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Greetings District & Local Secretaries! 

I am privileged to be serving as your State Secretary this year! We are  

going to learn so much together! As secretaries we have a very important 

role! It is our job to safeguard permanent records, also known as legal 

documents, for our chapter or district! There is some more information 

regarding secretaries on page 2. I encourage you to read that over so you 

become familiar with the secretary role that you have been chosen for! 

As your State Secretary, I hold various jobs and one of them is to send out 

the Chapter Mailing. This mailing will be sent out to chapter email  

addresses instead of being snail mailed to you! How exciting! If you do not 

have access to your chapter’s email address, be sure the person  

responsible for the email forwards you a copy so that you have that in your 

possession. It keeps chapters informed of what’s happening on the state 

level. The minutes of the executive council and business meetings are  

included in these mailings. It would be great to share this with your  

chapter membership. 

The other job I have is to put the State Plan of Action together, get it 

printed and mail out to chapters that did not choose to “go green”. 

This book - the State Plan of Action (POA), is full of information that is so 

beneficial for your chapters! Included in it is new member and officer  

installation ceremonies, a new member orientation that you can customize 

for your own chapter, extension information, committee information, state 

calendar, histories, bylaws, policies and so much more!   I am seeking  

donations from chapters, districts, individuals and businesses to help pay 

for the State POA. A donation made prior to July 4th will ensure that the 

donor’s name will be published on the first page of the State POA.  

A donation of $50 will earn a chapter 50 bonus points for SUCCESS.  

Also - if you decide to donate, whether you are a chapter, business, district 

or individual, your name will be entered into a drawing for a gift basket at 

Fall State Convention! 

I am excited to offer a book for personal growth. This book is “How to Get 

Unstuck—Breaking Free From Barriers to Your Productivity” by Matt  

Perman. Check out the back page for more information and to sign up for 

the book discussion! 

 

Debbi Benke, State Secretary 2018/2019 
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What Is A Secretary? 
 

Secretary, according to Women of Today, is a member who is elected to record minutes of all business meetings 

within their respective organization, to keep a permanent file of these minutes, and to perform any other duties 

requested by the supervising officer. 

1. Take minutes at all chapter and board meetings 

2. Type all minutes for the permanent files 

3. Take Roll Call 

4. Distribute minutes to members to be reviewed and approved as printed 

5. Make any additions or corrections to the minutes as made by membership 

6. Train the successor on duties and responsibilities at the end of the term of office 

7. Other possible Women of Today duties: 

a. Maintain a current roster of members and addresses 

b. Take care of all correspondence 

The secretary is responsible for the minutes of an organization, both the membership and the executive board 

meetings.  Minutes are a written record of the meetings.  Accurate minutes are of vital importance, as they  

constitute the permanent record of proposals, decisions, and reports of the members and the executive board.   

Minutes are the legal record of the meetings of an organization and may be subpoenaed.  Minutes should be  

written as concisely as possible. 

Minutes are a factual recording of action that is taken.  They are an official record of a meeting, and an 

unbiased account of the proceedings.  Record decisions made and action taken, not what is said; it should be a 

straight-to-the-point record of the meeting.  Minutes are also used to refresh the recollection of members on  

points-of-fact.  In the case of future controversies, the chapter has an interpretation of actions approved by the 

meeting body.  Minutes should be concise - everything unnecessary has been removed, they are brief but full of 

meaning; and thorough - being all that is needed, doing all that is needed for future reference. 

There is only one reason for keeping minutes: somewhere there must be written down for the permanent 

record, an accurate account of the action taken in meetings assembled.  Sometimes secretaries err on the side of 

brevity.  In other words, sometimes we tend to write too little rather than the decisions that were made and the 

action that was taken - being too concise.  You are a historian of the chapter providing a vital link between the  

past and future. 

1st Trimester Challenges 
Chapter and District Secretaries 

 
Complete one or both of the challenges below to get your name in a drawing at Fall State Convention for a gift certificate 
to the state store AND/OR a gift basket! 

1. Each chapter secretary that sends me May AND June or July meeting minutes will be entered into the drawing for a 

gift certificate to the state store.  

Each district secretary that sends me their fall district meeting minutes (at least two weeks before Fall State  

Convention) will be entered into the drawing for a gift certificate to the state store. 

2. Each secretary that completes the Secretary Fast Start will have their name entered into a 

drawing for a gift basket! 

CHAPTERS AND DISTRICTS: For every $25.00 that is donated to the State POA by your district, chapter or an 

individual member - you will be entered into a drawing for a gift basket at Fall Convention. Ex.: If your  

chapter donates $50 to receive SUCCESS bonus points, your chapter will be entered twice.   



Minnesota Women of Today 

1st Trimester SUCCESS  

Presidential bonus points 

2018-19 

 

$50 donation to the State Plan of Action (POA) 

50 points 

and/or 

Complete the Chapter Assessment Survey sent to the  

official chapter emails by CMVP Illeana Miller or  

complete the PDF copy attached to her CIP 
(These surveys are available to be submitted anonymously but a chapter  

name needs to be entered to get credit for SUCCESS.) 
50 points 

and/0r 

Create a public Facebook Event for a membership social  

and tag MVP Anna Nichols during 1st trimester.   

Email Anna at mvp@mnwt.org with feedback  

from your social.  
50 points 

and/or 

Submit a completed Programming Trimester Report  

for 1st Trimester 
50 points 

Maximum of 100 Bonus Points 

 

ADDITIONAL Presidential Bonanza  

Bonus Points (100 points) 
if all five copies of the following are submitted  

with your documentation 

 Sales and Use Tax Permit 

 Articles of Incorporation 

 Proof of Annual Registration filing for 2018  

(A copy of the email confirmation from  

MN Secretary of State) 

 Proof of Insurance for the current year 

 Proof of 990 filing for the fiscal year June 1, 2017  

through May 31, 2018 

(copy of email confirmation from IRS  

dated after June 1, 2018) 

Maximum of 100 Presidential Bonanza Bonus Points 

Making Minutes  

Count for Success 

If the chapter participates in the Success System, you 

will be playing a vital role in the chapter’s success – 

literally!  Many of the items claimed for Success must 

be verified through meeting minutes.  The minutes you 

take must be complete and thorough in order to be 

u s e f u l  a s  v e r i f i c a t i o n .   W e l l  

written minutes are also of great value when  

c o m p i l i n g  c h a p t e r  h i s t o r y  o r  

submitting a member for an award.  Therefore, to get 

you off on the right foot, below you’ll find some tips 

needed to make the minutes valuable. 

Read the secretary’s manual.  This is the best way to 

s t a r t  t h e  y e a r  o f f  r i g h t !   

The manual has a lot of information  

that you will need to know to do the job correctly. 

Type the minutes as soon as possible.  You will be  

surprised how quickly you forget what the note 

really meant. Or carry a laptop/ipad with you and 

type during the meeting. 

Request motion slips. You will need these slips when 

compiling the minutes.  Page 3 has some of the 

most common abbreviations for motions that you 

will use in typing minutes.  (M/S/P, M/S/A, etc.) 

Stick to the facts.  Keep minutes short and accurate.  

There is no need to go into details describing a skit 

or presentation. 

Establish that a quorum has been reached.  

Refer to chapter or district bylaws for specific  

chapter/district quorum information. According to 

Robert's Rules, a quorum is the minimum number of 

voting members who must be present at a  

properly called meeting in order to conduct  

business in the name of the group.  

Include dates, numbers of participants, hours worked, 

and monies raised.  This information will be very 

useful to the chapter in claiming Success points.   

Record events in the past tense.  Minutes are recorded 

this way because you are recording business that 

has happened in the past. 
 

Publish the minutes in the newsletter or make available 

v i a  D r o p b o x  o r  G o o g l e  D o c s .   

Copies of the minutes must be distributed to all 

m e m b e r s  o f  t h e  

o r gan i za t i on  t o  be  re v i ew ed an d  

corrected before being approved at the next 

meeting.  Save yourself and the organization that 

extra postage by submitting them to the newsletter 

or by publishing them in a shared Dropbox or as 

shared Google Docs.   

mailto:mvp@mnwt.org


1. Attend LOTS or a district orientation. If you were unable to do either, make sure you get the Secretary ops/training manual 

and read it thoroughly. If you don’t have this and need one, please contact me and I will make sure you get one.  

Submit Date Completed. 

2. Sit down (email, text, talk on the phone) with your chapter president or district director about what type of responsibilities 

and goals they have for you during your role as secretary. Have the chapter president or dd email me that you did talk with 

them and have the document that date you visited with them. 

3. Write a brief letter of introduction and share your goals and ideas for the year. Send your letter to myself (State Secretary) 

and your chapter president or district director. 

4. Send a copy of your May, June or July (if you meet before the 15th) membership or board meeting minutes to State Secretary. 

ALL VERIFICATIONS MUST BE SENT TO THE STATE SECRETARY BY JULY 15TH. 

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

Secretary Fast Start 

Motions and Minutes 

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 motion slips to assist you with this. 

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

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

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

was passed, was amended or was defeated. 

EXAMPLES: 

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

“at Comedy Central.” 

(This motion was made by Ms. Smith, seconded by Ms. Doe, amended 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 15th.” 

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 if the date that 

was included in the original motion ends up wrong.  

 

A good rule of thumb is to only move the basic facts and leave the details to the  

committee. Another good rule of thumb is to have motion slips so that the person  

making the motion write on the motion slip the exact verbiage they stated, so you  

do not have to have that person repeat it several times or write it incorrectly. 



Do you Feel Stuck?  We are stuck when we don’t know how to move forward. Or when we try 

to move forward and our efforts are ineffective. We spin on our wheels, and we just can’t move 

ahead. We are stuck when we are not making the impact we are supposed to be making.  

Here’s how we talk when we are stuck: 

Stuck: “I don’t know what to do.” 

Stuck: “I’m trying to do X, but A keeps getting in the way.” 

Stuck: “I’m making progress, but the road is bumpy - way bumpier than it should be.” 

How do we break free from the productivity obstacles that get us stuck? First, we need to understand the causes better. Not being 

able to accomplish what we want breaks down into two sub-problems: we don’t know how to execute, and obstacles are in the 

way.  

This year I welcome you to join me as we read and discuss a book by Matt Perman:  

How to Get Unstuck: Breaking Free from Barriers to Your Productivity.   
 

Reading Plan:       Discussion Plan:  

Trimester 1: Part 1. The Problem and the Principles: Foundations  Trimester 1: Go-To Meeting to discuss  - Wednesday, August 22nd at 7pm 

(Chapters 1-6)      In-Person discussion at Fall State Convention - Date and Time TBD 

Trimester 2: Part 2. Personal Leadership: The Compass      

(Chapters 7-10) and      Trimester 2: Go-To Meeting to discuss - Wednesday, December 19th  at 7pm 

Part 3. Personal Management: The Clock    In-Person discussion at Winter State Convention - Date and Time TBD 

(Chapters 11-15) 

Trimester 3: Part 4. Special Obstacles: The Laser   Trimester 3: Go-To Meeting to discuss - Wednesday, April 17th  at 7pm 

(Chapters 16-21)      In-Person discussion at Annual Convention - Date and Time TBD 

 

Each chapter that have members actively participating during the year, will have their 

chapter name in a drawing at Annual Convention for a Personal Growth Year-End basket 

(including and not limited to: books, dvds and a gift card to continue personal growth for 

your chapter).   

Your chapters’ name will be in the drawing for each member actively participating in this 

book discussion! (so you could have more than one chance to win this basket if you have 

more than one chapter member participating!) 

This book discussion will help with Success Points and STEP certifications! 

I do ask that each chapter or chapter member purchase their book to participate.  

Contact me with your interest of Breaking Free From Barriers to Productivity!!  

*Go-To Meeting information will be sent to interested members before the date listed above. 

————————————————————————————————————————————————— 

Please fill out this form and send to: Debbi Benke, 744 Old Ridge Rd, Greenbush, MN 56726 / or email information to: 

secretary@mnwt.org 

Chapter Name: __________________________________  District: _____________________ Area: ______________ 

Participants’ Name(s): _____________________________________________________________________________ 

_______________________________________________________________________________________________ 

Email Address (es): ________________________________________________________________________________ 

________________________________________________________________________________________________ 

Phone Number(s):_________________________________________________________________________________ 

This form may be used for each member participating. 

If you have any questions, please feel free to contact me at: 218-686-2411 or email me at: secretary@mnwt.org 


