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LEGION OF MARY:  Duties of the secretary

1.
Attend the Council Meeting.  You have the same responsibility to safeguard the Legion system and develop it as do the other Officers.

2.
Keep accurate minutes, typed or written in ink.

3.
"Shout" the minutes! You set the tone of the Meeting.

4.
Handle correspondence.

5.
Furnish higher Councils with any reports needed:  Annual Report; Bishop's Report, etc.  All Officers should work together on the Annual or Semi‑Annual Report; call an Officers' Meeting for this.

6.
Keep a weekly summary of work at the end of your minutes or on the sheets provided, broken down into the categories of work and the number of call and contacts; for example:  


Shut-ins/Sick at Home:
10 attempts (to visit), 5 visits, 12 contacts (people spoken with)


Census/Door to Door:

45 attempts (to visit), 25 visits, 37 contacts (people spoken with)


Nursing Home Visitation:
15 visits (of different rooms), 18 contacts (people spoken with)

7.
Minutes are confidential and should be kept where no one will have access to them.

8.
Minutes should not be too long, but a good summary of reports should be given, since this is the permanent  record of the Praesidium.  Names and addresses should be included in the minutes, but you needn't read the addresses the following week.

LEGION OF MARY:  Duties of the Treasurer

1.
Attend the Council Meeting.  You have the same responsibility to safeguard the Legion system and develop it as do the other Officers.

2.
Pass the secret bag automatically, as unobtrusively as possible, immediately after the Allocutio.  Don't wait for the President to have to announce that the bag is to be passed.  Each person puts their hand in the bag whether they are contributing or not.

3.
Give the Treasurer's Report at the meeting including:  a)Previous week’s balance, b)Last week’s secret bag money received, c)List expenses and monies spent, and d)The ending balance.  The current week’s secret bag money is never counted during the meeting.

4.
You are in charge of keeping enough Legion supplies on hand for the Praesidium to use in its work, such as some extra handbooks, Tesseras, Active and Auxiliary leaflets, etc. These can be purchased at the Council Meeting, or from other sources, at the direction of the Praesidium. These supplies should be organized before the Meeting so that they are available to the members. See that fresh flowers for the altar are either brought each week by one of the members or purchased from the secret bag. Periodically explain the importance of the secret bag.

5.
Secret bag funds may not be used for gifts, social functions for the members, or Maria Legionis Magazine, nor for the Masses, other than the November Mass for all deceased Legionaries, or for an Active Member.  The job of Treasurer is not insignificant.

