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Agenda

• “It’s a jungle out there” How to survive and thrive in your role 
as a chapter recording secretary

• Taming the beast: How to effectively access and use MMS

• Capturing the “elusive stellar minutes creature”: Mythbusting
some common misperceptions chapter members have about 
minutes

• Clearing the tangled voting vines

• Grabbing One-in-Five by the horns

• Dealing with deaths



It’s a Jungle Out There! You need to know 
where you’re going!



Where You Are Going!



Jungle Gear

• Computer with updated operating systems, printer/scanner and 
ample electronic storage available

• Email address with ample space to receive messages

• Desktop applications such as Microsoft Office, Adobe and Small 
PDF

• Other tech that you may find useful (e.g. secured cloud storage, 
web conferencing, survey tools such as Doodle Poll)

• Copies of Robert’s Rules of Order, National and Chapter Bylaws, 
Manual of Operating Procedures



Roll Deep: Never travel alone



Team Up!

• Discuss expectations with your chapter president before the 
start of the year to establish ground rules. 

• Be best friends with your chapter parliamentarian who can be 
your “ride or die” when it comes to types of votes, motions, 
etc.

• Form an alliance with your corresponding secretary



Map out your meeting strategy:

• Arrive early with your gear

• In your backpack: previous minutes, attendance sheets, chart 
with # voting members, majority and two-thirds votes, motion 
forms, and minute correction forms.

• Review proposed motions to determine the number of votes 
for passage, type of vote required (ballot/call) 

• Know the requirements for affirming a quorum

• Have a general understanding of parliamentary procedure

• Access your toolkit



What’s a toolkit and where can I find it?





Toolkit Contents



Taming the beast: Member Management System



MMS
(MMS) collects data and provides information to the organization about our chapters 

and our members.  Go to the Member’s Only Section of the National Website. 

As the recording secretary you have access to your chapter’s info and you will be 

responsible for the following tasks using MMS:   

• Ensure that chapter profile and chapter officers are correct and current

• Encourage chapter members to complete personal profiles

• Run chapter reports as needed

• Verify One-in-Five certifications for chapter vice presidents

• Update necrology information in chapter member’s profiles 



Once you log in to Member’s Only Section, you will see green buttons 

on the left side of the screen. Select “Chapter Profile”.

you log in to Member’s Only Section, you will 

see green buttons 

on the left side of the screen. Select Chapter 

Profile.

you log in to Member’s Only Section, you will 

see green buttons 

on the left side of the screen. Select Chapter 

Profile.

ncu log in to Member’s Only Section, you will 

see green buttons Profile.



The drop down options will appear in the left column.  Select

“My Chapter”.

The Heart of Linkdom:  “Linking to Empower Communities”
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Updating Chapter Profile

18



Capturing the “Elusive Stellar Minutes Creature”



Minutes

• Written in third person

• Not in essay form nor in the style of a newspaper article.

• Comprehensive, accurate, but brief 

• Written reports are attached with the notation:
• “The report of x committee was received and placed on file.”

• If the report is of significant importance it can be copied into the 
minutes



Minutes: What they are…..

• Written record of the proceedings and provide the documentation 
of all official actions of the body.

• Minutes serve to inform absent members and refresh the memory 
of those who were present at a meeting.

• Minutes are legal records, and may be used in court proceedings 
if a lawsuit is brought against the organization.

• Minutes are for action items, intentions and pertinent 
information 



Minutes: What they are not…..

• Transcriptions 

• Summaries of comments

• Voiced opinions  

• Sisterly-debate (or unsisterly debate)

• Stated pros and cons of proposed motions

• Who said what about what



Action Items = Votes on Motions

• “Link Lauren moved that we bring in new members.  The motion 
was properly seconded. The vote to bring in new members 
passed with 23 yes votes and 17 no votes”



Intentions: plans or what is to happen

• “Link Dora will have your fundraiser invitations available 
for pick up at her home on November 30”

or 

• “We will vote next month on whether to change our next 
fundraiser”



Information = pertinent to the functioning of the chapter

• Don’t forget to wear red to the February meeting. 
We will take our Heart Month photos then.

• Next month’s meeting location has been changed 
from the Country Club to the Hyatt Regency.



Document the following actions in your minutes. Toolkit 
templates help!

• Attendees

• Motions (not discussions, editorials or comments)

• Maker of the motion; the name of the seconder is not required

• Note the name of the maker on behalf of a committee. This does not 
require a second

• Type of vote to disposition the motion

• Name each member and her vote for a roll call vote

• Count yeses and nos for ballot votes

• Each motion in a report that was accepted needs to be recorded instead 
of just saying the report was accepted



More Minutes’ Documentation

• Teller’s Reports in their entirety

• Any report in its entirety if requested by the body 

• If documents are attached to the minutes 



More Minutes

• Members have the right to examine the minutes at a reasonable 
place and time

• The minutes of the board and committees are accessible to the 
members of the board and committees.

• The right of the organization’s members to read the minutes is 
given to non-board members by permission of the board.

• Minutes are typically distributed in writing; however the body may 
ask that the minutes or a portion of the minutes be read to the 
body



Once the minutes are approved:

• The secretary’s signature and the date, should be written below 

the minutes. 

• The words “Respectfully Submitted” are not used. 

• Minutes can be corrected after approved, even years later, if 

the existence of an error or material omission becomes 

reasonably certain. 

• Recording Secretary shall work with the Archivist to ensure that 

the minutes, summary of motions, and other important 

documents are transferred and catalogued for storage and 

ease of retrieval. 

• Minutes are stored indefinitely in print and 

electronically 



Clearing the tangled voting vines



Unanimous consent

• Used in cases where there seems to be no opposition

in routine business or on questions of little importance,

time can often be saved by the procedure of unanimous

consent, also called, general consent. 



Voice Vote

• Regular method of voting requiring a majority

• Rising Vote (or Show of Hands) used to verify an inconclusive 
voice vote and on motions requiring a 2/3 vote for adoption.



Ballot Vote 

• Ballot Vote –Voting by ballot (slips of paper on which the voter 
marks her vote) is used when secrecy of the members' votes 
is desired. The bylaws of the organization may prescribe that 
the vote be by ballot in certain cases, as in the election of 
officers and in admission to membership.

• When a count has been ordered or a ballot vote taken, the 
number of votes on each side should be recorded.



Roll call vote

• Has the effect of placing on record how each member votes, 
therefore it is the opposite of a ballot vote.

• Recording Secretary calls the name of each member in attendance 
and eligible to vote for a response. 

• The names of those voting on each side must be entered in the 
minutes. When appropriate, abstentions should be entered to show 
that a quorum was present.



Grabbing One-in-Five by the horns



Secretary’s Role in One-in-Five

• Your job is to run report and circulate to your chapter for accuracy

• Provide accurate report to Chapter VP and to Area Secretary

• You do NOT interpret or communicate requirements to the 

membership.  

• The Vice President of Membership interprets and communicates 

requirements to the membership



Verifying One-in-Five Certification

• Log-in Members Only Section

• Click on “Reports” 

• Select “One-in-Five Certification” from the drop down menu

• Select “Destination” that you would like to view



One-in-Five Certification





Agenda



Necrology: Dealing with Deaths



Necrology Process

• Report the death of any Active Link, Heir-O-Link, 
Connecting Link or Alumna Link to the Area Secretary 
within 24 hours of learning of their passing. 

• Include the date of death and in the case of Heir or 
Connecting, include the name of the Link with whom 
they are associated.



For Active Links:

• If the deceased Link is Active (or the Link associated with the Heir-o-Link 
and Connecting Link is Active):

• Go to the directory in MMS and select that Link’s profile

• Update her profile by changing the category (for the death of a Link) 
from Active to Deceased

• Enter her date of death.

• Note: before doing this, make sure her profile is updated with 
Connecting Link and Heir-O-Links if any

• If the death is of a Connecting or Heir-O-Link, update their information 
under her name



For Alumna Links

• If the Link is not Active, the Area Secretary will notify National for you, 
and they will update the profile. 

• Update your Chapter’s Necrology tracking sheet



The secretary’s role can be scary at times: 



The job may require some heavy lifting at times



In no time, you can tame the beast and 
they’ll be eating out of your hand!



What we discussed

• “It’s a jungle out there” How to survive and thrive in your role 
as a chapter recording secretary

• Taming the beast: How to effectively access and use MMS

• Capturing the “elusive stellar minutes creature”: Mythbusting
some common misperceptions chapter members have about 
minutes

• Clearing the tangled voting vines

• Grabbing One-in-Five by the horns

• Dealing with deaths
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Thank You !

It has truly been a pleasure serving as your 
Area Secretary for the past 4 years.
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