LMSC Secretaries Peer-to-Peer Teleconference

November 8, 2015

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.

Facilitators: Hugh Moore (PN) and Paige Buehler (IW), both LMSC Development Committee

Attendees: Jeanne Ensign (MT), Jenny Perrottet (NC), Robin Smith (SP), Michael Moore (PC), Doug
Holmes (SO), Mike Fanelli (MD), Jerry Clark (NC), Christine Schroeder (DV), Donn Livoni (MT), Debbie
Moore (PV), CJ Rushman (KY), Jon Blank (NC), Richard Garza (FG), Skip Thompson (Ml), Jay Definis (LE),
Dave Kough (MN), Leianne Crittenden (PC)

LMSC Secretaries Volunteer Role Description

Check out the template of what many LMSC secretaries do and the time requirements and skills needed.
It is a template so feel free to tailor it to your LMSC's secretary job as it can be useful to recruit or ramp
up volunteers.

Mike Fanelli says the template includes more than what he does as secretary. Robin Smith does own a
lot of the documents. Most LMSCs communicate to members through the registrar.

Hugh says that even if you as secretary don’t “own” all the tasks or responsibilities, hopefully someone
does i.e. Maybe the chair owns the bylaws and the webmaster is responsible for posting them.

Minutes — taking, approving, publishing

PC, MD, SO, NC, PV, SP, KY try to turn the minutes within a day and get them sent as a draft for any
corrections. Then approved by email and posted to LMSC web pages.

Hugh suggests waiting till next LMSC meeting to approve, but very glad that they are getting posted to
LMSC websites. Michael Moore suggests putting DRAFT on minutes when distributed and then
APPROVED once they are approved.

Action Outside of a Board Meeting

If meeting minutes are getting approved via email or online survey, then make sure that the decision is
brought up in the next meeting so that it gets recorded in the minutes.

How often do LMSC boards meet?
Monthly: PC, SP
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3-4 months: PV
Semi-annual: FG

What should be in minutes?

Richard Garza had to do a bylaws and policies “treasure hunt” in the minutes to get the FG governing
documents up to date with all decisions made over the previous 8 years.

Hugh suggests taking the USMS national level best practice of using a minutes template that includes all
the Approved Actions at the top of the minutes document.

Reports

If committees, task forces, officers present a report in advance of the meeting, then PV includes a 2
sentence summary and also a summary of recommended actions from that entity. PC posts reports and
agenda

Recording names of people making and seconding motions? Some do, some don’t. Hugh suggests it is
good practice. USMS minutes template doesn’t require it.

Focus on actions being sure to include what, by when and by whom. It can be good to include the
feel/sense of discussion vs. quotes from people. And personal notes can include who said what while
the minutes can be more objective. Leianne sometimes asks during the course of a meeting “do we
want this in the minutes?” to make sure the level of detail is appropriate. Written reports included In
the minutes are useful. SP posts those reports to website and Robin simply includes links to the reports.
Hugh had concern that if the links break then minutes might not be complete down the road.

Financials — include the report in the minutes or at least the balance amount as of a date.
Exact wording of a motion - read back to the group before voting.

Each LMSC must hold an annual meeting and approved minutes must be submitted to the National
Office. (Rule 502.3)

Best Practice: To increase board meeting attendance — combine an in-person meeting with workouts on
a Saturday and/or a guest speaker if possible.

Secretaries Peer-to-Peer 11/8/15 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_




