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Agenda
Secretaries keep the mission on track!

• Introduction

• Prayer & Spiritual Reflection

• Secretary’s role

• Optional roles

• 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:
• Where have I noticed grace in the stories of service or acts of 

generosity, documented in the minutes?
• How does the invisible and orderly work I do allow the rest of the 

conference to focus on their ministry?

Spiritual Refl ection



Secretary’s Duties
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Throughout the Year
Meetings
• Prepare Agendas

• Attend All Meetings
• Keep Minutes, Attendance Records
Membership

• Maintain CMS Summary, Membership Roster, Officers
• Promote Council events & training
• Help keep pastor and parish informed

Records
• Retention Policy
• Maintain CMS Summary & National Portal
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Optional but Helpful
Assistance with
• New Vincentian Onboarding

• Correspondence for Members or Donors
• Succession planning / elections for Conference President
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Meeting Agendas
• Meet no less than twice per month
• Invite all volunteers – 

not just caseworker or officers
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Typical Agenda
From a Georgia Conference
• Call to Order
• Roll Call / Introductions and Welcome of New Members
• Opening Prayer & Spiritual Reflection
• Approval of Minutes
• Casework Discussion: volume, challenges & successes, new resources, new guidelines, and/or case approvals 
• Secretary’s Report
• Treasurer’s Report
• President’s Report: Old business, New business, Committee / Special Work updates
• New Business
• Time & Place of Next Meeting
• Closing Prayer
• Adjourn
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Secretary ’s Report at Meetings

Items to Report
• Distribute Prior Minutes: motion to accept

• 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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Meeting Minutes
& Attendance
• Template available

• Include votes, membership changes, etc

• Upload to CMS

• Send to Council: tlabouff@svdpgeorgia.org 

mailto:tlabouff@svdpgeorgia.org
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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
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Record Retention
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Records in CMS
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Records in CMS
Keep Conference summary current
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Membership Rosters
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Communication

• Members
• Formation & News Tipsheet (mid month)
• The Society Page (end/top of month)

• Priest
• Meeting Schedule
• Annual Report

• Parish 
• Bulletin Announcements 
• Parish Social Media
• Client Stories 
• Annual Report
• Ministry Fairs
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Optional: New Member Coord.
Secretary may assist as New Member Coordinator 

• If requested by Conference President

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 

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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Optional: Succession Planning
Remind Conference of Regular Elections
• Only the President’s role is elected

• Presidents may serve no more than two, three-year terms

• Should be re-elected after first three-year term before continuing

• All other Officers are appointed by the President

• Terms end Sept. 30

• Terms begin Oct. 1

Help By
• Encourage a Nominating Committee to form 6-12 months ahead

• Inform the Council of changes 



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

• Include time for Reflection Discussion
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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)
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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
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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
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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.



Tips & Reminders
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Fiscal Year Ends Sept. 30
• Close cases

• Remind all volunteers to update their hours

• 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.

• Encourage 
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Questions?
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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…

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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