Secretaries Peer-to-Peer Teleconference

May 14, 2014

The items posted in this section are notes from conversations that are not
reviewed or approved by the attendees. The information in these notes is not
intended to override guidelines, policies and procedures listed elsewhere in
the LMSC Guide to Operations or elsewhere on usms.org or in the USMS
rule book.

Attendees: Hugh Moore (USMS Governance Committee Chair, PN), Lynn Morrison* (NT), Jerry Clark*
(NC), Erin Sullivan* (NB), Robin Smith (SP), Anthony Thompson (MV), RC St. Amour (MR), Christine
Schroeder (DV), Lindsey Urbatchka (AZ), Mike Fanelli (MD), Georgia McDaniel (IL), Jenny Perrottet (NC),
Pete Tarnetrol (OH), Josh Storch (MR), Paige Buehler* (IW) (*LMSC Development Committee member)

How do your duties compare with those in the Volunteer Role template for LMSC Secretary?

DV —since majority of role is to communicate with membership, little actually comes from the secretary
since registrar has email access to membership and marketing chair owns the LMSC’s Facebook page. No
working calendar to maintain. Mostly just taking minutes of meetings.

AZ — project work is mostly farmed out to committees. As secretary she checks in with those committees
to build the agenda and record the minutes.

NT — Taking minutes, communicating minutes and tracking board action items.

SP —take minutes, draft correspondence, track attendance at board meetings for annual meeting
delegate and reimbursement eligibility.

MD — minutes but chair builds agenda

Overall, the level of involvement depends on how the board functions and the complexity of the work
the board oversees.

How are annual meeting minutes distributed?

DV — They’re emailed within 2 weeks to the board for corrections then to the webmaster along with
committee reports for posting. They’re posted prior to approval because approval happens at next
annual meeting.

AZ — Gets approval within 2 weeks and posts to website.

SP — Committee reports included with the minutes of annual meeting in Nov. Board approves the
minutes in January and posted to website.

MD — Doesn’t post minutes yet because website under construction.

Searching minutes for motions and approvals of action.

Hugh suggests using the USMS minutes template (or a similar format) where a summary of the motions
is listed at the top.

What should go into minutes?

Discussion or no discussion — don’t be so busy typing in what everyone says that the decision is
missed and not documented. Only document the objective parts which is hard during discussion.
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Action Items — capture what is to be done, by whom, by when. Good for secretary to track and
circle back with volunteers on whether items were completed.

Offline decisions — DV’s Board only meets once per year, but makes decisions all year long
typically via email. How to capture those decisions? IW has a standing agenda item of “Offline
Decisions” so that those made via email or SurveyMonkey since the previous meeting are
summarized and documented in the formal meeting minutes. DV saves the email threads, too.

How do you physically take minutes?

Using the agenda as the template and type as the meeting progresses was the primary method. Some
handwrote minutes.

Hugh found good guidelines for writing minutes (in attached powerpoint). In summary:

1.

vk wnN

Focus on decisions and action items

“Dull writing is the key to appropriate minutes.”

Werite minutes as soon as you can following the meeting before memory faces.

Make sure the wording for any motion is read back before voting.

Budget approvals — reference the approved bottom line (net profit or net loss) in the minutes
and append the approved budget spreadsheet in pdf of the minutes.

Public Service Announcement from Anna Lea Matysek, director of membership services...

All LMSCs must have an annual membership meeting (not just of the LMSC board).

LMSCs must send their annual membership meeting minutes to the National Office. To see
annual meeting minutes from any LMSC...

a) go to usms.org

b) mouse over the red "Local Programs" tab

c) select "LMSC Info"

d) select an LMSC from the map or pull-down list

e) select "Latest Annual Meeting Minutes" from the list toward the bottom of that LMSC's info

page

Questions and Answers from the LMSC Secretaries Forum

How can Sec’ys easily access the LMSC Sec’y Forum? (I finally found it, but in a very convoluted way)

a) go to usms.org
b) click on "Forums" in the top right corner

c) login

d) scroll down to the "USMS Administration" blue bar, then select the "LMSC Administration" forum link
under that heading

e) select the "LMSC Secretaries" sub-forum

How long does USMS national office keep records of LMSC Annual Meeting Minutes?

They’re on file dating back to 1998.

LMSC Secretaries Peer-to-Peer teleconference — May 14, 2014 Page 2



¢ 9}ISOM U0 paisod
SIDWIWIMS DSIAT 0} Jilew]
s1aquiaw pleoq o} jiews
ZPoInqLIIsip sa3nuiw InoA ale MOH

¢,S3uawnoop ay3l Jjo
Jadaay, oyl buiaq i3snf puoAaqg op noA op yonw moy ‘sadjjoe.id

,SMeJAg /s1uawnioqg buiuisnon, 01 payull sa11e18.1298 848 MOH

£5914218.408S 10J 83e/dwal /0.1 1833UNJOA
SWSN 9Y31 ul paisi| 8soyl yum asedwod saj1inijoe i1noA op MOH

uondinsaq 9|0y J923Un|oA SINSN MBIAY

199d 0] 1939d — S914819403S EF

> —— —= ()‘l

.




NOA 10J SYIOM JeUyM 33S pue SPoLIawl Juatayip Al .

Jaded uo Jo 3|1} pJOAA B Ul JBLRIR

‘epuabe |eulblIo ay3 03 S930U ppe 03 [NJasn A pulj SB11L]DII3S SWOSe.
‘Bunosw ay3 bulinp saj0u aye] .
‘uoi3odaad 10adxa 3,uop Ing — Jewwelb poob asn.

'9WI} 3|qeIapISU0D L3 ued apnjpul 0} Jeym buipinaqe.

‘Buinosw UsAIb e 10J SaINUIW dwes ay3 1M |[IM 3jdoad om] ONe
¢JOU p|Noys 1eym pue sajnuiw ojul 0b pjnoys 1eypie

¢10J bupjoo| a1oMm

NOA J3eym pull AppIinb 01 3|ge noA aJap) ¢se] Asea ue 31 sem ‘0S JT.
¢buneaw e je palinddo jey]
uooe ue pulj 03 seanuiw bunasw DSIAT 1sed pamainad J9AS NOA dABHe.

s9INuUIp

193 0} 493d — S31Je13a423S INININIMS

_—— e ———_
..\.\\.\1\ I.|I.I..I..]|-.\|.I-I|.||.

\h.\\\\ :




3 "JeYM pIes Oym Jnoge j0u “Jusawndop
ssauisng e Si SIYy ] *Spu0das 1o suonow 1oj 3dooxs saweu s,a|doad

buisn pioAe pue Jnoybnolyl asual awes ay3 ul LN 9AR3[go 9g.
‘USUM pue Woym

AQ ‘uaye) g 03 aJe suoiloe 1eym pJodal 03 pue apew SUoISIDap auljap
0] SI Sa1nulW Jo 3sodJnd 3y *uoISSNISIP J0U ‘Swiayl UoI3oe U0 SNJ0d.
*SUOIJ0E MBIADJ 0] Pau NOA UBYM d|genjeAul aq ued Aay] .«

‘uo bulob si 3eym noge

PaWLIOJUI DSIAT U3 Ul SISWIWIMS pue pJeoq auy3 Jo siaquiaw daay Asy .
*UOISSDS

dnoib e u1 pauaddey 1eym auap Alespp pue 303foid e ul 9j0d J1Isuy

JO wayy buipuiwal Ag Yoety uo saapuane daay Asy] rsuonoe paubisse
pue suoIsiDap — buasw e Jo uonewLIoJUl [BIRUSSSD aU3 a1nided sajnuljye

:90UaJ3)a4 BuIMmo||0) ay] JapIsuo)
sa)nuIp

193 0} 493d — S31Je13a423S INININIMS

e
\\\.\11 |.|I|l.l..].l.|!||.||.

nn\\\.




‘Bunosw

2y Je passed sem buiyrAue Jayisym noA |93 pjnoys sajnuiw bunssw Jo

VSIA d03 au3 JO malAal XDInb e ‘uonoe pieoq |e1diyjo J10J 00| 0] ¥oeq 0]

pa3u JaA3 NOA JI *‘doj ay3 3e pa1ybiubiy vSii aua buiaey ay1| Ajjenadsa

[ "UOIUIAUOD 10J S3SN SIASN IeyM Se yons saje|dway JapIsuo)e

‘WaY3 azulewwns

03 A1} 10 Jua)ul J1IBY3 31UMal 3,U0q *punoj ag Aew Asyy alaym aedipul

10 Xipuadde ue ul way3 yoene ‘syuswindop Jaylo 03 J1aja4 03 pasau NOA JJ.

'S9]NUIW

ajelidoidde 03 Aay auy3 SI bunlm |INQ J49132q a3 ‘Osn NOA sqglanpe

10 S9ARD3[pe Jama) 3y *SUORAISSCO |euosJad 10 Alojewwelul PIOAYs
soInuip

193 0} 493d — S31Je13a423S INININIMS

_—— e ———_
..\.\\.\1\ I.|I.I..I..]|-.\|.I-I|.||.

\h.\\\\ :




sjuedipnued wouy suonsabbns/sdiy Auye

‘paAo0Jdde ale sajnuiw a3yl Usym swiajqold asned 0]

A|Y1| SI ,, ueaw am Jeym SMouy 3y -Sa3nuiwl syl Sa3lum 3y usaym uonowl

a2U3 M [A1e3a103s ayl] 9] |I,9M,, 1eud buineis uo pajoA Si 3l 31043(q

pJeoq ay3 03 yoeq pead SsI uonow Aue 1o buipiom eyl a4ns ae|.

paise| bunaaw ayy ueyl saanuiw bunssw UM 03 Jabuo)

ey AjjeaidAy |im 31 eyl 30adxg  “sajnuiw 33Im 03 awil ybnoua ue|d.

196104 03

A|y1] 212 noA alow ayy Jiem noA Jabuoj ay] “(Alowsw 103)1ad e aAey

NOA ssajun) bunaaw ayy buimo||o) |ed1RoeId Se Uo0S Se saInuIW ILIAN.
sdi] - seynuip

193 0} 493d — S31Je13a423S INININIMS

_—— e ———_
..\.\\.\1\ I.|I.I..I..]|-.\|.I-I|.||.

\h.\\\\ :




‘panoJdde ale ASy] se uoos se MasAjel a7 euuy

0} Sa1nuly bunasyy [enuuy $10Z INOA JWQgns ases|d *ID1YO |euonen
9U3 0} papiwgns g Isnw bunas|y |enuuy ay3 Wodj saanuiw Bunas|y.

u IS 941 JO Slaquusl [enplAIpul

|le 03 uado bunasw |enuue ue pjoy [|eus DS yae3,, ‘seaeis £:20S 3|nye.

s19puiwudy
1994 0] 1994 — S914P13.123S Eﬁ_




