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Happy 2nd Trimester Secretaries! 

I am excited to tell you that the State Plan of Action is com-

pleted.  The copy for your chapter will be distributed by your 

District Director.  For those that did opt out, and don’t have a 

paper copy, you can it online!  Go to: mnwt.org, once you are on 

the MNWT site, go to the drop down box at the top of the web-

site (under contact and MNWT FOUNDATION). Choose State 

Publications, click Go. (Be sure to click go) The State Plan of 

Action should be the first PDF. Click that PDF and Wall-la! 

There you can print it off if you would like, or this is where you 

can reference the State Plan of Action. 

I am so grateful to all the chapters and individuals that submit-

ted a donation to the State Plan of Action. I appreciate your 

generosity and willingness to help print this valuable resource. 

Thank you! 

We continue to read the book,  “How to Get Unstuck—Breaking 

Free From Barriers to Your Productivity” by Matt Perman. Even 

if you missed our first discussion, you are welcome to join dur-

ing our discussion in December. We will be discussing sections 

2& 3, chapters, 7-15. The discussion date is scheduled on De-

cember 19th at 7pm. See the last page for more details! 

Debbi Benke, State Secretary 2018/2019 

Secretary Fall State CIP 

      2018-2019 
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    Amazing!  

Listed below are the 23 individuals/groups that donated to the State Plan of Action! 

District Directors                                                                Brenda Sather, State President                                                   Morris Women of Today 
State Program Managers                        Greenbush Women of Today                                                              St. Michael/Albertville WT 
Roseau Women of Today                      Jenise Teske, Priority Area SPM                                             Aitkin Women of Today 
Debbi Benke, Secretary                                Shelli Struzyk, COB                                                                                                      Madelia Women of Today 
Coon Rapids WT                                                              Melrose Area Women of Today                                                 Sauk Rapids WT 
Anoka Women of Today                               Brainerd Lakes Women of Today                                        Katie Castro, Exec. Director 
Monticello Women of Today             MNWT Foundation                                        Byron WT 
New Hope WT                            Burnsville WT 

 

 
THANK YOU! 

October is Domestic 

Violence Awareness 

Month  



FRUSTRATED? 
What do you do if there is a mistake in the meeting minutes? 

 

Someone in your meeting declares that something is incorrect in the meeting minutes. They state that the 

treasurer stated that there was $1,795.82 balance in the check book and the meeting minutes are printed out: 

$1,875.28...OOPS! It is a typographical error and No Worries! It can be fixed. THANKFULLY someone noticed the 

discrepancy so that it could be corrected!  (This is why attention to details and a written report is so important!) 

Follow these tips to correct errors: 

 Draw a line through each word (or number), phrase or sentence. 

 Include the date the correction was noted . 

 State the name of the person making the correction. 

 President and secretary should sign this correction 

 

Large corrections (an entire paragraph or section) should be typed on a separate page and stapled to the 

official minutes.  

Make a notation in the margin of the minutes that a correction appears on a certain page or at the end of 

said minutes when there is a separate page stapled to the back. 

1st Trimester Challenge Submissions 

Chapter and District Secretaries 

The following secretaries submitted their  

minutes for review to be eligible  for a chance 

to win a gift certificate drawing to the state 

store: 

Hutchinson Area Women of Today Secretary: 

Susan Noyes 

Aitkin Women of Today Secretary: 

Ashley Gustafson 

Fairmont Women of Today Secretary: 

Denise Lewison 

 

2nd Trimester Challenge: 

All chapters/districts submitting their 

chapter minutes in 2nd trimester will be 

eligible for a drawing for a state store gift 

certificate!  

Chapters/District who submitted 1st  

trimester minutes will be eligible again 

2nd trimester. 

2nd Trimester SUCCESS Presidential Bonus Points 

Submit a nomination for the Outstanding Young Adult, Outstanding Person with 
Developmental Challenges, or Lois M. Christian Women Who Impact Award (50 

pts) 

or 

Sell two (2) Books Raffle Tickets ($100) for the MNWT State Ways and Means 
Fundraiser (50 pts) 

or 

Sign at least 3 new members during 2nd trimester (50pts)   

or 

Have at least 2 members from your chapter attend the online webinar scheduled 
in October (25 pts) 

or 

Participate at the National level by having 25% of members certify in Health & 
Wellness or Personal Development; or hold a Domestic Violence event or train-

ing; or donate $25 to National Ways and Means (25 pts) 

Maximum 100 points 

 



A Guide for Writing Minutes 
Taking Meeting Minutes 
Taking minutes is a necessity of many organizational gatherings.  It is a final accurate record of what transpired at a meeting.  It 
does not have to be a difficult task.  The following article addresses some basic items to remember when taking minutes at a 
meeting.  

The meeting needs to be organized.  If a meeting is not structured or if it is disorganized, chances are the minutes will reflect this.  
Make sure that the Chairperson holding the meeting understands the fundamentals of what must occur.  This will be the first step 
in the whole process running smoothly.  

The secretary should not be a participant in the meeting.  In order to allow the secretary to pay the best attention possible, he or 
she should not be a participant in the meeting—only the taker of the minutes.  Their sole responsibility should be that of taking 
the minutes.  

The secretary should sit as close as possible to the supervising officer.  Having the secretary sit close by the Chairperson will 
make it easier for that person to clarify any points that might have been made.  

The secretary should have a list of all attendees at the meeting and a copy of the agenda.  The secretary should have a complete 
list of all attendees of the meeting.  If this is not possible, before the meeting begins, pass around a piece of paper for everyone to 
print his or her name on.  For the record, it should be noted if any of the attendees arrives late or leaves early.  

Have an agenda for the meeting ready and a copy of the minutes for the last meeting.  The secretary should have at her disposal 
the agenda for the meeting and a copy of the minutes for the last meeting.  All background information pertaining to the meeting 
should also be provided to the secretary.  They may need to refer back to this information during the meeting.  The whole process 
can flow much more smoothly if the secretary has some knowledge of the subjects to be discussed.  

Make sure the minutes reflect the “address” of the meeting.  The minutes should reflect the name of the meeting, the location, 
date, and time of the meeting as well.  An example of this would be, “MINUTES OF THE MEETING OF ABC COMPANY”, January 1, 
2000, Tucson, Arizona, the Hilton Hotel on Broadway Avenue, 8:00 am.  

Do not deviate from the agenda.  It is best to stick to the agenda as much as possible in order to keep all information on record.  
Do not allow any business to be discussed that is not on the agenda.  This will make for mass confusion.  

Use a tape recorder as a backup.  In case the secretary becomes distracted and misses something at the meeting, having a tape 
recording of the meeting can be of great value.  It can be replayed for the vital information that might have been overlooked.  

Record motions properly.  A motion is a formal suggestion made by an attendee at the meeting that has been seconded by  
another attendee, and then passed by a vote.  The secretary may need to restate a motion after a lengthy discussion.  It is there-
fore very important to record these motions exactly as they have been stated.  An example of how to document a motion is as 
follows: Moved, seconded, and carried that all members of the Board will receive a three percent cost of living raise.  Be sure to 
list the names of all attendees making and seconding any motions.  

Record every action taken.  The secretary should record every action taken, whether they seem trivial or not.  If there are any 
questions regarding importance, the secretary should speak to the supervising officer as soon as possible after the meeting.  

After the meeting has finished, the minutes must then be transcribed into the style that was previously followed.  This should 
be done as soon as possible.  There are three basic styles for minutes.  It is best to keep the minutes in the same style as they were 
recorded in the previous months meeting.  The following styles for minutes are:  

a. Report – this is a full record of all discussions that includes the names of all speakers, movers, and seconders of any 
motions, written in a narrative style.  

b. Minutes of Narration – these include some of the discussions that took place and important details.  This style of 
minutes is considered a legal document.  

c. Minutes of Resolution – these are limited to the recording of the actual words of all resolutions that were passed.  
Movers and seconders are not recorded.  Each resolution that is made commences RESOLVED THAT.  This style of 
minutes is also considered a legal document.  

One final tip would be to read the book Robert’s Rules of Order.  This is an excellent tool to assist anyone taking minutes.  It will 
help to familiarize you with the format for making, seconding and amending motions.   

Minute taking is a necessity for formal meetings, yet it doesn’t have to be difficult.  Use the tips listed above the next time you or 
someone else needs to take the minutes at a meeting.  Good luck!                                                                                                                                                                                                                                                                    
                                                                                                                                                                                                                                                                                                                                       Taken from 2017/18 Secretary Training Manual 



Thank you to those that attended the first Zoom Book Club that was held in August!  

There was some good discussion during the “How to Get Unstuck” book discussion. If you do not have the book and 

would like to join, feel free in doing so! Here is some information of what we will be discussing and the next book discus-

sion dates: 

 

Trimester 2 - Part 2: Personal Leadership: The Compass  

(chapters 7-10)  

Vision is essential to providing the motivation and direction to get unstuck. It ignites passion, connects  

purpose , gives direction...Preparation is central to effectiveness  

Trimester 2 - Part 3: Personal Management: The Clock 

(chapters 11-15) 

Time is inelastic, perishable, and irreplaceable. The key is to start with your time. When you start with your time, you can 

contain your tasks to the most essential and not constantly be overwhelmed and behind. 

Zoom Book Club: Wednesday, December 19th at 7pm 

 

Trimester 3 - Part 4: Special Obstacles: The Laser 

(chapters 16-21) 

5 Simple principles using an acronym on how to organize things effectively:  

PLACE - Purge, Like with like, Access, Contain and Evaluate. 

Zoom Book Club: Wednesday, December 17th at 7pm 

BOOK CLUB 

Congratulations to the 12 district and chapter secretaries  

who submitted their Fast Starts!  

Thank you for taking the time out of your busy schedule to  obtain all the 

requirements needed to obtain the Fast Start. This should help you with 

working with your chapter president, and also make you feel more confident 

attending other chapters’ meetings and/or events. Sometimes we won’t go 

and do that on our own, we need a little coaxing, and that’s okay!  How do 

we cultivate friendships? By going to the person, face to face usually and 

spending time with them. That is how we cultivate friendships with other 

chapters as well. Going and visiting their chapter. Well done and Thank You! 

Shellie Lemmerman - District 4 Director 

Ginny Avenson - District 1 Director for Thief River Falls Chapter 

Beth Clifford - Coon Rapids WT 

Brenda Nommenson - St. James WT 

Heidi Fischer - Greenbush WT 

Nancee Wiskus - Anoka WT 

Sarah Frisch - Staples-Motley WT 

Wendy Homyak - Champlin WT 

Rachel Sautter - Savage WT 

Shellie Mathes - White Bear Lake WT 

Sharon Scholl - Monticello WT 

Carla Hanson - Maple Grove WT 


