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ALTRUSA INTERNATIONAL – DISTRICT THREE
Mastering the Minutes - Secretaries Workshop
Location: Zoom: 
Thursday, May 28, 2026, 6:30 p.m.
Attendees: 
Cynthia Johnson, Spartanburg. SC  
Mauricia Buchanan, District Three Virtual Club 
Tammy Magstadt, Lake City, FL 
Ginny Pearcy, Gainesville, FL 
Dee Dugge, Gainesville, FL 
Trina Cothrin, Orlando-Winter Park, FL
Mimi Cooper, St. Augustine, FL 
Deb McLendon, North Georgia, GA

Welcome & Introductions
District Three Secretary Nanci Schwartz began the meeting at 6:30 p.m. and welcomed both current and incoming club secretaries, noting that the workshop was requested by Governor Mantha to share ideas, best practices, and offer mutual support in what can be a highly challenging role. 
The attendees participated in an ice breaker, sharing their respective clubs and the aspects of minute-taking they find most daunting which included:
· Capturing Every Detail: Fears of missing critical points during fast-paced or chaotic discussions 
· Over-Writing: The struggle to filter out personal chitchat and avoid making minutes overly wordy 
· Format Uncertainty: Anxiety regarding meeting the exact formatting expectations of the club or district office  
· Multitasking: The difficulty of actively participating or speaking during a meeting while simultaneously trying to document it 
Best Practices for Secretarial Preparation
Attendees discussed several strategies to streamline documentation before a meeting even begins: 
· Always secure the meeting agenda in advance. Use it to build a blank structural layout or "shell" of the minutes beforehand. This makes it easy to jump between sections during the live meeting. 
· The secretary should help ensure the meeting follows the agenda, as it serves as the formal framework for the permanent record. 
· Leverage Check-Ins for Attendance: Use the initial roll call or a casual icebreaker to seamlessly document attendance. 
Minutes Content and Draft Guidelines: What to Include
The group reinforced the golden rule of secretarial work: Minutes are a record of what was done, not what was said.
· Maintain a Neutral Voice: Even if discussions become passionate, the text must remain entirely objective and neutral. Record that "members discussed" the matter, focusing squarely on the final resolution. 
· Protect Member Anonymity: Avoid naming specific individuals during general debates. Attributing names to arguments can stifle open discussion, as members may worry about permanent public attribution. 
· The "Parking Lot" Rule:
· Casual chitchat or tangential debates that result in no action do not belong in the minutes. 
· If an un-agendized item emerges and requires further review before taking action, record it under New Business as an assigned item for the next meeting. 
· If a surprise motion is brought forward and voted on, it must be fully recorded under New Business. 
Collaborative Minute-Taking & Reviewing
Secretaries are encouraged to treat document accuracy as a shared responsibility rather than a solo burden: 
· Do not hesitate to pause a lively meeting to clarify an ambiguous motion or confirm exact wording. It is vital to capture it accurately in the moment before the context is lost. 
· When discussions become overly chaotic, implement a brief "timeout" and ask the floor: "What do you want the minutes to reflect?" This forces the group to synthesize their decision clearly. 
· Ask committee chairs and treasurers to send their text updates, financial figures, or reports before the meeting to insert directly into the draft. 
· Before distributing minutes to the entire membership, send them to a small group (such as the President or designated board reviewers) to ensure accuracy and consensus. 
Leveraging Modern Technology & AI Tools
Participants shared how they utilize digital tools to improve accuracy while reducing manual labor: 
· Immediate Turnaround: Draft and distribute minutes either the same night or the next day while short-term memory is fresh. 
· Recording Backups: Using a simple voice recorder app on a cell phone provides a safe, offline audio backup to double-check vague notes without uploading data to public platforms. 
· AI Transcription Tools (e.g., Otter.ai):
· Automatically generates summaries, identifies individual speakers via Zoom IDs, and isolates action items. 
· Cautionary Note: Never auto-distribute raw AI transcripts or summaries. The secretary should carefully review and edit all automated text to protect personal data, remove word-for-word repetition, and ensure accuracy
The meeting ended at 6:30 p.m. due to the Zoom session ending. The meeting minutes, presentation and summary will be shared with participants and posted on the District Three website. 
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