reason to have clear and concise meeting minutes is to assist whoever compiles the 

chapter Success submissions each trimester.  Having information on completed projects in your 

meeting minutes will make it much easier to get those Success points! 

I am looking forward to this coming year as your state secretary and to meeting many of you at 

Women of Today functions.  Please let me know if you have any questions or if I can help you in 

any way.  Call or email me.  I’d love to hear from you!! 

JoAnn 

 

Local Secretary’s Responsibilities – page 2  Minutes and Motions – page 2 

Helpful Hints to Useful Minutes – page 3  Calendar – page 3 

Secretary Fast Start – page 4    Be the Best of Whatever You Are – page 4 
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LOCAL SECRETARY’S RESPONSIBILITIES 

 

1. Take attendance for each board and general membership meeting. 

2. Maintain records for the permanent files. 

3. Maintain and distribute a directory of members to the chapter. 

4. Take minutes at each board and general membership meeting. 

5. Print the minutes in chapter/district newsletter if possible.  Otherwise, provide 

copies at meetings for approval. 

6. Provide motion slips at each meeting. 

7. Verify voting eligibility when necessary. 

8. Take care of outside correspondence. 

9. If you do not have a NEWSLET Local Program Manager (LPM), publish and 

distribute the chapter newsletter – or delegate this to another member. 

10. Assist the president when requested and able. 

Minutes and Motions 

 
There is no area in the minutes where accuracy is more important than in the recording of motions. 

Motions should always be recorded in their exact wording. (Use motions slips to assist you with this) 

  

It is not necessary to record discussions that took place prior to the passing or defeat of a motion. Get 

into the habit of bringing up new projects or business in the form of a motion. Once the motion has been 

seconded, THEN it can be discussed. In your minutes you simply state the motion, second and whether it 

passed or was defeated. 

  

EXAMPLES: 

M/S/P (Smith/Doe) “I move that the Anytown Women of Today sponsor a candidates debate.” 

(This motion was made by Ms Smith, seconded by Ms Doe and passed by the membership) 

M/S/D (Smith/Doe) “I move that the Anytown Women of Today sponsor a wet t-shirt contest.” 

(This motion was made by Ms Smith, seconded by Ms Doe and defeated by the membership) 

M/S/A/P (Smith/Doe) “I move that the Anytown Women of Today hold a fundraiser” amended “with 

proceeds going to the March of Dimes Foundation.” 

(This motion was made by Ms Smith, seconded by Ms Doe, amended and passed by the membership) 

M/S/A/D (Smith/Doe) “I move that the Anytown Women of Today host a comedy show” amended “at 

Comedy Central”. 

(This motion was made by Ms Smith, seconded by Ms Doe and defeated by the membership) 

  

There could be rare instances where the efforts at thoroughness could work against you in the 

recording of motions. For example: 

M/S/P (Smith/Doe) ‘I move to hold a car wash for Kidney Disease on Saturday, November 13”. 

If in this case the committee was unable to find a location to hold the car wash on the date mentioned, 

some further parliamentary action would be required at subsequent meetings since the date was 

included in the original motion.  

A good rule is to only move the basic facts and leave the details to the committee. 
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Helpful Hints to Having Useful Minutes 
 

1. Type your minutes as soon as possible.  You will be 

surprised how quickly we forget what our scribbles 

really mean. 

2. Ask for written reports! 

3. Make sure your minutes answer who, what, where, 

when and why.   

4. Be brief and concise.  Minutes should record decisions 

made and actions taken – not what is said. 

5. Record events in the past tense. 

6. Publish your minutes in your chapter/district newsletter. 

7. Side margins should be wide enough to allow room for 

corrections. 

8. When changes are made to the minutes, they are 

recorded in the margins next to the incorrect item. 

9. It is not necessary to make a motion to accept the 

minutes. Minutes are approved by the membership, 

either as written or with noted corrections/additions. 

10. Minutes should contain: 

a. Name, date, place and type of meeting 

b. Time convened and adjourned 

c. Attendance list 

d. Whether a quorum is present.  Refer to your 

bylaws for what constitutes a quorum. 

e. Treasurer’s report of account balances 

f. Action taken on items of business 

g. Information on projects such as date, 

programming area, number of members 

participating, dollars raised and to whom 

donated, and service hours. 

11. If the membership does not want something in the 

minutes, there are two ways to do this: 

a. A member can move “to enter into a committee 

of the whole” until the particular item is through 

being discussed. 

b. A member can move “to strike from the minutes 

an item that was already discussed.” 

12. Remember minutes are factual recordings of any action 

taken. Be certain that you listen closely and are clear on 

what was discussed. 

13. Use motion slips to help with the accuracy of minutes.   

See the MNWT 
President’s 
Chapter 
Information 
Packet (CIP) for 
this trimester’s 
Bonus SUCCESS 
Point 
information. 

Calendar 

July 1  Founder’s Day 

July 15 Fast Start Due 

July 15 Early Bird Due 

July 16 Committee  

  Meetings 

Aug 2  National Night 

  Out 

Aug 7  Friendship Day 

Aug 15 Renewals Due  

  Postmarked 

Aug 27 Day at the  

  Diamond 

Sept 23-25 Fall State Con- 

  vention, Baxter 

 
Please consult the MNWT official 

calendar at www.mnwt.org, under 

Events to ensure that other key dates 

are not missed. 

 

 

http://www.mnwt.org/
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SECRETARY FAST START 

This can be found on the MNWT website (www.mnwt.org) on the 

secretary’s page. It can be downloaded there or filled out online. If you 

fill it out online, please be sure to send your verifications to me at 

secretary@mnwt.org.  

ALL VERIFICATION IS TO BE SENT TO STATE SECRETARY BY JULY 15. 

 Copies of all information that verifies completion must be included. All items must 

be DATED.  

1. Attend LOTS or district orientation. Date Attended________________  

2. Write a brief letter of introduction and share your goals and ideas for the year. 

Send your letter to the State Secretary and your chapter president.  

3. List three (3) responsibilities that you have as secretary in your chapter or 

district.  

4. Send a copy of your May or June general or board meeting minutes to the State 

Secretary. 

 

Be The Best Of Whatever You Are 

By Douglas Malloch 

If you can't be a pine on the top of the hill, 

  Be a scrub in the valley — but be 

The best little scrub by the side of the rill; 

  Be a bush if you can't be a tree. 

 

If you can't be a bush be a bit of the grass, 

  And some highway happier make; 

If you can't be a muskie then just be a bass — 

  But the liveliest bass in the lake! 

 

We can't all be captains, we've got to be crew, 

  There's something for all of us here, 

There's big work to do, and there's lesser to do, 

  And the task you must do is the near. 

 

If you can't be a highway then just be a trail, 

  If you can't be the sun be a star; 

It isn't by size that you win or you fail — 

  Be the best of whatever you are! 

 
 

Source: https://www.familyfriendpoems.com/poem/be-the-
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