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Invitation to Lead 
for Secretaries

September 17, 2025

Presenter Notes
Presentation Notes
Good afternoon! I’m Tara LaBouff, the Vincentian Services Manager for the Georgia Council. Thank you for being here. My role at the Council is to help you and your Conference do your best work so the neighbors who turn to us thrive again. Today is a return to training that we will offer annually – “Invitation to Lead for Secretaries.” Whether you are new to the role or a veteran, today is both a convening as we prepare to enter a new fiscal year as well as a review of the regular responsibilities of the Conference Secretary position. Whether you feel like you are a veteran or not, this session is intended to help us help each other as volunteers for a worthy cause – our neighbors in need.
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Agenda
Secretaries keep the mission on track!

• Introduction

• Prayer & Spiritual Reflection

• Fiscal Year End: Secretary’s role

• New Fiscal Year: Secretary’s role

• Healthy Meetings

• Tips & Reminders

• Questions
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Scripture reading:
"Mary treasured all these things and reflected on them in her 
heart." (Luke 2:19)

Reflection questions:
• What stories of service or acts of generosity, documented in the 

minutes, have nourished my own faith?
• How does the invisible and orderly work I do allow the rest of the 

conference to focus on their ministry?

Spiritual Reflection

Presenter Notes
Presentation Notes
The secretary’s role may not always be visible, but it is a perfect expression of Vincentian humility. St. Vincent de Paul famously said, "Let us love God, but let it be with the strength of our arms and the sweat of our brows." The secretary’s role is a perfect blend of prayer and action. PRAYER before a meeting's administrative tasks can infuse them with deeper meaning. ACTION is recording our Conference outcomes so we can easily explain our work to others and transfer knowledge to other Vincentians. In this spirit, secretary are invited to reflect on how their diligent work, done without seeking the limelight, supports and strengthens the Conference.

"Mary treasured all these things and reflected on them in her heart" (Luke 2:19).

Vincentian meditation:�Like Mary, the secretary is called to reflect on the events that unfold within the Conference. Mary did not simply observe; she took in the story of salvation and pondered its significance. In the same way, the secretary records the Conference's actions and reflects on the grace at work within them. This contemplation strengthens both the conference and the secretary's personal faith.




Fiscal Year End: Secretary’s role
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Fiscal Year Ends Sept. 30

• Close cases

• Assist Internal Audit, due Sept. 20. File in CMS and with District Treasurer.

• Assist Annual Report, due Oct. 30. File in National Portal.

• Refer to Standards of Excellence as a roadmap.

Presenter Notes
Presentation Notes
The fiscal year of The Society of St. Vincent de Paul begins October 1st and concludes September 30th. 
Oct. 1 is New Year’s Day. 

Treat this time in the Fall – especially before the holidays begin – to tidy up, measure, report, and set right any habits.  

There are two deadlines to note on your calendar: SEPT. 20 & OCT. 30
Two activities are required of every Conference now: the Internal Audit & the Annual Report. Secretaries should remind their Officers of these deadlines. Your President and Treasurer will initiate the Internal Audit and Annual Report. Assist if asked.

SEPT. 20: Internal Audits
This is an activity that Secretaries can assist. Your President and Treasurer are responsible for ensuring it is done.
The Bylaws for Conferences in the Society of St. Vincent de Paul Society state: “Each Conference will undertake annually, an internal audit and report the results to the District Council or next higher Council.” The internal audit should be conducted by two unrelated members designated by the Conference who are not usually involved in the financial process. Secretaries can help identify those people or serve as one of the auditors. Conferences should follow the processes outlined in the Conference Audit Handbook and Conference Audit Worksheets, available at https://members.ssvpusa.org/
(You are not required to obtain an independent audit and hire an accounting firm.) 

OCT. 30: Conference Annual Reports 
This is an activity that Secretaries can assist. Your President and Treasurer are responsible for ensuring it is done.
Annual Reports are submitted directly to the National Council via the Members Portal. The Conference Annual Reports must be submitted in a timely manner in order to enable Councils to complete their roll-up reports along with the Council’s own, separate reporting. The National Council, in turn, rolls up all the Reports and publishes them in a Consolidated Annual Report that is distributed to all U.S. Bishops, all U.S. Congressmen, and all U.S. members of the Society. Donors, Foundations and Federal Agencies processing grant applications frequently request this document.







New Fiscal Year : Secretary’s duties
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Fiscal Year Begins Oct. 1

Secretary’s Duties 
• Prepare Meeting Agendas
• Attend All Meetings
• Keep Meeting Minutes, Attendance Records
• Maintain Membership Roster, Officers, Conference Summary in CMS.*
• Maintain National Portal** with Officers, Roster, Training records
• Promote Council events & training
• Assist correspondence for Members or Donors
• Assist New Vincentian Onboarding
• Be aware of succession planning / elections for Conference President

Presenter Notes
Presentation Notes
This is a summary of the key responsibilities of a Secretary. (The last three bullets are optional duties, which you may choose to or be asked assist if another Vincentian does not already serve in that function).

The “New Secretary Checklist” is now available and can be found at: 
https://svdpgeorgia.org/members/leadership-resources/secretary/
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Meeting Minutes

• Template available

• Include votes, membership changes, etc

• Send to Council: tlabouff@svdpgeorgia.org 

Presenter Notes
Presentation Notes
The SVDP GA website has a complete guide for secretaries that contains useful information as well as this example.
https://svdpgeorgia.org/members/leadership-resources/secretary/

The SSVDP USA website also has important resources for Secretaries. See the “Secretary Minutes Handbook” under “Conference Secretaries” at 
https://members.ssvpusa.org/leadership/ 



mailto:tlabouff@svdpgeorgia.org
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Secretary’s Report at Meetings

Items to Report
• Record Keeping Updates (Membership Report)

• Correspondence Received from Council or Other Organizations

• Trainings and Formation, Special Events
• Information from “The Society Page” or “Formation & News”
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Record Keeping & Databases

• Keep an All-time Member Roster 

• Keep CMS Roster
• All members should have “Conference Member” role
• Must be current on September 30th of each year for annual reporting

• Keep National Member Database
• Update annually

Presenter Notes
Presentation Notes
See screenshots to follow
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Reporting in CMS

• Record Volunteer Hours in CMS
• Include all home visits, Conference meetings, board meetings, Spring to Life, etc.
• Can enter consolidated number under one person’s CMS profile

• Keep Conference summary current

Presenter Notes
Presentation Notes
See screenshots to follow
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Presenter Notes
Presentation Notes
Please keep the Conference Summary tab in CMS up-to-date with information about your Conference territory and activities. 
Use the “Service Area” to list any peculiarities about the zip codes you serve; major cross streets that are recognizable boundaries, or special agreements with nearby Conferences to support a portion of their territory. (Refer to the “Conference Coverage Map” at https://svdpgeorgia.org/members/ )
Use the “Notes” area to list any guidelines, hours, or special works that will help new Vincentians engage with neighbors appropriately.
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Presenter Notes
Presentation Notes
All secretaries will receive a username and login to the SVdP USA National Members Portal. 
Use this space to update your Officers and Members at least annually and file Annual Reports.

The National Members Portal is found at https://www.svdpmembers.com/privacy-policy-accept/ 

Contact VincentianServices@svdpgeorgia.org if you do not receive your login by Oct. 15, 2025
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Presenter Notes
Presentation Notes
Record Retention Schedule, per SVdP USA.
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Membership

•  Secretary may act as New Member Coordinator 
• Procedures for Admitting New Members (Rule, Part 3; Statute 3)
• Inform the President 
• Invite & Introduce them at Conference Meeting
• Show them volunteer roles and discuss their strengths/talents

• New Member Checklist
• Ozanam Orientation, VIRTUS, background check
• Membership Application form

• svdpgeorgia.org/vincentian-university 

Presenter Notes
Presentation Notes
Secretaries are not expected to serve as a New Member Coordinator, but play a helpful role in welcoming new members. At minimum, make sure new members are aware of your Conference meeting schedule, receive meeting invites & agendas, and are personally welcomed at their first meeting.

A “New Vincentian Checklist” is available to onboard new volunteers. Contact VincentianServices@svdpgeorgia.org

See also:
https://svdpgeorgia.org/join-svdp/ 
and
https://svdpgeorgia.org/recruitment-toolkit/

https://svdpgeorgia.org/vincentian-university/
https://svdpgeorgia.org/vincentian-university/
https://svdpgeorgia.org/vincentian-university/
https://svdpgeorgia.org/vincentian-university/
https://svdpgeorgia.org/vincentian-university/
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Communication
• Members

• Formation & News Tipsheet (1st Thurs.)
• The Society Page (3rd Thurs.)

• Priest
• Meeting Schedule
• Annual Report

• Parish 
• Bulletin Announcements 
• Parish Social Media
• Client Stories 
• Annual Report
• Ministry Fairs

Presenter Notes
Presentation Notes
Enrolling members in SVdP Georgia’s two newsletters helps all Vincentians discover opportunities for learning, spiritual growth, and new neighbor resources. 
Sign up new Vincentians from the bottom of the homepage -- svdpgeorgia.org – by clicking “Vincentian News & Updates.”

Use newsletters, annual reports, and client stories to help inform your parish clergy and parishioners about the good work done.




Healthy Meetings
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Healthy Meetings: Regular & Spiritual

• Meet Twice per Month
Rule 3.3 “ …meet as brothers and sisters with Christ in the midst of 

 them…genuine communities of faith and love, or prayer and 
 action.”

Rule 3.3.1  “The Conferences meet regularly and consistently, usually 
 weekly, but at least every fortnight (twice a month).” 

• Open in Prayer

• Assure time for Discussion

Presenter Notes
Presentation Notes
The first element of our Vincentian vocation is Spirituality.
The value in meeting at least twice a month is not just to conduct more business, but to allow the time needed for both spiritual reflection and discussion, and to foster friendship and support for each other. Frequent gathering as Vincentians is essential to build a common purpose and shared understanding of the Society’s mission.  Conference meetings are where we share our lived experience in serving the poor and study materials that help us grow. 

Open in Prayer. Don’t just recite a prayer.
Your Conference should have a Spiritual Advisor. If you do not, anyone can share responsibility for leading the opening and closing prayers; bring the weekly Vincentian Reflections, Ask the group to respond to Questions at the end of the reflection. Participate in the discussion.






FEED. CLOTHE. HOUSE. HEAL.

Sample Agenda

Presenter Notes
Presentation Notes
This is available from SVdP USA at https://members.ssvpusa.org/leadership/ under “Conference Secretaries.” It is found on pg. 24 of the “Secretary Minutes Handbook.”
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Healthy Meetings: Foster Friendship

• Ensure meetings are conducted in a spirit of fraternity, simplicity, and Christian joy

• Encourage participation in district, diocese, region, and national meetings 

• Fellowship afterwards over light snacks 

• Potluck meals with members, families, pastor… summer picnic 

• Celebrate members birthdays, anniversaries, get well cards (corresponding 
secretary)

Presenter Notes
Presentation Notes
Our 2nd essential element is Friendship.
There are many things we can do to foster this friendship. Certainly, we can really work to ensure our meetings are grounded in fellowship and joy.  We can broaden the circle of friends by meeting with other conferences in our district, diocese, and region. 

If you can limit the meeting time, it will encourage people to stay afterwards over coffee or snacks.  Many conferences have regular potluck meals or a seasonal picnic.  

Some conferences have a volunteer keep track of members’ birthdays, anniversaries, illnesses, how long they’ve been a conference member, and recognize those special dates.    
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Furniture

Clothing Auto
Repairs

Career 
Support

TravelDirect 
Aid & 
VITA

Casework

Wrap-
Around 
Services

Spend time sharing Home Visits
• Ask for input 
• Share leads 

Use “The Spirituality of the Home Visit Journal”
• What touched my heart, what were my feelings
• Where did I find God’s presence
• What did I learn that can make me a better Neighbor

Periodically bring in outside speakers 
• Community service agencies / resources
• Learn how you can collaborate 

At least annually, devote time to discussing how you can 
improve your Home Visits 

Healthy Meetings: Examine Service

Presenter Notes
Presentation Notes
Our 3rd Essential Element is Service. 

In your conference meetings, make time to talk about home visit experiences.  This isn’t all the details of each visit, but what was learned that others could benefit from. 
Take care in those discussions - - it is not a time to gripe about our friends in need - - keep the emphasis of your discussion on what WE can do better (not what THEY could have done differently!) 

The Spirituality of the Home Visit Journal is a wonderful resource – both for sharing the spiritual dimensions of our home visits, but also in providing a framework to reflect on what we learned and how we were touched in our visits.  That can provide a great way to focus your home visit sharing in conference meetings to foster real spiritual growth. 





FEED. CLOTHE. HOUSE. HEAL.

Consensus from Group Wisdom

Unity, not unanimity -- not everybody’s first choice.

Be firm regarding the goal, flexible regarding the means

• Arrive at something you can support, are willing to let go forward, or you “can live with it”

• Share, question, and learn from each other’s experience and thinking

• Encourage the discipline of hearing all the voices

• Identify win/lose scenarios and encourage both/and solutions

• Invoke silent reflection or conciliatory prayer in moments of conflict

Presenter Notes
Presentation Notes
In consensus-based decisions, We seek unity, leveraging Vincentian Friendship - - that doesn’t mean everyone agrees on everything, but that we are more committed to honoring consensus and recognizing our own ego traps when we find common ground and support and accept the will of the Group that reflects our discernment of God’s will.

Value all kinds of input: We say we are all equal in the society, and that we honor the dignity of one another and those we serve.  But does this philosophy show up in our conference meetings and relationships?   Are some folks overpowered by others?  Does everyone get a chance to speak?  Do we honor the needs of different temperments?  Do we give our introverts time to process so that their wonderful ideas can emerge?  Do we spend our time listening and learning…or figuring out how we can convince others that our idea is best? 

Building consensus is an opportunity to practice Spirituality and Friendship in our decisions.  
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The Decision Checklist

• Is the decision reasonably clear?

• Is it rooted in peace?

• Is the decision just?

• Is the decision compassionate?

If these conditions are not met, return to discernment.

If these decision are met, then act….and do not look back. Have confidence in God.

Presenter Notes
Presentation Notes
In consensus based decisions, We seek unity, leveraging Vincentian Friendship - - that doesn’t mean everyone agrees on everything, but that we are more committed to honoring consensus and recognizing our own ego traps when we find common ground and support and accept the will of the Group that reflects our discernment of God’s will.

Value all kinds of input: We say we are all equal in the society, and that we honor the dignity of one another and those we serve.  But does this philosophy show up in our conference meetings and relationships?   Are some folks overpowered by others?  Does everyone get a chance to speak?  Do we honor the needs of different temperments?  Do we give our introverts time to process so that their wonderful ideas can emerge?  Do we spend our time listening and learning…or figuring out how we can convince others that our idea is best? 

Building consensus is an opportunity to practice Spirituality and Friendship in our decisions. We all get more of what we want when we cooperate
We genuinely try to work together, typically based on some shared interest, purpose or calling
We search together for the best solution for all; it’s “us against the problem” not “us against each other.”

 



Questions?



Tips & Reminders
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Resources

VINCENTIAN UNIVERSITY     CONTACT US
svdpgeorgia.org/vincentian-university   VincentianServices@svdpgeorgia.org 

- Secretary Resources from GA & USA   tlabouff@svdpgeorgia.org 
- Training & Checklists for all roles    678.892.6174
- OnDemand coming…

Presenter Notes
Presentation Notes
Thank you for attending! Please refer to the online information above and save the our Contact Information. We serve to assist your Conference.
Thank you again for being part of this mission.

mailto:VincentianServices@svdpgeorgia.org
mailto:tlabouff@svdpgeorgia.org
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Closing Prayer
Heavenly Father,

We thank you for the gift of our calling to serve you in the person of 
the poor. We ask you to bless our secretaries, who in their quiet 
diligence, helps to guide and strengthen our work. 

May we be nourished by stories of service & acts of generosity, 
documented in our minutes.
May our work not be a chore, but a prayerful act of service to the poor.
May our invisible and orderly work allow the rest of the conference grow 
closer to God through love of neighbor.

May all efforts to bring order to our actions be a humble and 
powerful act of love. Bless us all, that we may be united in a spirit of 
humility and charity. 

Amen.
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