
RECORDING  
SECRETARY 



Recording Secretary  

Â Takes a silent roll call  

Â Determines if there is a quorum 
present  

Â What is a quorum?  

Â A quorum for transaction of 
business shall be 8 members, 
providing a majority of Officers are 
present  

Â CDA Bylaws  



Recording  Secretary  

Â Reads the minutes of previous meeting(s)  

Â Reads correspondence except communications 
from State and National  

Â Presents a list of bills to be paid to the 
Treasurer  



Minutes  

Â Type of meeting  

Â Business  

Â Special  

Â Court Name and number  

Â Date of the meeting  

Â Time and place of meeting  

Â Name of presiding officer  



Contents of Minutes  

Â The regular business meeting of Court Lost 
Hope #5678 met on Monday, May 15, 2006, in 
Room 4 of the church hall.  The meeting was 
called to order at 7:00 p.m. by Regent, Jane 
Doe.  Fr. Smith, court chaplain led the opening 
prayer and Pledge.  



Contents of  Minutes  

Â Minutes should cover items on the agenda  

Â Record any motions that are made  

Â Pay attention to  
Â Who (said what)  

Â What (was said by whom)  

Â Where (pertaining to the motion)  

Â When (pertaining to the motion)  


