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COUNCIL OF CATHOLIC WOMEN 

 

 

 

 We are dynamic, Catholic women filled with the grace of God, the love of Christ, 
and the fellowship of the Holy Spirit. 

  We are members of a national organization – the NATIONAL COUNCIL OF CATHOLIC WOMEN – 
consisting of over 5,000 affiliated organizations across the country.  Through the NCCW we are 
members of the World Union of Catholic Women (WUCWO).  Through NCCW we have representation 
to the United States Council of Catholic Bishops and the United Nations. 

  We acknowledge Mary as our role model and vow to imitate her by developing a deeper devotion to 
and a greater reverence for the Eucharist. 

 We uphold the dignity of marriage and defend marriage as defined by the United States 
Council of Catholic Bishops as being between one man and one woman. 

 Central to all our programs is the sanctity and dignity of human life.  From conception to a natural death, 
we passionately embrace the precious gift of life. 

  We are committed to solidarity with women and children world-wide, we collaborate with Catholic 
Relief Services in raising awareness and money for programs to aid women and children in dangerous or 
desperate circumstances. 

  We work in our local communities to help the homeless, poor, those suffering from domestic violence, 
immigrants, and others where our help is needed. 

  We support the Florida Catholic Conference and Catholic Days at the capital, and have a legislative voice 
speaking on issues central to our Catholic beliefs. 

  We support vocations through prayer and contributions to the Burse Club. 

  We support the spirituality of our membership.  Our patroness is Our Lady of Good Counsel. 

 We are Catholic women who embrace each others’ individuality, yet nurture shared beliefs and values, 
acted upon through services and programs that promote Catholic social justice in our communities and 
in our world. 

 We are women united across the country and as NCCW, we have a history that began in 1920 – a history 
rich with spirituality, leadership, and service, but above all, passion for following in the steps of Christ as 
we serve one another. 

 

 

MISSION STATEMENT 

 The National Council of Catholic Women acts through its membership 

to support, empower, and educate all Catholic women in spirituality, leadership,  

and service.  NCCW programs respond with gospel values to the needs of  

the Church and society in the modern world. 

 



 
WHY BELONG 

 

Membership in a Catholic woman’s organization demands a deeper commitment of one’s gifts.  The 

gift of faith requires a gift in return.  The answer to the question “Why belong?” can be easily 

remembered, if we associate it with the letters in the word ‘BELONG’. 

 

 B Be of FAITH AND SERVICE to God through service to the people around you. 

 E Enrichment, encouragement, and inspiration by group participation are nurtured 

  in worthwhile programs. 

 

 L Leadership ability is developed and this overflows into the community, diocese 

  and country. 

 

O Opportunities to strengthen faith through perseverance are opened.  Trials and 

tribulations are bound to arise when you work with people. 

 

 N Needs of others in family, parish, community, diocese and world are met. 

 

 G Growth in grace, knowledge and friendship come because of your gifts of time, 

  talent, and treasure. 

 

 

 

 

From NCCW manual Revised September 2004 edition 

 

 

 

 

 

 

 
 
 



Our History 
 

In order to fully explain the organization of our Diocesan Council, let us go back a few years to learn the need and 
purpose of organizing our Catholic women.  

In 1919, the National Council Welfare Conference was formed by the Archbishops and Bishops of the United 
States to meet the need of the times, and one of the branches of this united body was the Department of Lay 
Organizations. The Most Reverend Joseph Schrembs, Archbishop of Cleveland, first Chairman of this 
Department, called a meeting of 200 Catholic women representatives of national organizations, women prominent 
in various fields of social work and those appointed by their respective Bishops to meet in Washington, D.C., on 
March 4-6, 1920. At this meeting the National Council of Catholic Women (NCCW) was organized and the first 
board elected.  

The NCCW was called into existence by the Bishops as an integral part of the National Catholic Welfare 
Conference, to unite the Catholic women of the United States in organized effort in all useful fields of education, 
social, religious and economic work for the betterment and happiness of the people. It encourages the growth and 
development of organizations and strives to unite the work and the tremendous moral power of Catholic women's 
organizations for the greater good of the Church and the Nation. The NCCW seeks to enlist all women's 
organizations so that all Catholic women may unite in tasks that would be too great for any one group.  

Mrs. R. P. Kettle represented the women of St. Augustine Diocese at this initial National meeting in 1920. 
Although it was several years before the St. Augustine Diocesan Council would be formed, two organizations 
were affiliated directly with NCCW in 1921. They were:  

 The Catholic Women's Club of Jacksonville, Florida  

 The Catholic Women's Club of Holy Trinity Church, Ocala.  

In 1926, Bishop Barry, feeling the need for the Catholic women of the Diocese to unite their efforts and 
encouraged by their interest in this work, appointed Mrs. R. S. Clark of Sacred Heart Parish, Tampa, as Diocesan 
Chairman to promote the forming of a Diocesan Council of Catholic Women (DCCW).  

Always a conscientious, hard worker, and inspired by the early efforts of Mrs. Kettle, Mrs. Clark accepted the task 
of organizing a Council with enthusiasm. There were no funds available for this work so progress was slow. Mrs. 
Clark found it difficult at first to convince the Clergy on the idea that there was a need for organizing a Council and 
affiliating with the NCCW.  

Finally in January 1931, with Bishop Barry's approval, the initial organization meeting was held. It is recorded that, 
notwithstanding pouring rain, Catholic women from Jacksonville to Miami attended this organizational meeting, as 
well as many of the Clergy and also Sisters from the Academy of Holy Name, Tampa. In addressing the group, 
Bishop Barry said it had long been his dream to have a women's council in the Diocese and he gave the 
organization his blessing. Women were urged to organize under the guidance of their pastors, forming groups 
which were distinctly parish or church organizations. The need of Catholic women to do more social service work 
was stressed.  

According to a local newspaper article, more than 400 delegates attended the first convention of the St. Augustine 
Diocesan Council of Catholic Women held in Lakeland, May 6-7, 1931.  

Our "Goal" today remains as it was at the beginning of our organization: To unite in an organized effort for the 
betterment and happiness of the people.  
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Represent the Deanery Council 
which spread programs and 
information to the Affiliations and 
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        THE LEGS AND FEET 
                Support the Body.   

       The Affiliations are the grassroots and most  
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       begin right here.  The Head is dependent  
       upon the entire body.  
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DIOCESAN COUNCIL 

 
THE BODY 

 
Represents the DCCW Councils which 

follow plans from National.  It feeds 
information to the Deanery Councils and 
reports back to National.  Also, provides 

leadership training to Deaneries and 
Affiliations. 

 

National Council  
of Catholic Women 

 

NCCW 
Arlington, Virginia 

 

THE HEAD 
 

Represents the authority and 
brain work of the 

organization. 
It guides millions of members 

through the NCCW 
Commission system. 



What is The National Council of Catholic Women? 

 

―The National Council of Catholic Women (NCCW) is the largest and greatest Federation of 
organizations in our American Church!" declared a Bishop at an NCCW General Assembly.  

The NCCW represents the largest religious denomination of women in America. The NCCW 
staff and its Board Members exchange ideas, concerns and prospective programs with our 
Holy Father and the World Council of Catholic Women (WUCWO). The NCCW addresses the 
burning issues of the day with other national leaders and in National forums, - as well as in the 
world! For sure, never before has effective Catholic leadership been more important. 

But, just what is the NCCW?  

 It is a nationwide federation of Catholic women and their organizations.  

 It includes affiliates of local, parish, diocesan and state organizations.  

 It has vast individual memberships.  

 It represents and voices concerns of women.  

 NCCW is millions of women working together on issues in the Church and society through 
the national Commission programs.  

 NCCW is part of the Committee of the Laity, National Conference of Catholic Bishops 
(NCCB) and an affiliate of the United States Catholic Conference (USCC).  

And, what does the NCCW do? 

 It unites Catholic women with Catholic organizations in the United States.  

 It develops and encourages leadership potential.  

 It provides opportunities for action on current issues.  

 Through it, women can speak and act on their concerns.  

 It seeks solutions to current problems as it relates to other national and international 
organizations. 

How does it operate? 

 Its government happens at annual Conventions. 

 It represents you because you elect its officers at the NCCW Conventions; your Province 
Director is on the Board of Directors which meets at least three times a year and she 
reports back to you and for you. 

 Elected representatives of the National Organizations and the National Commission 
Chairmen are also members of the Executive Committee.  

 Elections are performed electronically, each affiliated organization and each Individual 
Member has a vote.  

MISSION STATEMENT  

The National Council of Catholic Women acts through its affiliated organizations to support, 
empower and educate all Catholic women in spirituality, leadership and service. NCCW 
programs respond with Gospel values to the needs of the Church and society in the modem 
world.  



WHAT IS THE ST. AUGUSTINE DCCW? 

The St. Augustine Council of Catholic Women (DCCW) is a federation of approved 
organizations and associations of Catholic women of the Diocese of St. Augustine. These 
organizations and associations are completely independent and retain autonomy in their own 
affairs. The St. Augustine DCCW is located in the Province of Miami. The Province consists of 
all Dioceses in the State of Florida, and convenes as the Florida Council of Catholic Women 
(FCCW).  

The St. Augustine DCCW is an affiliate of the National Council of Catholic Women (NCCW) 
and as such:  

 Makes use of the services of National, such as its general information and releases, 
"Catholic Woman" magazine, and the assistance of its field representatives.  

 Assists the NCCW to accomplish certain undertakings that require help and cooperation of 
the laity.  

 It has a voice in the policies of the NCCW through the votes of the delegates to the 
National Convention.  

The DCCW is governed by a Board of Directors. The Officers are: President, Recording 
Secretary, and Treasurer, elected by the voting members at the annual Diocesan Convention, 
four Vice Presidents who are the Deanery Presidents and the Catholic Woman's Club 
President, elected by their own membership; the four Deanery Vice Presidents and the 
Catholic Woman’s Club Vice President serve as Deanery Representatives. The Corresponding 
Secretary, the Parliamentarian, three Commissions Chairmen, and Committee Chairman are 
appointed by the President. The Diocesan Spiritual Advisor and four Deanery Spiritual 
Advisors also serve on the Board of Directors, as do the past DCCW presidents. 

The DCCW is a viable organization in our Diocese. The structure is strong, with officers 
regularly elected on all levels, Diocesan, Deanery and local Affiliates. The three Commission 
Chairmen are active on the Diocesan, Deanery and most of the local levels. About 25 local 
Affiliates belong to the St. Augustine DCCW.  

The DCCW implements the ongoing flow of programs coming from the NCCW. The three 
Commissions challenge women to work for peace, justice, legislation and the many 
humanitarian works. The DCCW on the Diocesan and Deanery levels, and down through the 
local Affiliates, inspires invites and enables each and every woman to give of herself in very 
special ways to make this State and the Nation a better place. The DCCW helps to make the 
Church in Florida truly visible!  

Through the DCCW, hundreds of women give generously of their time and talents to our Lord 
and His Church - proven in actual statistics and reports each year. Effective legislation, strong 
and organized opposition to immorality, promotion of spirituality in ever so many ways is just 
one way that makes the DCCW powerful. Each year new strong leadership emerges. Yes, the 
DCCW is powerful and this great power in accomplishments can only be achieved through 
organization.  

Our priests and especially our Bishops and Spiritual Advisors, throughout our history have recognized 
the DCCW as a great, vibrant reservoir of volunteers, always ready and willing to start jobs and finish 
them. The St. Augustine DCCW has a long proud history. 
 



What is a Deanery? 
 

A Deanery is a geographical division of a Diocese for administrative purposes. A Diocese is divided, by 
the Bishop, into districts or Deaneries under the direction of a Dean. Therefore, a Deanery is a part of 
the Diocese and not a separate entity.  

The National Council of Catholic Women (NCCW), having been organized along ecclesiastical lines, 
maintains the same divisions (i.e., Diocese, Deanery and Parish).  

A Deanery Council is part of the Diocesan Council and as such, serves as the liaison between the 
Diocesan Council and the local organizations. The Deanery Council belongs to the NCCW.  

The Deanery Council is the communication link which brings the Diocesan Council of Catholic Women 
(DCCW) programs and projects, approved by the Bishop, to local organizations. This is accomplished:  

 Through Deanery Council Board of Directors' meetings.  

 Through Deanery Council general meetings to which all Catholic women are invited.  

Each Deanery has its own constitution and bylaws, its Officers and Board of Directors. The individual 
Deaneries hold two board meetings and two general meetings a year, in the Fall and in the Spring. 
Board meetings are held a month before the general meetings.  

The Presidents of the Deaneries, elected at the spring meetings, serve as Vice Presidents of the 
DCCW. The President of the St. Augustine DCCW's Deanery President serves as 1st Vice President of 
the DCCW. The Deanery Vice Presidents serve as Deanery Representatives on the DCCW Board.  

Currently, our diocese has five deaneries.  The St. Augustine DCCW is organized into four deaneries, 
as follows: 

 Gainesville, North Jacksonville, St. Augustine, and South Jacksonville  

A Deanery Board of Directors should be organized according to the Deanery bylaws, which are not 
necessarily a duplicate of DCCW's, however, they should be compatible with them.  

 Deanery Officers  

 Affiliation Presidents  

 Commission Chairmen  

 Committee Chairmen  

                 DCCW Board members of the Deanery  

                 Past Presidents  

                 At Deanery's discretion Vice Chairmen may be included.  

Vice Presidents of the Affiliations may attend Board meetings in the absence of the Affiliation President.  

To assure that the DCCW and Deanery programs are properly executed, it is important that each 
Affiliation President and each Commission Chairman or their representative attend Deanery meetings.  
 
 
 
 

 



What about the Affiliation? 
 

The Affiliation or Parish unit is the most important and vital part of the organization of the National 
Council of Catholic Women (NCCW) as it is the fundamental social unit on which the Church 
organization is based. The Affiliation is the power and force that gives action to the Diocesan Council of 
Catholic Women (DCCW) and NCCW. Without it there would be no Council - Diocesan or National.  

The Diocesan and National organizations represent and unite Catholic women in programs of a 
spiritual, educational and economic nature. The Affiliation activates these programs to fit its own needs 
and abilities.  

 Single Affiliation: The individual organization with its usual officers.  

 Group Affiliation: Where two or more organizations in a Parish join together to affiliate.  

 Fosters individual spiritual growth.  

 Strengthens cooperation between the laity and the clergy.  

 Motivates organized programs of study.  

 Provides opportunities for use of creative talents in the work of the Parish and the community.  

The NCCW unites and inspires Catholic women, through the programming services of the National 
Commission System, to be shared in the work of the National Council of Catholic Bishops (NCCB).  

So often the local Affiliations are dubious about the necessity of the Deanery, Diocesan and National 
Councils. These Councils act as bridges connecting the women in the individual Parishes with other 
women in the City, State, Nation and World. They provide a flow of communication through reports, 
meetings, newsletters, "Catholic Woman" magazine and conventions.  

The local Parish Council does much on its own but unless it opens itself to the world around it, the 
members soon become very complacent. Cliques can form and the parish affiliation could fall apart.  

The importance of keeping in touch with women who share the common goal of spreading God's love 
cannot be underestimated. The parishes need each other for support. This can be compared so well to 
family life. Members of a family must be open to each other, respond to each other's needs and 
feelings. The love that they share cannot stay within the home or it will become stale. Their love must 
flow to the community. As a result, the family is nourished and their commitment to each other grows 
more deeply.  

The Deanery, Diocesan, and National Councils bring women and Moderators together to share ideas, 
to air problems, and to rededicate themselves to serving God with the many talents He has given them. 
Communication between Councils on all levels sparks enthusiasm and leads to a better understanding 
of the various programs.  

One of the tools of communication is the Diocesan Convention. The love, peace and joy that can 
radiate at the Convention fills women with fond memories of their sites in Christ, and an eagerness to 
put the knowledge obtained into action in their location Affiliation. A convention creates unity within the 
Deanery that hosts it and unity within the Diocese. It unifies them to National with representatives from 
NCCW attending and speaking on the various programs in which they participate.  

So much more can be accomplished when local Affiliations venture across the bridges and reach out to 
love one another as members of the Body of Christ! 

 



For Presidents 

CONGRATULATIONS! It's an honor to be elected President of a Catholic women's organization. But it's a big 
assignment too. From now on, you are the public symbol of your organization, the chief organizer of all activities, 
the fountainhead of inspiration and builder of morals, the chief arbitrator of all disputes, the liaison officer with all 
other organizations and individuals.  

A large order isn't it? Of course you're capable or you wouldn't have been elected. But if you find all these new 
responsibilities overwhelming at first here are some tips from women who have been "through the mill."  

 BE SURE YOU KNOW THE DUTIES of all Officers and Standing Committees as well as your own.  

 CALL A MEETING of your Officers and invite their suggestions on the appointments of Commission 
Chairmen.  

 AFTER ELECTION, quickly and carefully choose your Commission Chairmen and Vice Chairmen.  

Then, invite them to meet with your Executive Committee to study needs and make plans.  

 Always include the Spiritual Advisor in making plans. Consult with him often. Remember, the business of the 
Council of Catholic Women (CCW), on all levels, has spiritual involvement. The Deanery and Diocesan 
Advisors provide the support essential to CCW activities, with priests throughout their areas, and are the 
CCW connecting link with our Bishop. Keep them aboard all the way. Value their advice and enlist their help. 
Make an effort to acquaint new priests with the CCW.  

 Meet with each of your fellow Officers individually and workout routine procedures so you won't have to issue 
instructions repeatedly. For example, the Corresponding Secretary should automatically write "thank you" 
notes in the name of the organization for your signature. Periodic reports should be scheduled to come to you 
and to the members on the status of finances and membership 

- The National Church, National Council of Catholic Women (NCCW), and significant community programs and 
then share your enthusiasm with the Board, Chairmen, Officers, and everyone you meet and welcome the 
opportunities to speak to groups.   (once all the changes are made to this booklet this and the line below will be highlighted in yellow.) 

- Offer (don't wait to be invited) full cooperation with lay Councils, Diocesan Ministries, Local Service Agencies.  

 HELP your new Chairmen choose their committee members so they won't have to run a one-woman 
operation. Again, keep an eye on the future by selecting members with potential for leadership in the next 
administration. GIVE AUTHORITY to your Chairmen to follow through on assignment. ENCOURAGE them to 
call committee meetings regularly to accomplish their work. DISCOURAGE them from bringing unresolved 
matters to the floor of meetings. ADVISE them to clear their plans with you, then present plans to the floor 
and invite added suggestions when this seems in order.  

 ADOPT A BUDGET for routine expenses, such as stationery, postage, printing of membership cards, tickets, 
etc., or other expenses in connection with annual events.  

 KNOW fundamentals of Parliamentary rules. Conduct orderly meetings, beginning and ending on time.  

 PUBLICITY attracts more involvement in CCW works. Make full use of a good Publicity Chairman.  

 Allow plenty of TIME to announce meetings. Remember, good people are already busy and they must plan 
their own calendars.  

 DELEGATE - DELEGATE - DELEGATE!!! Be a LEADER! Sure, you are good, but each time you delegate 
you build leadership for the future and a stronger organization.  

 ACCOUNT ABILITY to all - Bishop, Clergy and all Catholic women - depends on REPORTS from ALL and on 
TIME! To best prove our value, evaluate results and make recommendations.  

 Invest in a calendar and a stack of folders. Keep files up to date, - the easiest and most efficient way to 
operate - and necessary for your successors.  

Prepare an agenda for each meeting - a list of items, on a single sheet of paper, in the order in which they will be 
discussed.  

Follow orderly procedure. Even though the atmosphere of your meetings is informal and relaxed, you will save 
time and accomplish more by following this routine:   



 

 

Sample Agenda 

 

1.  Call to Order 

2. Opening Prayer 

3. Pledge of Allegiance to the Flag of the United States of America 

4. Welcome Members and Guests 

5. Roll Call/Approval of Minutes 

6. Corresponding Secretary Report 

7. Financial Report 

8. President Report 

9. Reports of Standing Committees/Commissions 

a. Spirituality 

b. Service 

c. Leadership 

10. Reports of Special Committees 

11. Unfinished Business 

12. New Business 

13. Closing Prayer 

14. Adjournment 

 

This is a suggested agenda and may be changed to fit the needs of the organization. Once the agenda 

has been reviewed, a copy should be sent to the Vice President and Secretary.  The reason for this is 

in case the President is unable to make it to the meeting; the Vice President will then be able to 

conduct the meeting.  The secretary will need a copy to help her prepare for taking the minutes. 

 
 
 
 
 
 
 
 

 

 



OUTGOING PRESIDENTS: WHAT to KEEP and WHAT TO TOSS! 

                        What Records/Material to Retain….What to Thin Out 

 

Congratulations!  You have completed your term of office, and you have several boxes and files of material. 

Does that sound familiar?  The new president is eagerly waiting to receive pertinent, up-to-date records and 

material.  Plan to greet her with a well-organized system.  What should you keep?  What should you thin out? 

 Minutes – Must be kept permanently in a separate binder or flash drive. 

 By-Laws – Must be kept separately in a binder and reviewed every other year. 

 Leadership Training Material – Keep, as this is ongoing. 

 Manuals, Resourse Books, DVD’s, CD’s – If purchased by the organization, they must be kept and passed 

on unless the material is outdated.   

 Reports – Encourage commission chairs and committee persons to keep reports in a notebook that can 

be passed on to the successor.  Keep an additional two years. 

 Directories – Keep two years.  Past directories should be kept in the archives, but not carried by the 

President, as they provide important information of Council history 

 NCCW Connect – Keep during your term of office, then toss, as this is dated material 

 

Gift the new President with a well-organized system of current records and guidelines.   Present her with this 

binder of information.  Pass on your enthusiasm!  It is contagious! 

Remember to keep the Mission Statement as the center of your work.  This shows what our organization is all 

about.  Remember to Pray! 

           

 
 
 
 
 
 
 
 

 



WORKING CALENDAR FOR AFFILIATION PRESIDENTS 

 

May – June 

 Appoint Commission/Committee Chairs 

 Contact Deanery President for any organizational help needed 

 Work with your officers to begin plans for the upcoming year  

July – August 

 Finalize plans for the upcoming year 

 Prepare membership rosters for distribution, and send a copy to the Deanery President 

September – November 

 Represent your affiliation at the Fall Deanery Board Meeting 

                    Share ideas with other affiliations 

 Attend, and encourage your affiliation to attend the Deanery General Meeting 

 Cooperate when called upon to promote Diocesan-wide programs 

 Invite Deanery President to visit your organization 

 Mail dues (Deanery, Diocesan, and National) to the Deanery Treasurer by November 

1st. 

January – February 

 Represent your affiliation at the Spring Deanery Board Meeting 

 Send affiliation report to the Deanery President by the end of February 

March – April 

 Prepare final report to present at Spring General Meeting 

 Encourage all members to attend the Spring Deanery General Meeting 

 Encourage your affiliation to be a patron for the DCCW Convention – this money helps 

defray the cost of printed materials at the Convention, and is an aid to the Deanery 

Budget  

 Attend the DCCW Convention, and encourage members to attend with you. 

 
 
 
 
 
 



WORKING CALENDAR FOR DEANERY PRESIDENT 

 

May – June 

 Appoint Commission Chairs 

 Contact affiliation presidents for introduction purposes and to receive updated affiliation 

information 

 Work with your officers to begin plans for the upcoming year 

July – August 

 Finalize plans for the upcoming year 

 Prepare membership rosters for distribution, and bring copies to the August DCCW 

Board Meeting. 

 Send out a ―Call to Meeting‖ for the Fall Board Meeting 

September – November 

 Attend DCCW Board Meeting, and give report for plans for Deanery 

 Finalize plans for Fall General Meeting – send out ―Call to Meeting‖ one month prior 

 Promote the work of Commission Chairs 

 Remind affiliations of dues deadlines (November 1st) 

 Work Closely with DCCW in serving Dioceses 

January – February 

 Attend DCCW Board Meeting; give report on any Deanery happenings 

 Send out ―Call to Meeting‖ for February Board Meeting 

 Instruct Affiliation Presidents of time schedule for sending reports 

March – April 

 Spring General Meeting; elections if necessary 

 Encourage all affiliations to be a patron for the DCCW Convention – this money helps 

defray the cost of printed materials at the Convention, and is an aid to the Deanery 

Budget(Deanery gets half of the ad money!) 

 Prepare your Deanery Reports and send to DCCW President one month prior to 

convention 

 Represent your Deanery at the DCCW Convention 

 

 

 

 



PRESIDENTS AND VICE PRESIDENTS 

 

DUTIES OF THE PRESIDENT AND VICE PRESIDENT 

 You are responsible for the running of the meeting only.  The assigned affiliation members should be 

taking care of any other duties. 

 Make sure you have an agenda – give out copies to all members.  Helpful hint - - make yourself an 

expanded agenda with notes on it to jog your memory.  It is stressful to lead any meeting and the 

notes will help you to remember to thank your members for a job well done, the name and title of any 

speakers, any questions or suggestions you get at the last moment. 

 Duties – as President your most important duty is to preside at meetings, both board and general; 

appoint chairpersons for commissions and committees; represent Affiliation; report to upper levels 

(attending Deanery Meetings); promote and attend all your events. 

 Duties of the Vice President - Accept responsibility from president; preside at meetings in president’s 

absence; coordinate commissions; responsible for programs/speakers and in certain cases, oversee 

hostesses and, of course, promote and attend the organization’s events. 

 

 

CHOOSING COMMISSION CHAIRS 

 Don’t choose people you know because they are your friends – they may accept a position because of 

friendship, but they may not be the best person for the job.  

Don’t let commissions go without a chair, or as above, a chair that isn’t computer literate or familiar with a 

―chair‖ position. This puts greater responsibility on the president.  You have enough to do without acting as a 

commission chair too.  Also, you’ll be getting all the NCCW, DCCW and Deanery information and become 

responsible to disseminate it to your affiliation. 

Do provide training for your commission chairs - - explaining their position and what you expect from them 

and what help is available.  This training is available at Lake Yale each year and is very beneficial.  Some 

Affiliations provide the registration so more members can attend. 

 

HELPFUL NOTES FOR MEETINGS: 

Your meetings can be very scary times - - Every president has experienced the same feelings.  The great thing 

about Council is that we’ve all been there.  One way to overcome your nerves is to always be prepared. 

• START ON TIME—Assign a time keeper. 

• HAVE AN AGENDA AND STICK TO IT – your parliamentarian should let you know if you get off topic. 

• MAKE SURE YOUR HOSTESSES ARE AWARE OF A GUEST SPEAKER SO YOU ARE 

COMFORTABLE THAT HE/SHE WILL BE WELCOMED.  Make sure that your guest/s is aware of the 

agenda so that they are prepared as to when they will be speaking (ahead of time if possible). 

You are the leader - - stay visible! 

• Do not shout or yell across the room to anyone  

• Do not allow people to clean up in the middle of the speaker 

Remember these are your guests! 

 

 



For the Vice President 
 

The duties of the Vice President may vary from group to group as specified in the bylaws. At all times she must be 
prepared to assume the role of the President should the President be absent or unable to serve. In the event the 
President is absent for a long period of time the Vice President may exercise all duties of the President, except, 
change or modify rules made by the President.  The Vice President should make herself available as often as 
called upon by the President to assist her. She is often the Program Chairman, and very often the Organization 
Services Commission Chairman; a very good training ground for the office of President since it is generally 
regarded as the "nuts and bolts" of the organization.  

Some organizations require the acceptance of the office of President to follow the office of Vice President as a 
prerequisite to being Vice President, which works very well. In any case, a Vice President should never accept the 
office of Vice President unless she is willing to take the responsibility of President.  

SOME "DO'S" AND "DON'T" IN PROGRAM PLANNING  

   

DO ask several members of the organization   DON'T try to do all the planning yourself.  

to serve with you in helping to plan the    

year's program.    

   

DO appoint members of your Committee to   DON'T wait until the last minutes to engage  

make arrangements for the various   speakers, films, etc.  

programs.    

   

DO check with the Officers of the   DON'T plan or engage programs involving  

organization to see how much is planned   expenses without first clarifying with the  

in the budget for programming.   proper authorities.  

   

DO check with speakers being engaged as to   DON'T embarrass a speaker by presenting his  

the fee required. This should be done   honorarium publicly.  

when the speaker is engaged, and not on    

the day of the program.    

   

DO remind speakers, panelists, etc., their part   DON'T assume that a program is "all set"  

in your program, planned well in advance   because it was booked well in advance of  

of the beginning of the CCW year, and a short 
time  before they are expected. 

 the date. Check it.  

   

   

   

 

DO check with those presenting the program as to their needs (i.e., equipment, podium, projector, table, etc.).  

DO allow specified time for program. Notify participants of time allotted.  

DON'T be running around at the last minute trying to find suitable supplies for the program.  

DON'T let your program run overtime. Don't hesitate to graciously bring the program to a close.  



For The Secretary 

 

Minutes are not a secretary’s report, but are ―legal recordings of the proceedings of an assembly‖. Your 

minutes should be kept in a substantial book, and on a flash drive to pass down to the next secretary. 

The next page will give you some helpful hints in recording your minutes. It is advisable to record your 

minutes within a couple of weeks of your meeting. That way, the information will be fresh in your mind.   

Minutes can be distributed prior to the meeting, which may be preferable to having the minutes read at 

the meeting.  If there are no corrections to the minutes, they will stand as approved as read or 

published.  If there are any corrections, the secretary shall make the corrections.  The minutes will 

stand as approved as corrected.  Motions are not required for this action. 

 

Qualifications for a Recording Secretary 

 Knowledge of the organization 

 Quick, perceptive mind 

 Accuracy and speed in taking notes. 

 A clear speaking and reading voice 

 Good organizational skills 

 

Duties of a Recording Secretary 

 The Secretary keeps the minutes of the Regular and Board of Directors meetings. 

 The Secretary places in the minutes what was done, not what was said or the opinion of the 

secretary. 

 The Secretary is the custodian of the records of the organization. 

 The Secretary must be on time for the meetings, with records, a copy of the bylaws, and any 

other documents likely to be needed (i.e. a motion form). 

 The Secretary should always provide the Presiding Officer with a copy of the minutes. 

 If the President and Vice-President are absent, it is the duty of the Secretary to call the meeting 

to order. 

 

 
 
 
 
 

 
 



A Note to Secretaries Regarding MINUTES 
 

+++++ Record what is DECIDED, not what is SAID. +++++ 
 
DO - In the first paragraph record the name of the organization, the kind and date of the meeting, the name of the 
President/Chair (if present), the time the meeting is called to order, the location (if different from the usual), and 
whether the secretary is present. 
 
DO - Record all Main Motions IN THEIR FINAL FORMS with their disposition. (Steps in making amendments do 
not need to be recorded.  ―After amendment, a motion made by Sally Smith to donate $100 to NCCW was 
adopted.‖) 
 
DO - Ask the Chair to request that (complex) motions be written out by the maker. 
 
DO - Summarize the Treasurer’s Report by including Previous Balance, Total Receipts, Total Disbursements, and 
Current Balance 
 
DO - Record all Points of Order, the rulings of the Chair and the Chair’s reasons for her rulings. 
 
DO - If the vote is counted, record the number of votes for both sides of a motion or for each candidate. 
 
DO - Record the time the meeting is adjourned. 
 
DO - Transcribe the Minutes soon after meetings in the order in which the business was conducted. 
 
DO - Be concise. 
 
DO - Send draft minutes to Chair within a few days, as a courtesy.  
 
DO - Resolve any differences of opinion concerning the Minutes at the next meeting. 
 
DO - Sign Minutes with the date when they are approved. 
 
DO - Keep an approved copy of the Minutes in a bound book or consecutively numbered binder/notebook. 
 
DON’T - Add editorial comments such as ―inspiring,‖ ―delicious‖ or ―lovely.‖ 
 
DON’T - Record the name of the person who seconded the motion (unless the organization has a rule that 
requires it). 
 
DON’T - Record vote abstentions (unless the person who abstains has a financial interest in the outcome). 
 
DON’T - Summarize debate, invocations or speeches. 
 
DON’T – Say ―Respectfully Submitted‖.  Just sign your name and office in the lower right hand corner. 

 
 
 
 
 
 
 
 
 



COUNCIL OF CATHOLIC WOMEN 

 

Motion Form 

 

Date:  _____________________ Subject:  _________________________________ 

 

Motion By:  ____________________________ 

 

Seconded By:  _________________________ 

 

That:  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________  

__________________________________________________________________________________

______________________________________________________________ 

 

Action:  ________________________________________________________________ 



For The Treasurer 

 

The treasurer shall receive all dues and other monies of the organization and 

keep accurate account of the financial activities of the organization. 

 

 

The treasurer shall: 

 Attend local meetings and be prepared to give a report. 

 Give the Financial Report at the meetings, including beginning balance, deposits by 

category, disbursements, and ending balance.  No action is taken on the Financial 

Report. It is filed for audit. 

 Be responsible for the collection, custody, and disbursement of all organizational funds. 

 Promptly deposit funds into the account that the Officers and Pastor designate. 

 Perform a monthly bank reconciliation keeping all receipts/reports and deposit slips 

attached to the appropriate bank statements. 

 Send out dues notices and pay dues to deanery, diocesan and NCCW. 

 Keep a record of all paid members. 

 Chair a budget committee to prepare the annual budget for approval at the beginning of 

your council year. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



GUIDELINES FOR CCW TREASURERS 

The following information presented is to assist all Treasurers of the Council of Catholic Women to 

maintain financial records of the organization—affiliations or deanery levels. 

 

1)  RECORD KEEPING 

a. Prepare a budget as a new term of office begins.  Most organizations terms are two 

years. 

Each budget category line should be established for two years. The committee of the 

past and present Presidents and Treasurers meets at the beginning of the fiscal year to 

accomplish this task.  The new budget is presented to the membership for their 

approval. 

b. Make an explanation of the different budget areas for guidance in posting.  

             c. Keep a general ledger of your accounts.   

 d. Deposit all checks and money in a timely manner weekly.  Do not hold or sit on checks  

  or cash.   

e. Check Request Form is used to request a check for a donation or expense.  Be sure the 

person requesting the check completes this form and signs it and is approved by the 

President and signed.  Complete the form as indicated, attach any supporting 

documentation—invoice, receipts, etc. and file in your records.  This will be needed for 

your audit.   

              f.   Monthly Treasurers report must be presented at your monthly affiliation meetings and a 

copy presented to the Spiritual Advisor.   

 g.  Bank Statement – open correspondence and reconcile each month’s statement.  Attach  

  any deposit slips, bank correction notices and voided checks for that month. 

 

2)  DUES         

a. Affiliation dues are collected and deposited in the affiliation account. 

b. The NCCW dues notice is mailed by the national office to the affiliation President on 

record.   The notice may be mailed to the past president, if the current President’s name 

was not submitted to their office.   Presently, the Affiliation dues are $100.00.  Follow the 

direction for mailing on the invoice.  If you do not receive your invoice contact NCCW at 

nccw01@nccw.org or call them at 1-800-506-9407.  The dues are payable January 1st. 

c.  Send dues for DCCW and Deanery dues to the Deanery Treasurer by November 1st.  

Make check payable to St. Augustine DCCW (insert deanery name) for Diocesan dues 

and for deanery dues. 

  DCCW Dues - $3 per member 

  DCCW (insert Deanery) – This is assigned per your Deanery. 

 Dues for both Deanery and Diocesan dues are based on last year’s membership 

number. It is extremely helpful if you list how many members were in your affiliation the 

past year. 
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3)  CHARITABLE CONTRIBUTIONS 

All checks must be issued to a person, business name or a charitable organization, never a project for 

example, Hugs for the Homeless.  It is  vital to issue checks correctly.  All charitable contributions must 

be issued in the name of a 501 ( c ) (3) organization recognized by the Internal Revenue Service.  All 

gifts to individuals: clergy, nuns, seminarians and persons are not charitable contributions but personal 

gifts. 

 

a. Forward all DCCW Burse Club contributions to the DCCW Treasurer.  Make the checks 
payable to St. Augustine DCCW, and write in memo line in bottom left of check Burse 
Fund. 

b. Any charitable contributions for NCCW-CRS Works of Peace or Reconciliation such as: 
Water for Life 

Madonna Plan 

Help-a-Child 

Refugee Women Emergency Fund 

 

 

5)  COMMUNICATION 

               a. Keep in touch with your Deanery Treasurer on a regular basis; 

               b. Compare notes and contributions; 

                c. Ask questions /seek advice 

               d. Watch for discrepancies. 

 

 

6)  FINAL REPORTS 

a. Your books will have to undergo an audit at the end of your term or year as required.  

You will need to supply the auditor with your up to date Ledger, reconciled bank 

statements, and Check Request forms with attached documentation which should be in 

a file or  notebook in chronological order. 

 

 

7)  CALL – Patricia Roloff for any clarifications 

 St. Augustine DCCW Treasurer 2016-2018  

 1810 Oak Park Circle 

 Green Cove Springs, FL 

 904-284-1277 (Home Phone)        email p.roloff@gmail.com 
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BUDGET EXAMPLE FOR 2014-2016 
        

        

Category 2014-2016 2014-2016 2016-2018 

  Budget Actual Budget 

Income:       

Dues $1,600.00  $1,310.00  $1,750.00  

Fundraisers  $2,000.00  $1,850.00 $2,000.00  

Miscellaneous Income $600.00  $1,103.00  $600.00  

50/50 Raffle $200.00  $175.00  $200.00  

Total Income $4,400.00 $4438.00 $4,450.00  

        

Expenses:       

NCCW Dues $100.00  $100.00 $100.00 

Administrative Supplies – Postage, Printing $75.00 $23.10  $50.00  

Mass Cards $125.00  $170.00  $175.00  

Miscellaneous Expenses $50.00  $0.00  $25.00  

Publicity/Ads $300.00  $400.00  $300.00  

Speakers $100.00  $110.00  $150.00  

Charitable Contributions $500.00  $450.00  $500.00  

Meetings  $100.00  $122.13  $100.00  

President $100.00  $37.54  $75.00  

Moderator $25.00  $0.00  $25.00  

Vice President $25.00  $0.00  $25.00  

Corresponding Secretary $25.00  $11.86  $25.00  

Recording Secretary $25.00  $7.70  $25.00  

Treasurer $2500  $21.44  $25.00  

Historian $25.00  $33.32  $25.00  

Spirituality Commission (Church & Legislation)      

     Church Commission $25.00  $0.00  $25.00  

     Legislative Commission $25.00  $0.00  $25.00  

Service Commission (Community, International, Family)      

     Community Concerns Commission $50.00  $0.00  $25.00  

     Family Concerns Commission $50.00  $2.75  $25.00  

     International Concerns Commission $50.00  $0.00  $25.00  

Leadership Commission (Organization)     

     Organization Commission  $50.00  $45.50  $50.00  

FCCW Conference $650.00  $545.78  $650.00  

DCCW Convention $600.00  $530.00  $600.00  

NCCW Convention $900.00  $876.82  $950.00  

Catholic Days at the Capital $400.00  $425.00  $450.00  

Total Expenses $4,400.00 $3,912.94 $4,450.00 

    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

REQUEST FOR PAYMENT 
 
 

DATE: ______________________________________________________ 
 
PERSON SUBMITTING: __________________________________________________________________ 
 
ADDRESS: ____________________________________________________________________________ 

Street      City      Zip 
 

POSITION: ___________________________________________________________________________ 
Officer, chair, committee member, etc. 
 
 

I WOULD LIKE TO BE REIMBURSED FOR THE FOLLOWING ITEMS: 
 
1.______________________________________________________         $_______________ 
2.______________________________________________________         $_______________ 
3.______________________________________________________         $_______________ 
4.______________________________________________________         $_______________ 
5.______________________________________________________         $_______________ 
 
 
 (Appropriate receipts are attached) 
 
ALL REQUESTS SHOULD BE SENT TO PRESIDENT OR TREASURER 
 
 
 
 
 
 
 
 
 
 
Approved by:    President or Treasurer________________________________________ 
         Signature 
 
Paid by check #________________________________________ 
 
Date_________________________________________________ 

 
 
 
 
 



 
DEANERY DUES NOTICE 

 
 This is a draft of an email about Dues that is sent by the Deanery Treasurers to the Affiliation 
Treasurers.  Be sure to CC the Affiliation Presidents!  This is only an example of what should 
be sent.  You certainly can write your own. 
 
 
 

The following will clarify the directions for the affiliation dues to the National Council of Catholic 
Women (NCCW), St. Augustine Diocesan Council of Catholic Women (DCCW) and 
_____________ Deanery. The mailing directions and due date is different for the NCCW Dues. 
So, follow the directions carefully.  
 
Check #1 - NCCW - The annual dues for affiliation membership in NCCW is $100.00 per 
affiliation and are due to NCCW by January 1, 2017. Your affiliation President should receive a 
notice directly from NCCW with the necessary form to complete and where to send the check 
and completed form. If you have not received this form please email NCCW at 
nccw01@nccw.org or call 1-800-506-9407. 
 
 
Check #2 – St A DCCW - The annual affiliation dues to DCCW are $3 per member based on 
last May's (2016) membership and are due November 1, 2016. Issue the check made payable 
to St. Augustine DCCW, Inc. and marked specifically in the lower left of your check "DCCW 
DUES". Mail this check to me (Deanery Treasurer). 
 
 
Check #3 - _______________ DEANERY - The annual affiliation dues in __________ 
Deanery are $.____ per member based on last May's (2016) membership and are due 
November 1, 2016. Issue the check made payable to St. Augustine DCCW _____________ 
DEANERY and marked specifically in the lower left of your check "____________ DEANERY 
DUES". Mail this check to me (Deanery Treasurer). 
 
PLEASE MAIL CHECK #2 AND CHECK #3 TO ME (Deanery Treasurer) BEFORE 
NOVEMBER 1, 2016 AS FOLLOWS:  
 
__________________, Treasurer  
DCCW ______________ Deanery  
_________________________(Address)  
_________________________(City, State, Zip)  
 
Please follow the directions for mailing the NCCW Dues check (Check #1) given on the 
NCCW form sent to you by them. DO NOT mail this check to me. 
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ASK THE PARLIAMENTARIAN 

About Problems with Officers 
 

Q.  Our President has been in office forever!  How do we get her to step down? 
 
A.  First, check your Bylaws to see if there are term limits for officers.  (If there are not, you 
should consider adding them at your next opportunity.)  Also, look in the Bylaws for the 
selection process for the Nominating Committee; make sure that happens at the appointed 
time.  Next, find a candidate - such as yourself - who would be willing to run for the office. Be 
sure to thank the president profusely for her many years of service with a plaque, corsage, 
party, bulletin notice, etc.  Include her in future deliberations as the Immediate Past President, 
if that is workable. 
 
Q.  Our Treasurer is never around to give a financial report at our meetings.  What should we 
do? 
 
A.  That always makes me nervous!  Make sure that the President and/or the Secretary has 
access to the accounts and the check book so that she can make a preliminary report in the 
Treasurer’s absence, pay bills - and check for discrepancies. Have an audit done annually or 
biennially - just to be sure everything is proper.  You may want to ask her to resign her office - 
but not her membership - since officers truly need to be present to do an adequate job. Check 
your bylaws for the process for filling vacancies in office. 
 
Q.  What can we do about our Secretary who takes terrible minutes that are full of inaccuracies 
and misspellings?  
 
A.  Try to work with her by offering a mentor - such as a former secretary - to assist her.  Have 
the mentor or someone else proof-read her minutes before they are sent or handed out. Ask 
your parliamentarian to take meeting notes, too, to compare with hers.  If this doesn’t fix the 
problem, ask her to resign the office and take a different job within the organization (if 
possible).  It may sound harsh, but it is in everyone’s best interest - including her own.  No one 
likes to do a poor job, so try to give her something to do that is in her skill set.  Remember that 
the minutes are very important as your legal record of the group’s proceedings. Note that a 
Secretary Pro Tem should be elected at every meeting to take the minutes until the vacancy is 
filled. 
 
 
Pat Reymann, Professional Registered Parliamentarian 
Archdiocese of St. Paul-Minneapolis 
NCCW Leadership Training Development Team 
 
 
 
 
 
 
 
 
 



 

ASK THE PARLIAMENTARIAN  
About Special Motions 

 

 

 

Q: What can I do at a meeting when the discussion goes on and on and nothing new is being 
said? 
 
A: Line up someone who will second your motion, seek recognition by the President and then 
make the motion that stops debate: “I move the Previous Question.” If she is well informed, the 
President will know that the motion requires a second and a ⅔ vote to pass, which is always 
taken by asking members to rise.  If the motion to stop debate is adopted, the pending motion 
is brought to an immediate vote. 
 
Q.  Our group often spends too much time at a meeting discussing small details.  What can I 
do? 
 
A.  This sounds like the time to make the motion to Refer the matter (or pending motion) to a 
committee.  In your motion, specify the committee who will deal with it - for instance, a 
standing committee (such as a Commission) or a special committee of a certain size that the 
President should appoint.  Also, mention when they should report.  Example: “I move that the 
matter of a bake sale be referred to a special committee of 3 members appointed by the 
President who will report at the next regular meeting.” 
 
Q.  If we want to debate something later but it is next on the agenda, it is OK to table it? 
 
A.  No, the proper motion is Postpone.  Example: ―I move to postpone the matter (or pending 
motion) until…. (2:00 this afternoon, the Treasurer arrives, the next meeting, etc.),” It requires 
a second and majority vote to pass. The postponed matter or motion is automatically made 
part of the agenda for that time period. Lay on the Table should be used rarely - only when an 
urgent matter interferes; 99 times out of 100, the correct motion to use is Postpone instead of 
Lay on the Table. 
 
 
Pat Reymann, Professional Registered Parliamentarian 
Diocese of St. Paul/Minneapolis, Leadership Training Development (LTD) team member 
 

 
 

 
 
 
 
 
 
 



 
 

ASK THE PARLIAMENTARIAN  
About Amending 

 

 

 

 

Q.  When is the best time to make an amendment to a motion? 
 
A. During debate on the motion, for then an amendment requires only a majority vote (after a 
second and debate on itself).  After a motion is adopted, an amendment to it requires ⅔ vote.  
 
Q.  How should an amendment be worded? 
 
A. Always begin with the words: ―I move to amend by…… ― After that you need to indicate 
exactly what it is that you want to do: amend by...Striking Out a specific word or phrase; 
Inserting a specific word or phrase; Striking Out a word or phrase and Inserting another 
word or phrase in the same place; Adding words (at the end); or Substituting another motion 
for the pending one.  Do not say, ―I want it to read….‖  A really tangled mess can ensue if 
amending is not done properly. 
 
Q.  How does the President handle amendments? 
 
A. Carefully!  She processes the amendment immediately, in the same manner she would any 
other motion.  After the amendment is seconded, she repeats it: ―It is moved and seconded to 
amend by striking out $5 and inserting $8. “ (Only) she should say what the result would be if 
the amendment is adopted. ―If the amendment is adopted, the motion would be to change the 
dues from $2 to $8. Is there any debate?” After debate on the amendment (only), she takes the 
vote; an amendment requires a majority to pass. The original motion, as amended or not, 
would then be pending and open to further debate and possible amendment. 
 
Pat Reymann, Professional Registered Parliamentarian 
                       Archdiocese of St. Paul-Minneapolis 
                       NCCW Leadership Training Development Team 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Parliamentary Procedure 

A G E N D A   and S C R I P T I N G 

 
1.  CALL TO ORDER:   (Rap gavel once.)   The (regular, special, annual, or adjourned)  meeting will 

come to order. 

 

2. OPENING EXERCISES (optional):  (God before Country) Please rise to say the Prayer to  Our Lady 

of Good Counsel and the Pledge of Allegiance to the Flag of the United States of America.  In the name 

of the Father. . .  (print prayer and pledge) Welcome to … (first quarterly meeting) my name is … and I 

am your President, etc. 

 
3. QUORUM:  Determine if a quorum is present by having the Secretary make an informal count or call 
the roll.   The Secretary may be consulted, but it is the President who makes the ruling:  There is a 
quorum present. 
 

4. READING AND APPROVAL OF THE MINUTES OF PREVIOUS MEETING:  The first item of 

business is the approval of the minutes of the _____ (date) ____ meeting.  Unless the minutes have 

been sent out, they may be read silently or aloud by the Secretary. Are there any corrections to the 

Minutes? ….  If not, the minutes are approved as sent, as read, or as printed.  (However, if corrections 

are made)  If there are no further corrections, the minutes are approved as corrected. 

 

5. REPORTS OF OFFICERS:  (It may be your custom to have the Treasurer’s Report first.  If not, the 

reports are given in order of rank, with the President going first; she speaks in the third person when 

possible.)  The next item of business is the Report of the Officers.   

 

a. PRESIDENT:  Since the last meeting, your President has ….. 

 

            b. VICE PRESIDENT:  (If she has a report to make) the next item of business is the  

                  Report of the Vice President, (Name). 

 

            c. TREASURER:  The next item of business is the report of the Treasurer (Name)…. 

                      there any questions about the report? (NEVER ADOPT THE TREASURER’S 

          REPORT.)  The report will be filed for audit…Are there any bills to be paid? 

                               Payment of specific bills is moved by the Treasurer, and the motion  

                                          processed by the  President-either now or under New Business.  

 

c. SECRETARY:  The next item of business is the report of the Secretary, (Name).  

                                              (e.g., any correspondence not requiring action.) 

 

6. REPORTS OF STANDING COMMITTEES:  (These permanent committees or commissions  

    report in the order in which they are listed in the Bylaws.)  The next item of business is the  

    report of the ___________ Committee/Commission, which will be given by the Chairman 

 __________________.  (List all Committees and Chairmen who have reports to make.  If there  

 are recommendations, each Chairman moves them on behalf of the Committee; thus, no second is 

needed.) 

 



 

7. REPORTS OF SPECIAL COMMITTEES:  (These temporary committees report in the order in which 

they were established; when their task is completed and they have made their final report, the 

committee is automatically discharged.)  The next item of business is the report of the  

____________Committee, which will be made by the Chairman _________.  (List all committees and 

Chairmen who have reports to make.) 

 

8. SPECIAL ORDERS:  At this time are taken up: 

 a.  Motions which were postponed at the previous meeting and made special orders by a 
 2/3 vote;  At the last meeting, the motion to _____________ was postponed to this 
 meeting and made a Special Order.  Is there further discussion on this motion?   (Process 
motion.) 
 b. Matters that the Bylaws require be taken up at this meeting.  The Bylaws state that a 
 Nominating Committee of 3 members is to be elected at this Meeting.  The floor is  now 
open for nominations to the Nominating Committee. 
 

9. UNFINISHED BUSINESS AND GENERAL ORDERS:  Unfinished, (NOT ―Old‖) Business belongs 
here.  (Business that was interrupted by adjournment, placed on last meeting’s agenda 
and not reached or postponed without being made a Special Order (which makes it a General 
Order).  Any business that qualifies for inclusion in this section will be evident from the  minutes and 
should be listed on the Agenda.  Therefore, the President does not ask if there is any Unfinished 
Business or General Orders, as she would for New Business.  She states: The next item of Business is 
Unfinished Business and General Orders.  The motion on _________was being discussed when the 
last meeting adjourned.  Is there further discussion? ... or, the next item of business is the motion on 
__________ that was postponed to this meeting.  Is there any discussion? …..   
 
10. NEW BUSINESS:  Items for consideration may be listed on the Agenda, and these would be 

dealt with first.  Other new business may also be raised.   The next item of business is New 

Business.  Madame Secretary, is there any correspondence requiring action?  The Chair would 

entertain a motion regarding the first item under New Business on the agenda, which is ______.   Is 

there any other new business? 

11. ANNOUNCEMENTS:  If the President has announcements to make, she makes them first, 

 having listed them in the Script for her reference, and she then asks:  Are there any other 

 announcements? 

12. ADJOURNMENT:  The meeting may be adjourned by motion – or by unanimous consent, as 

follows:  If there is no further business, and no objection, the meeting will be adjourned. 

 (pause)…  Since there is none, the meeting is adjourned.  The President may rap the gavel 

once, if she wishes.   

 

 
 
 
 
 
 
 
 
 
 
 
 



 

The Three Commissions 
 
 
 
 
The Service Commission comprises various activities family, community and international 
concerns. The commission engages the members of NCCW, and all people, in working to 
address the needs and concerns of their individual communities; and supports and enhances 
family life within the Church and society. 
 
 
 
The aim of the Spirituality Commission is to create a community of God’s people that is 

educated and dynamic.  The commission program of study and action in the areas of scripture, 

theology, and ecumenism, leads to the experience of community and of Christ’s own life. 

 

 

The Leadership Commission provides organizational development, leadership training, public 

relations resources and publications to ensure the successful organization and management of 

Council and its programs.   

 

 

All commissions can have sub-committees to assist the affiliation achieve their goals. It is best 

to include additional women… the more the merrier! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Important Steps for a New A/Diocesan Commission Chair 
  
1.    Make arrangements to meet with outgoing commission chair or conduct an extensive phone 

conversation with her for the following purposes:  
         To receive all written files and resource material.  These files should be well organized and 

clearly labeled in a sturdy container.  If both the outgoing and incoming chairs have computer 
files, much could be given electronically on a CD, thumb drive or even through a program such 
as Dropbox. Some materials will still be hard copy, such as the NCCW Guidance and Resource 
Manual, books, prayer collections, etc. 

         To receive information on all ongoing projects or activities that are done each year—contacts, 
timelines, results, etc. 

         To review significant contacts and mailing lists to which your name should be added. 

         To receive evaluations of all projects done by your commission in the past year.  If no 
evaluations were done, "walk through" each project of your commission last year with the 
outgoing chair.  You are looking for the reasons for success or failure, significant people 
involved in the project, etc. 

         To receive a copy of last year's annual report which was submitted to the diocesan president  

         To secure an updated list of your parish and subdivision commission chairs so you can keep 
in touch and support them in their role as much as possible. 

  
3.    Establish time and means to have a quality conversation with your diocesan president.  Clarify the 

expectations and responsibilities of your commission for the coming year.  If possible, schedule this 
as a joint meeting with all the commission chairs.  Review projects, goals which can be shared with 
other commissions, each taking one aspect of the project or issue.  Seek the support of the 
leadership chair for leadership skills and the advocacy chair or subcommittee to identify the issues 
which also have legislative implications.    

  
4.    Make a calendar of important A/DCCW events/deadlines for the coming year.  Identify those which 

include direct involvement of your commission or require input from you. 
  
5.    Take the opportunity to study the Guidance and Resource Manual---this resource is packed with 

information that will help you accomplish your goals and grow your Council. 
  
6.    Once you begin planning and working, keep in touch with the other commission chairs of your 

diocese.  Share ideas and resources.  Think of yourself as part of a team.  No diocesan commission 
chair needs to feel she is alone or that she must to do her commission projects herself.   

  
7.    Read everything that is sent to you and read widely beyond NCCW’s mailings. Valuable resources 

will come from Catholic Woman and NCCW CONNECT as well as messages from your national 
commission chair and the NCCW office.  Also check the Commission Resources on the NCCW web 

site: www.nccw.org.  Watch Catholic and secular newspapers for information.  Review material 
from offices of the diocese and other national organizations.  If you are not able to attend the 
national convention, be sure you review the program and materials when your diocesan 
representatives return.   

  
8.    Put Catholic into everything you do.  You represent a Catholic organization which has known 

values, the teachings of Christ, and the guidance of the church as its foundation. 
 

Revised 2014 
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Ten Things a Spirituality Commission Chair Can Do 
 

1. Pray, Pray, Pray. Begin each day with the Morning offering including the current intentions of the 

Holy Father.  Attend daily Mass.  Pray the Rosary for Marriage, Life and Religious Liberty. If you are a 

woman of prayer, you will find the strength you need to accomplish the work you have been given and 

will know that you are doing the work you have been called by God to do. 

 

2. Set goals for the Church Committee.  Plan special prayer services for each meeting.  Use women as 

liturgical ministers for Masses held on meeting days.  Plan a retreat during the Council Year.  Plan a 

pilgrimage during the Council year.  During Lent offer to lead the Stations of the Cross.  Plan a special 

time for Eucharistic Adoration.  Organize ways to celebrate special times of prayer such as Week of 

Christian Unity and Fortnight for Freedom. 

 

3.  Become familiar with the Liturgy of the Hours.  Utilize this prayer given to us by the Church to stay 

―in tune‖ with the whole Church.  Information can be found on the USCCB web site, www.usccb.org  

 

4.  Pray for an increase of vocations.  Also remember in prayer seminarians, deacons, priests, bishops 

and religious sisters.  Plan a special project to honor religious men and women in your parishes and at 

your Diocesan conventions.  Be knowledgeable about Diocesan vocation programs and offer support 

whenever possible. 

 

5. Religious Articles Sale. Organize and sponsor a Religious Articles Sale in your parish or diocese.  

Articles can be purchased by mail order catalogues or through CRS Fair Trade.  This helps make easy 

availability. 

 

6.  Offer Education on the Social Justice Teaching of the church and how to correlate it with everyday 

life.  NCCW has passed several resolutions related to Social Justice Teaching. 

 

7.  Use Social Media access to learn about the work of other religious based organizations and join 

them in their efforts and prayers.  Justice for Immigrants, Religious Alliance against Pornography, 

Catholic Charities, Bread for the World, CRS and Cross Catholic are a few that NCCW partners with in 

prayer and support. 

 

8. Share Information.  Disseminate information of a spiritual nature through all levels of council.  Form 

an email prayer chain for your members.  Share Catholic messages in your bulletin, newsletters, face 

book postings, and the Catholic Diocesan paper.  Ask for local Radio time to speak about a special 

religious season or program. 

 

9.  Learn about the Spiritual Adoption Program and initiate in your parish.  Say this prayer every day for 

nine months to save a baby’s life.  ―Jesus, Mary and Joseph, I love you very much.  I beg you to spare 

the life of the unborn baby that I have spiritually adopted who is in danger of abortion.‖  Prayer of 

Archbishop Fulton J. Sheen 

 

10.  Initiate Mary’s Mantle, a parish ministry of prayer and spiritual support for Brides. 

Throughout her engagement and preparation time and following her into marriage, the Bride will be 

―blanketed‖ with many prayers and acts of kindness. 

 

http://www.usccb.org/


HOW TO PRAY SPONTANEOUSLY! 

Have you ever been called upon at short notice (or no notice!) to lead prayer at the beginning or end of 
a meeting?  How does this make you feel?  Do you look pointedly at your feet when volunteers are 
sought for this task?  Do you envy those women among us who can pray so eloquently and 
appropriately? 

This handout is designed to help you to become more comfortable praying (spontaneously!) with 
others.  You will find some options for beginning prayer and closing prayer which other women have 
found useful as well as methods and phrases to help you direct prayer.  We hope that it will give you 
the confidence to try your hand at leading prayer in your homes, councils and parishes. 

Getting Started 
Good job!  You actually volunteered!  Now you have several pairs of eyes upon you, plus a few people 
who are still chatting and moving around.  Invite them to prepare themselves for prayer.  Show them, by 
your posture, that you are ready to begin.  Often, in small groups, it is sufficient to bow your head and 
remain still.  Use one of the following phrases: 

 Let us stand as we prepare to pray… 
 I invite you to be still, to free your mind of external distractions… 
 Let us place ourselves in the presence of God… 
 Let our hearts and minds be still, as we prepare to pray together… 
 Let us spend a few minutes in silent prayer… 

Wait for silence, and then begin.  Make the Sign of the Cross, slowly and reverently. 

Consider your group and the specific reason for their gathering 
As you begin, you may want to address the reason for your gathering by using one of the following 
phrases: 

 We gather this evening as members of St. Peter Council of Catholic Women(insert your own 
group name)… 

 Jesus, you taught us that where two or three are gathered in your name, you are with us… 
 Heavenly Father, we ask you to… 
 Almighty God and Father, we ask you to bless our gathering… 

Give thanks and praise! 
When we begin to pray, it is wise to offer God thanks and praise.  One of the following phrases may 
help you: 

 We thank you for your saving love… 
 We thank you for this day… 
 We thank you for our friends and families… 
 We thank you for the opportunity to serve others… 
We thank you for the opportunity to meet together as brothers and sisters in Christ… 
 We give you thanks and praise for your steadfast love… 

What are you asking for? 
After giving praise and thanks, we can turn to God and place before Him our needs.  The following 
phrases can be helpful in beginning such requests: 

 We ask you to be with us as we… 
 We ask you to guide our work… 
 We ask you to bless… 
 We ask you to send your Spirit… 
 Touch our minds and hearts that we will be enlightened to the needs of your people. 
 Lord, please bless our efforts… 
 We ask you to bless this food we are about to eat, that it will energize us to walk in Your Way and 

to do Your Will. 

 



 

Is this a special occasion?  Or a specific feast day? 
If today is a special occasion or we a celebrating a specific feast day, it may be helpful for you to 
remember this occasion as part of your prayer.  The following phrases may help you: 

 We remember especially today those who have died, may they rest in peace. 
 We remember especially today our families, friends, and neighbors. 
 We remember especially today those preparing for the priesthood or religious life. 
 We remember especially today for the leaders of our church, especially Father…our pastor. 

Conclusion 
The following phrases can help you bring your prayer to a conclusion: 

 We make this prayer in Jesus’ name. 
 We ask these things through Christ, our Lord.  Amen. 
 We ask Mary, our Mother to intercede for us as we pray, ―Hail Mary…‖ 
 Let us say together…the prayer that Jesus taught us, ―Our Father…‖/ the ―Prayer to Our Lady of 

Good Council.‖ 

Remember 
Keep your prayer brief; this is usually intended to be a spontaneous prayer and not a full-scale prayer 
service.  Speak clearly and at a slightly slower pace than normal conversation.  Do not be afraid to 
pause in between sentences; this will give you a little time to think! 

Know your group.  If this is a group which meets on a regular basis you will know how comfortable they 
are with, for example, holding hands during the ―Our Father,‖ or sharing a ―sign of peace.‖  A more 
diverse group may be unaccustomed to such actions and, therefore, feel uncomfortable. 

Volunteer ahead of time so that you will have a little preparation time.  Offering vocal spontaneous 
petitions is a great beginning.  Write your prayer down if this will make you feel more confident.  You 
may wish to practice out loud at home adding this spontaneous prayer to your own private prayers.  
After all, prayer is really a conversation between you and God. 

Make notes when you hear other people pray or when you read from prayer books.  These will give you 
examples for your own prayer.  Above all, give it a try.  The Spirit will guide you.  Good luck! 

If you are confident with this type of prayer, share your gift/skills with other women in your affiliations 
and encourage them to give spontaneous prayer a try.  By doing this you support, empower and 
educate your sister in Christ. 

  
 
 
  
Prepared by Anne Boyer, NCCW Church Commission Chair (2004-2005) for General Assembly, 2004 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

10 Things a Leadership Commission Chair Can Do  

1 PURCHASE/USE THE NCCW GUIDANCE AND RESOURCE MANUAL 

If your affiliation does not have the latest edition, call the national office and order one today.  Read 

through it, become familiar with the information and carry it with you to meetings. There is a wealth 

of information in that spiral bound resource and well worth the investment!  Remember to pass the 

book on to your successor at the end of your term.   

2  LISTEN 

Listening the very best way to find out what is needed, what is working, and what needs to be 

improved. Listen closely to what is said---and what is NOT said. Listen to those who support your 

CCW and those who do not---both are equally valuable!  And finally, listen at least twice as much 

as you speak. 

3 UPDATE THE ROSTER 

At every level of Council a current and updated roster is a must.  In 2014, no roster is complete 

without cell phone numbers and email addresses…and should be available to members in both  

electronic and hard copy form. Include the NCCW affiliation # for each diocesan, subdivision and 

parish affiliation for easy access and communication with the National Office.  NCCW Individual 

Membership might also be noted, as well as Supporting Membership.  A page with members 

enrolled in the Birthday Club and Legacy Circle would be a great addition to the A/DCCW Roster 

and help members make the connection to our national organization 

4 CREATE A COMMUNICATION FLOW CHART 

While it might seem like common sense, the chain of communication often breaks down because 

someone is unsure of their responsibility to pass it on---or unsure of to whom to pass it!  A simple 

chart outlining the plan, beginning with the PRESIDENT, can really help.  If the next person does 

not respond, members also know who to reach ―next.‖ 

5 EMPHASIZE MEMBERSHIP DEVELOPMENT 

Work closely with the Membership Committee on outreach to all women of the 

parish/deanery/diocese. Utilize every means available to share the mission, programs, and 

activities of the Council of Catholic Women at your level. Keep accurate records of visitors at your 

meetings and follow up on invitations.  Reach out to nearby parishes where there is no CCW or 

their CCW is struggling.  Keep the 3 R’s of Membership in reports, articles you write and 

conversation within your council: Recapture, Renew, and Recruit.  

 

 

 

 



 

6 SUPPORT NCCW 

Encouraging membership in NCCW is the best way to show support.  Recruiting new affiliations 

and new individual members will certainly grow our organization.  In addition, the Leadership 

Commission is often the source of information from NCCW, and you must always be mindful that 

credit needs to be given.  If articles from NCCW CONNECT are reproduced or sent out on an e-

chain, give NCCW credit!  If a resource is printed from the website, give NCCW credit!  If you heard 

a speaker at an NCCW event, give NCCW credit!  It is a part of your job to help our members 

understand that many or our programs and resources come from our national organization. 

7 EVALUATE YOUR NEWSLETTER/WEBSITE 

Take a survey---how many of your members receive the newsletter?  Visit the website? Still use 

only snail mail? Rely on the telephone tree? Knowing how your membership receives information 

will help you to communicate most effectively. Watch for newsletter tips in the NCCW CONNECT.  

In 2014 it is likely that you will discover that different members use different means of 

communication and your communication must encompass a variety. Using both the website and 

snail mail may save your affiliation printing and postage costs! 

8 TAKE ADVANTAGE OF ALL TRAINING OPPORTUNITIES 

Suggest hosting an NCCW Leadership Training Development program in your arch/diocese or ask 

for assistance to attend one being offered nearby.   Check Diocesan and area newspapers, local 

community colleges and adult programs in your area and never skip an opportunity to learn new 

ideas or improve your own skills---and then pass on what you learn.   You are the ―expert‖ at your 

level of Council----so step up and train others! 

9 TEACH MEMBERS TO IDENTIFY AND ACKNOWLEDGE EMAIL 

Always put CCW, DCCW, NCCW in the subject line.  This helps members to find your message, 

and be sure it is something they want to open.  Simply sending a quick ―Thanks!‖ is an appropriate 

response.  It does not have to be long---but it assures the sender know that you received the email.  

This is imperative at the board level to ensure that important information is received. Settings on 

your own computer may allow you to know if email you send is opened, also very helpful! 

10  THANK EVERYONE, EVERY TIME FOR EVERYTHING 

Even in 2014, ―Thank You‖ notes are best hand written and snail mailed.  Take the extra time to 
make them personal and I guarantee that you will reap the rewards of members being willing to 
volunteer again the next time, take on a bit more responsibility, and maybe even move into 
leadership positions in the future, ensuring the success of your Council! 

 

 

 

 

 



 

Ten Things a Service Commission Chair Can Do 
 
 

 
1. PROMOTE NCCW - Celebrate Council Sunday. Have a reception after Mass, invite guests from 
other parishes, diocesan organizations or honor a member for outstanding service to Council. Send 
pictures with story to NCCW and area papers. 
 
2. PROTECT YOUR FAMILY FROM PORNOGRAPHY - The 7 STEPS TO PROTECT YOUR FAMILY 
FROMPORNOGRAPHY can be printed from the Archdiocese of Kansas City in Kansas link 
http://www.archkck.org/myhouse (under Leadership Resources). Morality in Media link 
http://pornharms.com/ is another great source for information on the dangers of pornography. 
 
3. TAKE ACTION - Visit the USCCB website http://usccb.org/ for information for the Religious Freedom 
activities and prayers. 
 
4. SUPPORT MARRIAGE - Check out the great resources on the National Association of Catholic 
Family 
Life Ministers (NACFLM) website http://nacflm.org/ and/or subscribe to the USCCB Marriage Unique 
for a Reason Newsletter http://www.marriageuniqueforareason.org/ for resources and prayers. 
 
5. FEED THE HUNGRY - Research your local communities for Catholic Charities, Churches, food 
pantries, soup kitchens and other organizations that feed the hungry. Grow extra garden produce and 
donate to the organizations that provide meals for the less fortunate. 
 
6. VISIT THE VETERANS, ELDERLY AND SHUT-INS - Get involved with the NCCW Respite Program, 
take small gifts to the residents in the nursing homes and shut-ins, send cards, and pray for them. 
 
7. START A NCCW BOOK CLUB - Invite all women of your community to attend using local and 
diocesan advertising. Have information available from the Catholic Woman magazine and the NCCW 
Connect. 
 
8. EDUCATE REGARDING INTERNATIONAL HUMAN TRAFFICKING AND POVERTY - NCCW 
partners with Cross Catholic Outreach on the following projects: Marie Louise Bayle Center, St. Jean 
Evangeliste in Haiti and Esperanza de Vida in Guatemala. For additional information check out Cross 
Catholic Outreach at http://www.crosscatholic.org/nccw 
 
9. INFORM - Promote support for the NCCW/CRS Partnership projects. In light of the natural and 
human made disasters that have made so many women and children refugees, perhaps you can 
plan a special promotion for the Refugee Women Emergency Fund. 
 
10. PRAY - Order the CRS Prayer Without Borders on line at http://www.crsprayer.org/use.htm. 
for ideas and examples that reflect different culture. Invite members to sign up to lead 
opening/closing prayer at meetings. 
 
 
 
Judy Brose, NCCW Service Commission 2014 and Susan Harting, NCCW International Concerns 
Commission 
Chair 2005-2007 
Updated: May 
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 REJUVENATING A PARISH COUNCIL 

The following ideas for membership and program development in a parish council are offered by Michelle 
Stapleton, president of Blessed Sacrament Council of Catholic Women, Martinsville, New Jersey. Blessed 
Sacrament’s experience is the subject of an article that appears in the January/February 2005 issue of Catholic 
Woman magazine. Michelle had many ideas to share with NCCW members. 

Organization 

 Have the board of officers and commission chairs meet separately from the monthly membership and 
program meetings. 

 Don’t bog down the program meetings with planning details or you will bore or discourage guests and 
new members. 

 Buddy up people and create co-chairs: The gets more involved, trains new folks, and makes it less 
overwhelming to take on a bigger role 

 Have officers hold positions for 2 years so you don’t lose momentum. 

 Keep minutes from meetings and distribute to board members so you keep projects moving forward. 

Be welcoming 

 Use name tags and set up a greeting table for all meetings. 

 Use e-mail so you can easily stay in touch with both members and guests from meetings. 

 Develop a welcome package for new members: letter, calendar, brochure, NCCW info, etc. 

 Assign people to greet and meet all guests, follow up, and thank them for coming (even if via e-mail). 

Survey your membership 

 We distribute a detailed survey each spring and tally the results for readout in May. Then we set our 
calendar for the following year based on that feedback. 

 In the fall, we distribute a Volunteer Sheet for everyone to fill out, where they can read a brief description 
of all programs and see where we needed help. They circle what they’d like to do and then the results are 
tallied and distributed to all committee chairs. 

Attracting younger women 

 Two new ministries that have brought in many young women: Children’s Ministry (Sunday school program 
for ages 1-Kindergarten during 10:30 Mass) and Little Praisers (45 minute Christian music and movement 
class for ages 1-Kindergarten on Wed mornings). 

 Partnered with K of C for Parish Picnic: CCW created a carnival geared towards younger children and 
were in charge of publicity. It rained but we moved indoors and had a great turnout. 

Other lessons 

 Publicity is very important: e-mail reminders help, flyers in the bulletin, nice posters, brochure, and 
calendar in neighboring churches.  

 Encourage members to invite their friends from neighboring parishes. 

 Recognize team efforts, for example, a cocktail party with photo slide show and announcement of 
volunteers for each ministry. 

 Spiritual component is critical! Ladies feel like they can’t get this from any of their other activities. We start 
meetings with unique prayer service each month and often sing a song or two. 

 
 

 
 
 



EVENT THEME PLANNING FORM 

 
 

Theme Title: __________________________________________________________________________ 

 

Theme Verse: _________________________________________________________________________ 

 

Color Scheme: _________________________________________________________________________ 

 

General Ideas: _________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

Table Centerpieces: ____________________________________________________________________ 

 

Games/Icebreakers: ____________________________________________________________________ 

 

Music: _______________________________________________________________________________ 

 

Favors: _______________________________________________________________________________ 

 

Door Prizes: ___________________________________________________________________________ 

 

Skits: ________________________________________________________________________________ 

 

Food: _______________________________________________________________________________ 

 

Other Ideas: _________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

  



Gladys White Memorial Burse Club  
 

A Burse  

 
Is a fund to provide finances necessary to educate men for the priesthood.  The Burse 

Club helps to assist with the finances needed for these men to complete their 

education.  Club membership is sponsored by the St. Augustine Diocesan Council of 

Catholic Women with the guidance of Bishop Felipe Estevez, and is open to  

EVERYONE.   

Club dues are $12 annually.  Additional gifts are gladly accepted.  Dues are payable to the 

St. Augustine DCCW.  Membership is easy with no meetings plus easy yearly renewal, and 

you will be remembered in the daily prayers of our seminarians.   

 
 

An invitation to join the Gladys White Memorial Burse Club 

 

Name: ____________________________________________________________________________________ 

 

Address: __________________________________________________________________________________ 

 

City:________________________________Zip:__________________Phone:___________________________ 

 

Email_____________________________________________________________________________________ 

 

Parish____________________________________________________________________________________ 

 

 Enclosed are my $12.00 dues_______________  Additional  gift $_______________ 

 

Please make checks payable to St. Augustine DCCW – Burse Club 

 

Stacy Duncan 

              Gladys White Memorial Burse Club Chair 

                     2434 Mercer Circle South 

                      Jacksonville, FL 32217-2419  

904-733-7624     Smanatee1@aol.com 
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