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Dedication

This revised Minute Book reflects the experience and judgment of many Conference Secretaries and National Committees of the Society of St. Vincent de Paul. On behalf of the general membership, the National Council of the United States expresses appreciation to the secretaries and committee members in working out an improved system for SVdP record keeping.

This book sets forth the recommended format for recording the minutes and case records of the Conference. Additional copies are obtainable at the Society’s National Council Office located at:

National Council of the United States

Society of St. Vincent de Paul

58 Progress Parkway

Maryland Heights, MO 63043-3706

Phone: (314)576-3993

Fax: (314)576-6755

Email: materials@svdpusa.org 
Website: www.svdpusa.org
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Société de Saint-Vincent de Paul

Conseil Général

LETTRE D’AGREGATION

Cherce) Présidentce),

Nous avons la []
Supérieur, et se
lors de la séance du g of September 1946

l'agrégation de

oie de vous annoncer que, a la suite de lo demande présentée par votre Conseil
on les dispositions de la Regle et des Statuts, le Conseil Général a prononcé

St. Peter Parish Conference - COVINGTON, LA

Archdiocese of New Orleans, LA - USA

Cette lettre atteste officiellement la création de cette Conférence et son affiliation a la Société de

Saint-Vincent de Paul.

Nous vous assurons de nos priéres pour le succés de votre importante tdche au service des pauvres
et vous prions d’agréer, cherce Président(o), l'expression de notre affectueux dévouement en

Notre-Seigneur.

enregistrée sous le n°

22517

par le Secrétaire Général

dtsitnn N e dods

Président du Conseil Supérieur

Y

Président Général

La Société de Saint-Vincent de Paul a été fondée & Paris en 1833 par le bienheureux Frédéric Ozanam et ses compagnons. Les Conférences en sont les
unités de base qui, avec les Conseils qui les regroupent, sont gouvernées par la Régle et les Statuts promulgués par I'’Assemblée Générale de 2003.
Les Conférences et les Conseils forment ensemble une Confédération, organisation catholique internationale composée de laics bénévoles, hommes et
femmes (La Régle, article 1.1). Des extraits de cette méme Régle sont repris ci-dessous :

Objectifs et étendue du service

La vocation des membres de la Société, déncmmés Vincentiens, est de
suivre le Christ en servant ceux qui sont dans le besoin et d’étre ainsi les
témoins de Son amour libérateur plein de tendresse et de compassion.
Les Confréres manifestent leur dévouement par un contact de personne
a personne. Le Vincentien sert dans I'espérance (art. 1.2).

Aucune ceuvre de charité n’est étrangére a la Société. Son action
comprend toute forme d’aide visant & soulager la souffrance ou la misére
et & promouvoir la dignité et I'intégrité de 'hnomme dans toutes ses
dimensions (art. 1.3). La Société sert ceux qui sont dans le besoin quels
que soient leur religion, leur milieu social ou ethnique, leur état de santé,
leur sexe, leurs particularités culturelles ou leurs opinions politiques
(art. 1.4).

Fidéle a I'esprit de ses fondateurs, elle s’efforce de se renouveler sans
cesse et de s’adapter aux conditions changeantes des temps. Elle donne
la priorité aux plus démunis et a ceux qui sont spécialement rejetés par la
société (art. 1.6).

Nos rencontres avec les pauvres

Les Vincentiens s’attachent a établir des rapports de confiance et
d’amitié. lls ne jugent pas ceux qu'ils servent (art. 1.9) mais s’efforcent de
les écouter et de les comprendre avec le cceur, au-dela des mots et des
apparences (art. 1.11). En partageant 'inconfort, les carences et la
douleur des pauvres (art. 3.5), ils reconnaissent en eux le Christ souffrant
(art. 1.8). Les Vincentiens essaient d’aider les pauvres a étre plus libres,
dans la mesure du possible, et & se rendre compte que, de fagon
pratique, ils peuvent forger et changer leur destinée de méme que celle
de leur entourage (art. 1.10).

Les Vincentiens ont aussi le souci fondamental de la vie intérieure et des
exigences spirituelles de ceux qu'ils aident (art. 1.11).
Spiritualité Vincentienne

Les Vincentiens sont conscients de leurs propres faiblesses et de leur
vulnérabilité, comme de la nécessité de la grace de Dieu. lIs recherchent

Sa gloire et non la leur. Leur idéal est d’'aider a soulager la souffrance
uniquement par amour, sans penser a une récompense ni a un avantage
pour eux-mémes (art. 2.2). Inspirés par saint Vincent de Paul et le
bienheureux Frédéric Ozanam, ils espérent que dans I'attention qu'ils
portent aux pauvres, ceux-ci pourront entrevoir I'amour infini de Dieu
(art. 2.1). Les membres sont appelés a cheminer ensemble vers la
sainteté, parce que la vraie sainteté réside dans I'union parfaite avec le
Christ et dans la perfection de I'amour ; c’est 1a le centre de leur vocation
et I'origine de sa fécondité (art. 2.2).

Communautés de foi et d’amour

Les membres se réunissent en fréres et sceurs, le Christ étant au milieu
d’eux, au sein des Conférences, véritables communautés de foi et
d’amour, de priére et d’action (art. 3.3). Les réunions se déroulent dans un
esprit de fraternité, de simplicité et de joie chrétiennes (art. 3.4). Quel que
soit leur age, les membres s’attachent a conserver un esprit jeune, qui se
caractérise par I'enthousiasme, I'adaptabilité et Iimagination créatrice
(art. 3.5).

CEuvrer pour la justice

La Société cherche non seulement & soulager la misére mais aussi &
déterminer les structures injustes qui en sont la cause. Les Vincentiens
s’engagent a étudier les causes de la pauvreté et a contribuer a leur
élimination (art. 7.1). Citoyens du méme monde, ils sont appelés a
participer a la création d'un ordre social plus juste et plus humain,
conduisant & une “culture de la vie” et & une “civilisation de "amour”. De
cette maniére, la Société est associée a la mission évangélisatrice de
I'Eglise par son témoignage visible en paroles et en actes (art. 7.2).

Appartenance a la Société internationale

Les Conférences agrégées font partie intégrante de la Société de Saint-
Vincent de Paul internationale. L'activité de la Conférence depuis au
moins un an et son engagement a se conformer a la Régle et aux statuts
sont les conditions nécessaires & son agrégation officielle, celle-ci lui
permettant d’utiliser le logo de la Société.





December, 2014

To: Conference Secretary

In 1978, the National Council of the United States, responding to the suggestion that had been voiced by many Conferences, asked its National Secretary to prepare a simplified format for recording the Minutes of Conference meetings.  The National Secretary subsequently reported his findings and recommend-ations and these were approved by the National Council. This book, which constitutes the revised Minute Book, reflects all of the current reporting requirements of Conferences.
Conference visitors prepare the write-ups on cases for which they have responsibility. Records forms have been prepared and are included in the Minute Book, although case reports themselves will not be entered into the formal Minutes.  Whenever the Conference meets (at least twice monthly), the visitors receive their case record sheets from the Secretary, update the entries, and return these sheets to the Secretary at the close of the meeting.

With this help, the Secretary will usually be able to make the required statistical entries in the Minute Book while the Conference is still in progress.  “Take home” work on the part of the Secretary should be minimal.

The Secretary’s work is essential.  Carefully kept records promote the functioning of the Society.  They provide the basis for accurate reports; contain material for evaluating the spirit and works of the Conference; describe projects and undertakings that can be usefully shared with other units of the Society.
The able and conscientious secretary makes an essential contribution to the daily operations and development of the Conference.

The Society of St. Vincent de Paul thanks you for this great Society service.
58 Progress Parkway

Maryland Heights, MO  63043-3706
          Phone: 314-576-3993

e-mail: usacouncil@svdpusa.org 
Web site: www.svdpusa.org

       Fax:  314-576-6755


Serving in Hope
Rules & Duties of Conference Secretary
Role and responsibilities of Secretary(ies): There may be more than one Secretary.  The Secretary shall attend meetings of the Conference, and ensure that all votes are recorded and minutes kept of all proceedings.  The Secretary shall give or cause to be given notice of all meetings of the Conference and shall perform such other duties as may be prescribed by the President.  

The Secretary is responsible for ensuring that records are kept of Aggregation, formal documents, meeting attendance and that annual report records are maintained.

The preparation of the Conference Annual Report is considered to be a three person job.  The Secretary prepares all of the statistical information.  The Treasurer provides all of the financials.  The President verifies the report and signs it, acknowledging it is complete and accurate.
Explanatory Notes on the Make-up of the Minute Book
The revised Minute Book contains various forms, the proper completion of which is the direct or indirect responsibility of the secretary. Among the forms to be used are the following.
1. Officers of the Conference

This page in the Minute Book is used for listing the names, addresses and phone numbers (business and residential) of those who serve as officers of the Conference. This listing form also affords space for entering the date of the president’s election and the termination date of his/her term. The dates when other officers were names to their respective posts by the president are to be shown. 


Accompanying the list of officers is descriptive material taken from the Bylaws for Conferences, in which the essential duties of the various officers are outlined.  

2. Membership List of Active Members


In this section, the names, addresses, telephone numbers, occupations, specialized skills and admission dates of the individual Active (Full) Members are listed.

An Active (Full) Member is one who participates regularly in meetings and charitable activities of the Vincentian Conference or Council into which he/she has been received.


To become an Active (Full) Member, one must accept the basic principles of the Society belong to the Catholic Church and be received as a Vincentian brother or sister into the SVdP Conference or Council with which they will be affiliated. Normally, membership implies Conference affiliation. Less commonly, membership is obtained through direct Council affiliation. Only Active (Full) Members hold office in the organization at any level.
3. Membership List of Associate Members


In this section, the names, addresses, telephone numbers, occupations, specialized skills and admission dates of Associate Members are listed.


An Associate Member is one who accepts the Society’s basic principles, but does not participate fully in the life of the Conference or Council which has enrolled them. An Associate Member is one who is “on call,” takes part in the meetings and charitable activities of the Conference and who provides financial support on a regular basis. An Associate Member may or may not be Catholic.  An Associate Member cannot hold office in the organization.
4. Membership List of Contributing Members


In this section, the names and addresses of Contributing Members are listed.


A Contributing Member is one who, regularly or in a substantial way, provides financial support but does not engage directly in the work of the Society.

Like Active (Full) Members, Associate Members and Contributing Members are invited to attend the general and festival meetings of the Society.

5. Index of Families under Care


In this section, the secretary keeps the yearly record of individual cases in which the Conference becomes involved or provides help. This listing makes for easy reference, when there is a question of determining the identity and number of families under care at once. This listing enables a quick determination to be made at the close of the fiscal year of the number of cases handled by the Conference.


This listing may, in addition to the names of individual and family clients, include the case numbers (optional) and initials whereby the different cases will be identified in the minutes of the Conference. Case numbers may be assigned by the Secretary on a consecutive basis as “cases” occur during the year. Thus, the first family coming to the attention of the Conference in October 2014 might appropriately be designated 14-1. At the beginning of a fiscal year (October 1) all carry over cases are to be renumbered. Case numbering is optional.
6. Membership Attendance at Conference Meetings


The Secretary takes a roll call at every meeting of the Conference. Space is provided in the “Weekly Minute Sheet” for entering the number of members in attendance. In addition to this numerical entry, the Secretary also updates the personal attendance records of Active (Full) Members. If an Associate Member – one who occasionally assists with the person-to-person work of the Conference – is in attendance at a Conference meeting, that fact is indicated on the attendance sheet.

7. Minutes of Conference Meetings


A large part of the Minute Book is taken up with the forms that are to be filled out with respect to the meetings of the Conferences. The Secretary completes the indicated form for each meeting which then constitutes “The Minutes” for the given meeting.


The Minute Book form emphasizes statistics, rather than the personalized information regarding families under care. 


Detailed instructions with respect to the use of the Minute Book format appear elsewhere, under the heading “Instructions for Use of Weekly Minute Sheet.” Attention to these recommendations will do much to simplify the work of the Secretary and will bring about adequate and accurate reporting, useful not only for the parish Conference, but also for the Society, locally and nationally. 
8. Monthly and Quarterly Reports


The Secretary’s Minute Book may contain monthly and quarterly report forms. These will be present only if the Diocesan or District Council requires them of the Conferences. If minutes of meetings have been carefully kept by the Secretary, the compilation of monthly and quarterly reports is relatively uncomplicated. The monthly report is simply a compilation of statistics which are reported at Conference meetings during the month. Quarterly reports are comprised of the three months of records pertaining to that quarter. 


Quarterly reports are sent by the Conference to the Council with which the Conference is immediately affiliated. If the Conference belongs to a District Council, the report is sent to that conciliar grouping; otherwise the report is furnished to the Diocesan Council, if one exists. The Conference retains one copy of all quarterly and annual returns. 
9. Annual Reports


Annual report forms are sent out each year. As with the Minutes and quarterly reports, if the information is accumulated regularly and accurately, the Annual Report is simple to complete. Annual reports along with quarterly reports should be sent by the Conference to the Council with which the Conference is immediately affiliated. If the Conference belongs to a District Council, the report is sent to that conciliar grouping; otherwise the report is furnished to the Diocesan Council, if one exists. The Conference retains one copy of both the quarterly and annual returns.

10. Conference and Case Records


Included in the Minute Book – though not an integral part of the Minutes – are case record forms. Individual case records are to be maintained with respect to all cases that come to the attention of the Conference. These records are confidential in nature. Composition is the responsibility of the visitors who are assigned to the individual cases. Visitors update their entries in conjunction with the Conference meetings at which they report their visits and contacts with clients. Visitors do not, however, keep such records in their personal possession. At the close of the Conference meeting, records are returned to the Secretary who is responsible for their safekeeping. 
Appendix


The Minute Book also sets forth useful information about the Society and its operations. This section includes:


---Agenda for Conference meetings, including prayers


---Indulgences to be gained by members


---Notes on Conference organization and activity


---Regulations and Ritual in relationship to the admissions and resignation of members

Conference Officers
Spiritual Advisor: ______________________________ Date Appointed: ________________
Address: ______________________________________ Phone: ________________________

President: _____________________________________ Date Elected: __________________
Address: ______________________________________ Phone: ________________________

First Vice-President:____________________________ Date Appointed: ________________
Address: ______________________________________ Phone: ________________________

Second Vice-President:__________________________ Date Appointed: ________________
Address: ______________________________________ Phone: ________________________

Secretary: _____________________________________ Date Appointed: ________________
Address: ______________________________________ Phone: ________________________

Treasurer: ____________________________________ Date Appointed: ________________

Address: ______________________________________ Phone: ________________________

Chairperson: __________________________________ Date Appointed: ________________
Address: ______________________________________ Phone: ________________________

Duties of Conference Officers

President

Role and responsibilities of President: The President attends to the progress of the Conference.  The President supports the Conference members in their Vincentian action, helping and assisting them, as circumstances require.

The President ensures that links and communication are effectively maintained between the Conference and the Council to which it is attached (for Isolated Conference as assigned by the Region).  The President attends and represents the Conference at District Council meetings.  The President develops working relationships with neighboring Conferences, the Parish, and with agencies and governmental welfare organizations within the Conference’s responsibilities.

The President shall, in general, supervise all affairs of the Conference.  The President shall preside at all meetings of the Conference, and shall be an ex-officio member of all committees.

The President shall have responsibility for governance of the Conference and shall see that all orders and resolutions of the Conference are carried into effect.  If the District or (Arch)Diocesan Council does not report to government agencies, the Conference President is responsible for submitting any required reports to said agencies (e.g. Internal Revenue Service or a State agency).

The President will advise the Conference of the requisite financial support that is to be provided to higher Council(s) and the Region annually. If the President were unable to attend and preside at any meeting of the Conference this privilege and duty may be delegated to the Vice President or any Officer.

Vice President(s)

Role and responsibilities of Vice President(s): There must be at least one Vice President.  In the event multiple Vice Presidents are appointed one must be designated as the First Vice President.  The First Vice President shall perform the duties of the President in the event of the President’s temporary absence, and shall have such other duties as the President or Conference may assign.  All Vice President(s) collaborate with the President in all matters affecting the Conference.  The Vice President(s) shall attend the Conference meetings.

Treasurer 

Role and responsibilities of Treasurer: The Treasurer shall be responsible for the Conference funds and securities and maintenance of full and accurate accounts of receipts and disbursements in books (official records) belonging to the Conference and the deposit of all monies and other valuable effects in the name and to the credit of the Conference in such depositories as may be designated and approved by the Conference.

The Treasurer shall attend meetings of the Conference.  The Treasurer informs members of the Conference’s financial position by submitting a written statement at every meeting, and prepares a budget for the Conference, which shall be approved annually.

The Treasurer shall assure the disbursement of funds of the Conference as may be ordered by the Conference taking proper vouchers for such disbursements, and shall assure an account of all transactions, supported by the appropriate documentation and that the financial condition of the Conference is rendered to the President and Conference at the regular meetings, or whenever they may require it.  

If required by the Conference, the Treasurer shall give the Conference a bond in such sum and with such surety or sureties as shall be satisfactory to the Conference for the faithful performance of the duties of the office and for the restoration to the Conference, in case of death, resignation, retirement or removal from office, of all books, papers, vouchers, money and other property of whatever kind in the Treasurer’s possession or under the Treasurer’s control belonging to the Conference.

Anniversaries of Important Conference Events
Founding Date: ______________________  Date of Aggregation: ______________________
Report below any special Conference happening or developments that occur during the time span covered in this Minutes Book. 

Aggregation of Conferences


To be membered in the Society of St. Vincent de Paul, a Conference must apply for affiliation and be formally admitted or “aggregated” by the Council General International, located in Paris. 

En-route to Paris, the application must be approved by the intermediate Councils which link the Conference to the Council General International; approved by the District Council and the Diocesan Council to which the Conference is directly united; then by the National Council; finally, by the Council General International.


Conferences in a diocese having neither District nor Diocesan Councils send their petitions directly to the National Council, headquartered in St. Louis. 


After Paris has approved an application for aggregation, the Conference is notified through a reverse chain of command communication: Council General International to National Council to Diocesan Council to District Council to Conference. 

Along with the letter affirming the fact of admission, the Council General International provides an appropriately worded Certificate of Aggregation. Many Conferences arrange to have                                                                                            the certificate framed and displayed in the regular meeting place of the Conference. 


Just as all Conference must be officially recognized and accepted by the international Vincentian body, all Councils must also be formally united to the worldwide SVdP organization. Councils apply in the same manner and via the same chain of command as do Conferences. The application and approval process results in what is called the “institution” of the Council. Conferences are aggregated; Councils are instituted. 

Application forms for “aggregation” and “institution” are obtainable from the National Council Office in St. Louis. All such applications should be submitted in triplicate. One copy is sent to Paris; a second is retained at the National Council Office; and the third is returned to the Conference, after Paris signifies that the unit has been admitted to the Society.


Before applying for aggregation, a Conference should complete a probationary period of one year. The Council General International requires evidence of genuine person-to-person charitable involvement on the part of members and the Conference as a whole. A genuinely functioning Conference is one in which all members should really regard Vincentianism as a vocation.

Constancy in charitable personal service should characterize the life of the Conference and the lives of its members. 
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	Active (Full) Members ________________________ Conference 
from Oct. 1, 20____ to Sept. 30, 20____

	Society of St. Vincent de Paul
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	Home(H) and Business(BUS) Addresses
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	An Active (Full) Member is one who is Catholic, participates in the meetings and charitable activities of the Vincentian Conference or Council into which he/she has been received

	
	
	


	Associate Members ________________________ Conference 

from Oct. 1, 20____ to Sept. 30, 20____

	Society of St. Vincent de Paul

	Name
	Home(H) and Business(BUS) Addresses
	Home(H) and Business(BUS) Phone Numbers
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	An Associate Member is one who accepts the Society’s basic principles, but does not participate fully in the life of the Conference or Council which has enrolled them

	
	
	


	Contributing Members ________________________ Conference 

from Oct. 1, 20____ to Sept. 30, 20____

	Society of St. Vincent de Paul

	Name
	Home(H) and Business(BUS) Addresses
	Home(H) and Business(BUS) Phone Numbers
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	A Contributing Member is one who, regularly or in a substantial way, provides financial support but does not engage directly in the work of the Society

	
	
	


	Yearly Index of Families/ Individuals Assisted

	Upon this sheet secretaries must list for statistical purposes all families as well as individuals that were assisted during the year and may insert page numbers of sheets that show report or special action take in their regard.

	Quarters helped
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Attendance Record_______________________ Conference from Oct. 1, 20____ to Sept. 30, 20____
Society of St. Vincent de Paul
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Instructions For Completing Conference Annual Report 
and Minute Sheets
This report form is intended to promote more timely, accurate, and consistent reporting. It is essential to have your Conference annual report completed properly and returned on time so that we can responsibly publish our consolidated National results and comply with the requirements of our tax-exempt status.

The appropriate Conference report form must be used by all Conferences. Please do not use older versions of this form. Remember that the key to good reporting is keeping good records throughout the reporting year [i.e., monthly and quarterly reporting]. Please read these instructions carefully. If you have any questions on reporting, contact your local Council for support.

This report is a reflection of the Conference, its Special Works and Stores whether they are separately incorporated or not.

Your cooperation is appreciated.

Definitions and Questions:

(Arch)Diocesan Council Name: Enter the name of the (Arch)Diocesan Council in which this Conference exists.  If no (Arch)Diocesan Council exists, enter the name of the Diocese.

District Council Name: Enter the name of the District Council of which this Conference is part.  If this is an Isolated Conference, leave this blank.

Conference Name: Enter the Conference Name.  

Address:  Enter the address, city, state, zip code, and phone number of the Conference.

REPORTING PERIOD: Always a 12-month period (shorter for new Conferences only); either the standard fiscal year of the Society (Oct. 1 – Sept. 30) or a calendar fiscal year (Jan. 1 – Dec. 31). New Conferences will typically have less data than 12 months, but the dates should reflect the fiscal year.

FREQUENCY OF MEETINGS: The Rule specifies that Conferences must meet at least twice monthly.  Check off the frequency that your Conference meets. Do not enter multiple frequencies.

IS THERE AN ACTIVE SPIRITUAL ADVISOR? Is there a Spiritual Advisor who actively attends and participates in the meetings regularly?  If this is not the case, the answer should be “no.”

IS THE CONFERENCE INCORPORATED? Please answer “yes” or “no.”  Most Conferences are NOT formally incorporated in their state.
DOES THE CONFERENCE HAVE ITS OWN 501(C)(3)? In order for donors to receive a tax deduction for the funds they donate to the Society, the Conference must be recognized as a non-profit organization.  Indicate the source of the Conference’s tax exempt status: through its own independent status, through its Council, through the National Group Ruling, through the Catholic Directory, or it has none. Please note that the option of “through the Catholic Directory” is no longer to be used and all Conferences should have their own 501(C)(3), be covered by their Council or be part of the National Group.

OUR CONFERENCE HAS FORMALLY ADOPTED AND IS IN COMPLIANCE WITH THE MOST CURRENT VERSION OF “DOCUMENT 1: BYLAWS FOR CONFERENCES,” WHICH CAN BE FOUND ON www.svdpusa.org.  Every Conference is expected to have adopted a set of bylaws corresponding to one of the nationally approved sets of bylaws that are located on our main national website.  Document 1 is the standard set of bylaws that is appropriate for 99% of all Conferences.  The website documents have all of the wording that has been required by IRS and approved by various resolutions of the National Council. If your Conference has adopted this set of bylaws (Document 1) without changes, check off “Yes.”  If your Conference is using a different set of bylaws or if you are using Document 1 with modifications, check off “No.”  If you checked off “No,” then your bylaws are required to have been formally approved by an upper Council or the Regional Vice President.
MEMBERSHIP: This format requires a distinction between Active and Associate members under age 19, ages 19 through 39, and 40 and over, by race/ethnic category. (This breakdown is required for government reporting, grant applications, etc.) Please note that a Vincentian member can be counted in one age group and in one race/ethnic category only. 

Active (Full) Members must belong to the Catholic Church; accept the Rule, Statutes, and Basic Requirements of the Society; be accepted as an Active Member by a Conference; and be enrolled in it. In addition, they need to take part in the life of the Conference to which they belong. Participation implies a reasonable degree of involvement in SVdP meetings, charitable activities, and religious observances.

Associate Members, like Active Members, are affiliated with the Society by formal action of the Conference or Council with which the members will be joined. Associate Members include those who sincerely and publicly accept the Society’s Rule but may or may not belong to the Catholic Church. Associate Members are kept informed of the developments and activities of their immediate groupings, as well as the general progress of the Society, particularly in the local area or diocese. Associate Members are invited to attend the general meetings and special observances of the Society. They participate, as they are able, in the charitable activities of the Society in their area. Conferences should have a specific list of Associate Members.  The National membership database allows for membership type to be identified.

COMPARATIVE MEMBERSHIP: Comparative data is used for reflecting progress from one year to another.  In this area, a membership breakdown is being requested.  For each category specified, the total number of members and the total number of new members this year is being requested.  “Total Vincentians,” “Total – under 19,” and “Total – 19 through 39” are easily understood.  “Total Minority” refers to the sum of all race/ethnic categories other than Caucasian.  “Total Non-Vincentian Volunteers” is a category that a typical Conference probably would not use.  For those that operate stores, special events (such as Friends of the Poor Walk/Run) or special works, there may be volunteers who help out who are doing community service hours, those doing court ordered service, members of the general community who want to help, or other non-Vincentians. In many Conferences, members’ family or friends also help out on occasion; these may be included as Associate Members or non-Vincentian volunteers.

TREASURER’S REPORT: This portion of the report includes the combined financial data from the Conference, its stores, and its special works. Please keep in mind that this is not a reconciliation of a single account.  This reflects all activity in all accounts.
Balance Forward – when entering Balance information, include the balances of ALL accounts owned by the Conference: checking, savings, CDs, investment accounts, reserve accounts, store accounts, special works accounts, etc.

1. Last Year’s Ending Balance: This is the Ending Balance as it appeared on last year’s Annual Conference Report.

2. Adjustments to Last Year’s Ending Balance: It sometimes happens that, after a report is submitted, an error shows up that needs to be corrected, affecting the ending balance.  Enter any adjustments here that would correct last year’s ending balance.  Please attach an explanation.

3. Beginning Balance: Apply the adjustments to last year’s ending balance and show the true beginning balance for this year.

TREASURER’S REPORT: Receipts

1.   Donations from Members: Financial contributions from Active, Associate and Contributing Vincentian Members, including the secret collection taken up at Conference Meetings. It is not necessary to try to isolate and count checks from Members that come through Church collections. 

2.   Church/Poor Box Collections: Includes financial support from Church collections, Poor Box Collections, alms from distribution of religious papers at the Church door, allocations from parish funds, and other Church-related offerings.

3A.  Fund Raising - Special Works: Enter the total gross income from all Special Works operated by the Conference.

3B.  Fund Raising - Stores: Enter the total gross income from all thrift stores operated by the Conference. On the Stores Report, this item is titled “Total Revenue.”

3C.  Fund Raising – Special Events/Other: This includes donations not made in Church and financial support from activities not directly or exclusively Church-centered, such as suppers, and memorial donations.  Fund Raising activities generally include all activities in which financial support is actively solicited (this includes Friends of the Poor Walk donations).

4.   Other SVdP Contributions: Includes financial support received by your Conference from any other Vincentian Councils, Conferences, and stores or special works not owned by your Conference. Friends of the Poor Grants are to be included here. Do not include funds that are transferred to the Conference from the stores and special works that the Conference owns and operates.

5A. Other - Grants: This includes all grants received from foundations, government agencies, private sector organizations, etc.

5B. Other – Disaster Funds: This includes all money received for local disasters for which a special non-operating fund has been established.  For example, if your Conference area suffered from a tornado, hurricane or other disaster for which a special non-operating fund has been established, it can be included here.

5C. Other – Capital Campaign Funds: This includes all money received for a formally defined, non-operating capital campaign fund for your Conference.  For example, if your Conference has established a capital campaign to raise funds to build a new pantry/office or make major renovations to an existing one, then the funds collected are restricted for that use and can be included here.

5D. Other – Other Restricted Funds: This includes all funds received for special projects for which a fundraising campaign was designated.  For example, if your Conference has a special campaign to raise funds for a Back-To-School Program, then the funds collected are restricted for that use. This DOES NOT include “memo” designations on checks or special Conference-designated funds. For example, if someone writes “for food” on their check in the memo area, these would not be considered restricted funds.  Also, Conference-designations such as part of a budget do not restrict funds.

5E. Other – Miscellaneous Receipts: All other sources of income (e.g., interest, bank adjustments, legacies, etc.).

TREASURER’S REPORT: Expenses

6. Those We Served: All funds expended for goods and services provided to those we served, including cash, checks, certificates, bus tickets, and gift cards. The principal method for payment of aid will be check, paid directly to the provider of those goods or services. This also includes the cost of food purchased to stock your food pantry.  For those Conferences that operate stores and other Special Works, this includes dollars spent for direct aid to those in need.

7. Disaster Contributions: Include all monies expended for disaster relief locally, nationally, and internationally.

8. A.    Domestic Twinning: Funds sent to another domestic (within the United States) Conference or Council (over and above the solidarity contribution).

B. International Twinning: Funds sent to a Conference or Council outside of the United States.

9. Solidarity Contribution: The Annual solidarity contribution to upper Councils.

10. Contributions to Upper Councils: Funds sent to an upper Council (over and above disaster, Twinning, and solidarity contributions).

11A. Operating Expense – Special Works: This includes all funds expended to operate Special Works.  This DOES NOT include dollars spent as direct aid to those in need from those special works. Direct aid to those in need is not an operational expense.

11B. Operating Expense - Stores: This includes all funds expended to operate Stores.  This DOES NOT include dollars spent as direct aid to those in need from those stores. Direct aid to those in need is not an operational expense.  On the Stores Report, this item is titled “Total Expenses (Wages, Benefits, Operating).”

11C. Operating Expense – Special Events: This includes all funds expended for fund raising events such as dinners, Friends of the Poor Walk, memorial donations, etc.

11D. Operating Expense - Other: Include Conference operational expenses such as postage, stationery, printing, phone, travel, and similar expenses, as well as any rent or utilities paid by the Conference for use of facilities. 

12. Other: All other expenditures not covered by another category. (Please attach an explanation.)

REMEMBER:
       Beginning Balance 

  +   Total Receipts



  -    Total Expenses






  =   Ending Balance

“In Kind” Goods and Services: This portion of the report includes the combined in-kind data from the Conference, its stores, and its special works.
Definitions: 

“In Kind” refers to non-cash contributions: anything (food, furniture, clothing, services, other) that the Conferences receive at no cost and pass on directly to a family or individual or use internally by and for the Conference.  In-Kind Food should reflect only what was donated – not what was purchased.

“Total number of people helped” is simply a snapshot  total number of people in the family. The “number of people helped” is to be included with number helped by Visits.  Help is only given through some type of visit. For example, if you give food to a family or give them a voucher for food, it happens while visiting with the family either in their home or at another location.

“Value” is the estimated retail value of goods and services provided.

The two “In Kind” reporting columns are additive and must add downwards.

Visits and Services to People: This portion of the report includes the combined statistical data from the Conference, its stores, and its special works.
PERSON-TO-PERSON VISITS

The “number of people helped” during the visits must include the number of people helped with In-Kind goods and Services. Help is only given through some type of visit. For example, if you give food to a family or give them a voucher for food, it happens while visiting with the family either in their home or at another location.

A. Home Visits: Visits to a person’s home; sometimes more than one home visit is required. If you visit a family of four, three times, you should count 12 people helped (4 people x 3 visits).

B. Prison Visits: Person-to-person visits to prisoners. If you visit three persons once a month for a year, you should report 36 people helped (3 prisoners helped x 12 visits).

C. Hospital Visits: Patients visited at a hospital. (Two members visiting the same patient counts as one visit.)

D. Eldercare Visits: Occur each time a visit is made to a nursing home, rest home, convalescent hospital, or a facility for the aged (e.g., retirement, assisted living). (Two members visiting the same patient counts as one visit.)

E. Other In-Person Visits: Any other person-to-person contact at any location other than their home.

TOTAL VISITS: Total of (A) through (E). Show both total number of visits and total people helped.

F. Telephone-Only Contacts: Show number of telephone contacts and total number of people helped. This category represents contact only by telephone; no person-to-person visit is made. Typically, these are calls that result in a referral of some type to another organization. Do not count calls that are made to only set up an appointment for a home visit or other visit.

Services

G. Jobs obtained: Include jobs secured directly through the aid of the Conference. This should include only actual jobs obtained, not appointments or referrals for possible jobs.

H. Referrals: Referrals must be specific – you must directly provide the name and contact information for the organization being referred to.  Simply providing a resource list does not accomplish a referral.  This includes any referral to another agency, church, ministry, service provider, etc. Do not include referrals to another SVdP Conference or a Catholic priest/deacon/sister, etc.

I. Travel Aid: Assistance to clients with any travel-related costs or arrangements. This would include bicycles, plane or bus tickets, car repairs, etc.

J. Spiritual Aid/Sacraments (ONLY WHEN PERFORMED IN THE CAPACITY OF A VINCENTIAN): Include referrals to a Catholic religious for spiritual assistance/guidance/discussion or when a member provides a sacrament (e.g., Communion) or access to a sacrament (e.g., Confession); also include help provided with Catholic books, rosaries, etc.  The question comes up: Is my ministry as an Extraordinary Minister of the Eucharist a Vincentian activity and should my visits be counted here?  The simple answer is: only if you are participating in that ministry because you are a Vincentian and as a Vincentian?  The choice must be made by the Vincentian.  We are not simply trying to build up numbers.

K. Other: Any other service provided. (Please attach an explanation.)

TOTAL SERVICES: Total of (G) through (K).

Total Visits and Services to People

If you provide a family multiple help (e.g., “in kind” goods, a job obtained, a referral, and a home visit), show it as 1 home visit, 4 people helped (parents with two children) with 1 job obtained and 1 referral. Number of people helped is 4 (show under “Home Visit”). 

Total People Helped: Total visits (A through E) and telephone contacts (F) to get the total number of people helped.
Total Hours of Service: Members: All member hours spent in any activity relative to the Society of St. Vincent de Paul, including all hours helping people, attending meetings, travel time, workshops, SVdP spiritual gatherings, etc. Include member hours of service at the Conference owned stores or special works. Do NOT include member hours worked at a store or special work NOT OWNED by the Conference.

Total Hours of Service: Non-Members: This includes hours of service at the Conference owned stores or special works that are work by non-Vincentians, community service hours, court ordered hours, etc.

Estimated Miles in Vincentian Service: Estimated miles driven by members to assist those we serve and related meetings.

Special Comparative Data

Systemic Change

Number of Vincentians Trained in Bridges Out of Poverty: Enter the number of Vincentian members who have gone through training in the Bridges Out of Poverty constructs.  This includes those who have read Bridges Out of Poverty and/or who have viewed the Bridges Out of Poverty video presentations.

Number of Friends Graduated from Getting Ahead: Enter the number of people we serve (investigators) who have successfully completed the Getting Ahead program.

Number of Friends Being Mentored: Enter the number of people we serve who are being formally mentored in our Systemic Change programs.

Number of Vincentians Engaged in Advocacy: Enter the number of Vincentians who are actively engaged in advocating on behalf of those in need. This includes those registered/using CAPWIZ. This also includes Vincentians involved in Voice of the Poor.

Number of Vincentians Engaged in Systemic Change Programs: Enter the number of Vincentians who are actively participating in Systemic Change programs (Getting Ahead facilitating, mentoring, advocacy, etc.)

Number of Lives Changed: Do not enter any information here at this time.  This item will be requested in future years.

Number of Friends Moved Out of Poverty: Do not enter any information here at this time.  This item will be requested in future years.

For Those Conferences that Operate Stores

Number of Stores: Enter the number of stores owned and operated by the Conference.

Total Square Footage of the Stores: Enter the total square footage (sales area only) of all of the stores owned and operated by the Conference. This does NOT include warehouse/storage space.

Total Number of Donors: Enter the total number of people who have made donations of goods to the stores.  If an individual makes donations on five different occasions, count it as five donors. We are not asking for unduplicated numbers.

Retail Program – Revenue from Donated Goods: Enter the dollar value of all sales related only to donated goods (all stores).

Retail Program – Revenue from Goods Purchased for Resale: Enter the dollar value of all sales related to goods that were purchased for resale (all stores).

Retail Program – Expenses from Donated Goods: Enter the dollar value of all expenses related only to donated goods (all stores).

Retail Program – Expenses from Goods Purchased for Resale: Enter the dollar value of all expenses related to goods that were purchased for resale (all stores).

Total Number of New Employees Hired in the Stores: Enter the total number of new employees that were hired this year within the store system operated by the Conference.

Donation Sources Used by Stores: Identify all of the various sources that are used to receive donated goods for the stores operated by the Conference.  Check all of the sources that apply: donation boxes or bins, direct donations at a store or warehouse, parish collections, home pickups, special event donations, attended donation centers and/or other sources. Parish collections go by various names, such as Bundle Sundays.  Attended donation centers include standalone facilities established for donations only with someone overseeing the operation.  This may include a weekly truck at a shopping center, a separate storefront or standalone building used only for donations, etc.
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ANNUAL CONFERENCE REPORT

Fiscal year: 10/1/2014 — 9/30/2015 1/1/2015 — 12/31/2015
Deadline: November 30, 2015 (60 Days) January 31, 2016 (30 Days)
(ARCH)DIOCESAN COUNCIL: District Council:
CONFERENCE NAME:
ADDRESS:
Street City State Zip Phone
REPORTING PERIOD FROM: TO (12 MONTHS)
FREQUENCY OF MEETINGS (CHECK ONE): WEEKLY EVERY OTHER WEEK MONTHLY OTHER
IS THERE AN ACTIVE SPIRITUAL ADVISOR: YES No
IS THE CONFERENCE INCORPORATED? YES No
DoEs CONFERENCE HAVE ITS OWN 501¢3? COUNCIL NAT'L GROUP RULING CATHOLIC DIRECTORY NONE
Our Conference has formally adopted and is in compliance with the most current version of “Document 1: Bylaws for
Conferences,” which can be found on www.svdpusa.org. Yes No
Membership*
(*Ethnic breakdown required for government reporting, grant applications, etc. Please assign each member to one category only.)
Asian Black Caucasian | Hispanic Alaskan Native Native Hawaiian/ Mixed/
Latino American Indian Other Pacific Islander

Active (Full) — under 19

Active (Full) — 19 through 39

Active (Full) — 40 and over

Total Active (Full)

Asian Black Caucasian Hispanic Alaskan Native Native Hawaiian/
Latino American Indian Other Pacific Islander

Mixed/

Associate — under 19

Associate — 19 through 39

Associate— 40 and over

Total Associate

Total Membership

Total Active (Full)
Total Associate
TOTAL MEMBERS

Comparative Membership Number New This Year
Total All Vincentians

Total — under 19

Total — 19 through 39

Total Minority (Non-Caucasian)
Total Non-Vincentian Volunteers

Treasurer’s Report (includes Receipts and Expenses from Conference, Stores

and Special Works)

Last Year’s Ending Balance (Required)

Adjustments to Last Year’s Ending Balance - attach an explanation

Beginning Balance (Required)

wnlenlen
@A Nn

Receipts (Please round all figures to the nearest dollar)

1. Donations from Members $
2. Church/Poor Box Collections $
3A. Fund Raising - Special Works

3B. Fund Raising - Stores

3C. Fund Raising - Special Events/Other
4. Other SVdP Contributions

5A. Other - Grants

5B. Other - Disaster Funds

5C. Other - Capital Campaign Funds

5D. Other - Other Restricted Funds

5E. Other - Misc. Receipts

A

A

A

%
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Total Receipts (1 thru 5E) +3
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6. Those We Serve

ease round all figures to the nearest dollar)
$

7. Disaster Contributions

8A Domestic Twinning
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8B International Twinning**

**Attach contact list for International Twinning Partners

Subtotal (A) (6 thru 8B)

9.  Solidarity Contributions (Dues/Tithing)

-

10. Contributions to Upper Councils

PP
R=d

11A. Operating Expense - Special Works

P
©«

11B. Operating Expense - Stores

11C. Operating Expense - Special Events

11D. Operating Expense - Other

12. Other

@

Subtotal (B) (9 thru 12)

Total Expenses (Subtotal A + Subtotal B)

-$

Ending Balance: Beginning Balance + Total Receipts — Total Expenses =

$

“IN KIND” GOODS AND SERVICES PROVIDED (NON-CASH CONTRIBUTIONS)
(ALL RESPONSES BELOW INCLUDE CONFERENCE, STORES AND SPECIAL WORKS)

# of People Helped $ Value
(Included in Visits and
Services — below)
Goods
l. Food
1. Furniture
I1l. Clothing
V. Other
Subtotal 1 (I thru IV) $
Services
V. Legal
VI. Medical
VII. Dental
VI Other
Subtotal 2 (V thru VIII) $
Totals (Subtotal 1 + Subtotal 2) $

Visits and Services to People

(ALL RESPONSES BELOW INCLUDE CONFERENCE, STORES AND SPECIAL WORKS)

Column 1

Column 2

Person-to-Person Visits

# of Visits

# of People Helped
(Includes In-Kind)

Home Visits

Prison Visits

Hospital Visits

Eldercare Visits

m|o|o|o|>

Other In-Person Visits

Subtotal (A thru E)

# Contacts

# of People Helped

M

Telephone-Only Contacts

Services

# of Services

Jobs Obtained

Referrals

Travel Aid

Spiritual Aid/Sacraments

=|=|~|z|o

Other

Subtotal (G thru K)

[ ToTAL PEOPLE HELPED (ADD COLUMN 2: A THRU F)

]
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[image: image6.jpg]ToTAL HOURS OF SERVICE: MEMBERS

ToTAL HOURS OF SERVICE: NON-MEMBERS

ESTIMATED MILES IN VINCENTIAN SERVICES

Special Comparative Data

Systemic Change
NUMBER OF VINCENTIANS TRAINED IN BRIDGES OUT OF POVERTY
NUMBER OF FRIENDS GRADUATED FROM GETTING AHEAD
NUMBER OF FRIENDS BEING MENTORED
NUMBER OF VINCENTIANS ENGAGED IN ADVOCACY
NUMBER OF VINCENTIANS ENGAGED IN SYSTEMIC CHANGE PROGRAMS
NUMBER OF LIVES CHANGED (FUTURE USE-DO NOT ENTER) XXXXXXXX XXX X XXXXX
NuMBER OF PEOPLE MOVED OUT OF POVERTY (FUTURE USE-NO ENTRY) | XXX XXX XXX

For Those Conferences that Operate Stores
A Separate Stores Reports is Required

In Addition to Providing the Following Information

NUMBER OF STORES
TOTAL SQUARE FOOTAGE OF STORES
ToTAL NUMBER OF DONORS
RETAIL PROGRAM — REVENUE FROM DONATED GOODS
RETAIL PROGRAM — REVENUE FROM GOODS PURCHASED FOR RESALE
RETAIL PROGRAM — EXPENSES FROM DONATED GOODS
RETAIL PROGRAM — EXPENSES FROM GOODS PURCHASED FOR RESALE
ToTAL NUMBER OF NEW EMPLOYEES HIRED IN THE STORES
DONATION SOURCES USED BY STORES (CHECK ALL THAT APPLY)
DONATION BOXES
DONATIONS AT STORE OR WAREHOUSE
PARISH COLLECTIONS
HoME PICKuPS
SPECIAL EVENT DONATIONS
ATTENDED DONATION CENTER
OTHER

R |B |

For Those Conferences that Operate Special Works
A Separate Special Works Report
Is Required for Each Special Work

Signature of Conference President Phone Date

Signature of Conference Treasurer Phone Date

Ideally, Conferences should enter details online. If not entered online, submit this form to your Council. Isolated
Conferences should mail the completed report to:

Annual Report

National Council — Society of St. Vincent de Paul
58 Progress Parkway

Maryland Heights, MO 63043-3706
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SECRETARY’S MINUTES SHEET

Membership*

Asian Black Caucasian | Hispanic Alaskan Native Native Hawaiian/ Mixed/
Latino American Indian Other Pacific Islander Other
Active (Full) — under 19
Active (Full) — 19 through 39
Active (Full) - 40 and over
Total Active (Full)
Asian Black Caucasian | Hispanic Alaskan Native Native Hawaiian/ Mixed/
Latino American Indian Other Pacific Islander Other
Associate — under 19
Associate — 19 through 39
Associate— 40 and over
Total Associate

Total Membership

Total Active (Full)

Total Associate

ToTAL MEMBERS

Comparative Membership

Number

New This Year

Total All Vincentians

Total — under 19

Total — 19 through 39

Total Minority (Non-Caucasian)

Total Non-Vincentian Volunteers

Treasurer’s Report (includes Receipts and Expenses from Conference, Stores

and Special Works)

Beginning Balance (Required)

[ §

Receipts (Please round all figures to the nearest dollar)

1. Donations from Members

2. Church/Poor Box Collections

3A. Fund Raising - Special Works

3B. Fund Raising - Stores

3C. Fund Raising - Special Events/Other

4.  Other SVdP Contributions

5A. Other - Grants

5B. Other - Disaster Funds

5C. Other - Capital Campaign Funds

5D. Other - Other Restricted Funds

5E. Other - Misc. Receipts

PR R |R| AR R R R A RN

Total Receipts (1 thru 5E)

+$

Expenses (Please

round all figures to the nearest dollar)

6. Those We Serve

§

3| €f

7. Disaster Contributions

8A Domestic Twinning

8B International Twinning**

$
$
$

**Attach contact list for International Twinning Partners

Subtotal (A) (6 thru 8B)

9. Solidarity Contributions (Dues/Tithing)

10. Contributions to Upper Councils

11A. Operating Expense - Special Works

11B. Operating Expense - Stores

11C. Operating Expense - Special Events

11D. Operating Expense - Other

12. Other

9B R| R || |n(H

Subtotal (B) (9 thru 12)

Total Expenses (Subtotal A + Subtotal B)

Ending Balance: Beginning Balance + Total Receipts — Total Expenses =
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[image: image8.jpg]“IN KIND” GooDS AND SERVICES PROVIDED (NON-CASH CONTRIBUTIONS)
(ALL RESPONSES BELOW INCLUDE CONFERENCE, STORES AND SPECIAL WORKS)

# of People Helped
(Included in Visits and
Services — below)

$ Value

Goods
l. Food
Il Furniture
Il Clothing
V. Other
Subtotal 1 (I thru IV) $
Services
V. Legal
VI. Medical
VII. Dental
VIIL Other
Subtotal 2 (V thru VIII) $
Totals (Subtotal 1 + Subtotal 2) $

Visits and Services to People
(ALL RESPONSES BELOW INCLUDE CONFERENCE, STORES AND SPECIAL WORKS)

Column 1 Column 2
Person-to-Person Visits # of Visits # of People Helped
(Includes In-Kind)
A. Home Visits
B. Prison Visits
C. Hospital Visits
D. Eldercare Visits
E. Other In-Person Visits
Subtotal (A thru E)
# Contacts # of People Helped
F. Telephone-Only Contacts
Services # of Services
G. Jobs Obtained
H. Referrals
I. Travel Aid
J. Spiritual Aid/Sacraments
K. Other
Subtotal (G thru K)
| ToTAL PEOPLE HELPED (ADD COLUMN 2: A THRU F)
TOTAL HOURS OF SERVICE: MEMBERS
TOTAL HOURS OF SERVICE: NON-MEMBERS
ESTIMATED MILES IN VINCENTIAN SERVICES

Special Comparative Data

Systemic Change

NUMBER OF VINCENTIANS TRAINED IN BRIDGES OUT OF POVERTY

NUMBER OF FRIENDS GRADUATED FROM GETTING AHEAD

NUMBER OF FRIENDS BEING MENTORED

NUMBER OF VINCENTIANS ENGAGED IN ADVOCACY

NUMBER OF VINCENTIANS ENGAGED IN SYSTEMIC CHANGE PROGRAMS

NuMBER OF LIVES CHANGED (FUTURE USE-DO NOT ENTER)

XXKXKXKXXXXXXXXXX

NuMBER oF PEOPLE MOVED OUT OF POVERTY (FUTURE USE-NO ENTRY)

XXXXKXKXXKXXXXXXX
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A Separate Stores Reports is Required
In Addition to Providing the Following Information

NUMBER OF STORES

TOTAL SQUARE FOOTAGE OF STORES

ToTAL NUMBER OF DONORS

RETAIL PROGRAM — REVENUE FROM DONATED GOODS

RETAIL PROGRAM — REVENUE FROM GOODS PURCHASED FOR RESALE

RETAIL PROGRAM — EXPENSES FROM DONATED GOODS

&R (B

RETAIL PROGRAM — EXPENSES FROM GOODS PURCHASED FOR RESALE

ToTAL NUMBER OF NEW EMPLOYEES HIRED IN THE STORES

DONATION SOURCES USED BY STORES (CHECK ALL THAT APPLY)

DONATION BOXES

DONATIONS AT STORE OR WAREHOUSE

PARISH COLLECTIONS

HoME Pickups

SPECIAL EVENT DONATIONS

ATTENDED DONATION CENTER

OTHER
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[image: image10.jpg]Conference Activities

Date:

The regular meeting of the Conference was called to order by at am/pm.

The opening prayers were said. A selection from was read by

on the subject of . Roll was taken showing an attendance of
members. The previous meeting’s minutes were read. Indicate amendments, if any:

Special Works (specify):

Reports on Special Projects and Programs: Please remember to keep an updated Domestic and/or
International Twinning Partners Contact List to be submitted with your Conference Annual Report.

Assignments to Cases or Projects:

Communications — General SVdP News and Reports:

New Business:

Bills Authorized for Payment:

Spiritual Advisor’s Comments:

Additional Secretary’s Notes:

A secret collection was taken up amounting to $ . The closing prayer was said at am/pm.

Secretary’s Signature
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[image: image12.jpg]Confidential Case Record Information

HEAD OF HOUSEHOLD: LAST NAME FIRST NAME Wiale/Femald Birth Yr | OTHER FAMILY NAME (MAIDEN NAME)
SPOUSE/PARTNER/ROOMMATE: LAST NAME FIRST NAME Male/Femald Birth Yr | STATUS:  MARRIED UNMARRIED COUPLE
WIDOW/WIDOWER SINGLE
ADDRESS APT. /SPACE ary ZIPCODE DESERTED SEPARATED
TELEPHONE
NAME OF APARTMENT COMPLEX/TRAILER PARK
ETHNIC GROUP! CAUCASIAN ASIAN
OTHER ADULTS IN RESIDENCE: LAST NAME FIRST NAME Male/Femald Birth Yr BLACK HISPANIC
NATIVE AMERICAN
PACIFIC ISLANDER
INCOME/OTHER AID:
CHILDREN: LAST NAME FRIST NAME Male/Femald Birth Yr | SOURCE AMOUNT
HEAD OF HOUSEHOLD OCCUPATION DRIVER’S LICENSE/STATE ID FAMILY EXPENSES:
TYPE AMOUNT

SPOUSE/PARTNER/ROOMATE OCCUPATION

DRIVER’S LICENSE/STATE ID

INTERVIEWER'S SPECIAL COMMENTS:

PROGRESS REPORT: LIST DATE, INITIALS, AND SERVICES PROVIDED (If more space necessary, continue on back.)

RELIGIOUS AFFILIATION:





Conference Meeting Agenda
The Rule, Part III, Statute 7: Conference Meeting Essentials

 

A Conference meeting includes the following components:

 

· A punctual call to order 

· Roll call 

· Opening prayer (which should always include a prayer to the Holy Spirit, the Lord's Prayer, the Hail Mary and a prayer for those whose suffering they wish to share) 

· Spiritual reading (or meditation, address) on which members are always invited to comment as a means of sharing their faith

· Approval of Minutes of previous meeting 

· Home visitation reports 

· President's report 

· Secretary's report (including correspondence received, information about the Society or training points

· Treasurer's report 

· Committee reports (including Formation Committee report) 

· Membership reports 

· Resolutions 

· Special Works reports 

· Old business 

· New business 

· Time and Place of next meeting (the calendar should include Festival meetings and Conference Liturgies) 

· Secret collection 
· Closing prayer 

· Adjournment

Conference Meeting Opening Prayer

L: 

In the Name of the Father, etc.
            All: 
Amen.

L: 

Come, Holy Spirit, live within our lives.

            All: 
And strengthen us by Your Love.

L: 
Send forth your spirit and new life will be created.

            All: 
And the whole face of the earth will be renewed.
L: 
Our Father, etc.
            All: 
Give us this day our daily bread, etc.

L: 
Let us reflect on the words of Our Lord Jesus Christ, recalling His unity and presence among us: “Where two or three are gathered together in my Name, there am I in the midst of them.” (Silence)

All: 
Lord Jesus, deepen our Vincentian spirit of friendship during this meeting and make us responsive to the Christian calling to seek and find the forgotten, the suffering, or the deprived so that we may bring them your love. Help us to be generous with our time, our possessions, and ourselves in this mission of charity. Perfect in us your love and teach us to share more fully in the Eucharistic Sacrifice offered for all.
L: 

Most Sacred Heart of Jesus,   All: 
Have mercy on us.

L: 

Immaculate Heart of Mary,    All: 
Pray for us.

L: 

St. Vincent de Paul,                All: 
Pray for us.
L: 

St. Louise de Marillac,           All: 
Pray for us.

L: 
Blessed Frederic Ozanam,     All: 
Pray for us.
L: 

Blessed Rosalie Rendu,         All: 
Pray for us.
Conference Meeting Closing Prayer 

L: 

In the Name of the Father, etc.

            All: 
Amen.

All: 
Father, grant that we who are nourished by the Body and Blood of Christ in the Holy Eucharist may realize the depth of our needs, respond more spontaneously to the suffering of others, and come to love You more deeply by service to our neighbor.

Grant us also the wisdom and strength to persevere when disappointed or distressed. May we never claim that the fruitfulness of our apostolate springs from ourselves alone. United in prayer and action, may we become a visible sign of Christ and may we give witness to His boundless love, which reaches out to all and draws them to love one another in Him.

We thank You, Lord, for the many blessings which we receive from those whom we visit. Help us to love and respect them, to understand their deeper needs, and to share their burdens and joys as true friends in Christ.
L: 
That the Cause for the Canonization of Frederic Ozanam, who excelled in the virtue of Christian love, be advanced.
            All:
Lord, hear us.

L:
That our departed friends and relatives, our Vincentian Brothers and Sisters, and those whom we have served, be welcomed into your Kingdom and joined in love.
           All: 
Lord, hear us.
L:        In the Name of the Father, etc.
           All:
 Amen.
Act of Consecration to the Sacred Heart
Lord Jesus, Who, seeing the cold indifference of the world and in order to revive charity amongst all people, has unveiled before them Your Sacred Heart and revealed the infinite riches of Your Divine Love, behold us prostrate before You, we who form only one Family, by the bond of fraternal charity, scattered, it is true, throughout the world, but united under the standard of St. Vincent de Paul, and forming only one body and one soul in the common spirit of the apostolate of charity; we dedicate and consecrate to Your Divine Person and to Your Sacred Heart this our Council (or Conference), and all the members who compose it, the poor whom we visit in Your name, the youth and children to whom we respond in order to maintain them in Your service; in a word, all those of whom we have the care, and all the works we have undertaken in various places for Your Glory. Quite unworthy though we are, we beseech You to receive this offering in the odor of sweetness; inflame us with that fire which from the depths of Your Heart You desire to see burning more and more each day, in order that, filled with the tenderness of Your Heart, we may learn to despise things here below, to love and help our neighbor, by word and example, and that, among the vicissitudes of this world, we may fix our hearts on the riches and happiness that shall never end. Amen. 

(This act of consecration is to be renewed annually by all units of the Society.)

The Indulgences of the Society

“An indulgence is the remission before God of the temporal punishment due to sins already forgiven as far as their guilt is concerned. This remission of the faithful with the proper dispositions and under certain determined conditions acquired through the intervention of the Church, which as minister of the Redemption, authoritatively dispenses and applies the treasury of the satisfaction won by Christ and the saints.”

-Doctrine of Indulgences, issued by Pope Paul VI, Jan. 1, 1967

In the Society of St. Vincent de Paul, a plenary indulgence may be gained-

1. By each new member of the Society on the day of their admission;

2. By members of the Society who participate in a Festival Meeting.

The indulgences may be gained on the following conditions-

1. Confessions, Communion and prayer for the intentions of the Sovereign Pontiff;

2. A promise to observe faithfully the Rule of the Society.

It is the duty of presidents to inform new members of the plenary indulgences which they can gain and the “formal” date of admission should be fixed with this in mind. 

Special Masses

Each parish Conference should have Holy Masses offered during the year for the purposes and persons enumerated below.

1. The Four Intentions of the Society

a. The Church

b. The Sovereign Pontiff

c. The United States of America

d. The Society

2. The Deceased Members of the Conference

3. The Deceased Poor

4. The Sick and Troubled Who Seek Divine Help and Cure Through Ozanam’s Intercession

Masses for the Four Intentions

Of all prayer the most agreeable to God, the most efficacious, the most complete is the Holy Sacrifice of the Mass, since it is our Savior Himself, Victim and Pontiff, who prays with us and for us. It was these precious thoughts which encouraged the souls of our Brothers during the terrible events of 1870. One of our brothers, President of a Conference in the center of France, obtained from the Bishop the celebration of a Mass every day in one or other parish of the diocese for the intentions of the Church, the Sovereign Pontiff and our Society, adding as a fourth intention the particular country to which the Conference belonged. (M. Calon- 1911)
Notes on Conference Organization and Activity

Conference Autonomy


The Conference is the basic and essential grouping of the Society. Each such unit, because of its Vincentian commitment engages regularly in the person-to-person service of those in need. The persons to be helped and the works to be performed are determined by the Conference itself. Conference services are provided without recompense to the members.

Conference Groupings and Settings


Conferences may be men’s, women’s or mixed; they may comprise adults and young people, or adults or young people. They may be established within a wide variety of social groups and settings, such as a parish, college or school, firm or company. Conferences may be organized for the performance of specific special works. A Conference may be established that comprises persons of the same profession, occupation or common cultural interest.

In this country, Conferences have been established in a number of different settings. The great majority are affiliated with a parish. In 1978, the most newly organized parish Conferences had men and women members. 


Where young people are invited as members into existing adult Conferences, more response is obtained when several young members are simultaneously welcomed into the Conference and asked to give themselves in specified works.

Size of Conference Membership


The number of members suitable for establishing a Conference is not fixed. Too small a unit - less than five members - seriously restricts the functioning and scope of a Conference. Too large a group militates against involvement of Conference members as problem solvers who pool their respective insights for the benefit of families under their care. Rather than a Conference with large, unwieldy numbers, it is preferable to subdivide and form several Conference groupings. In the United States, most Conferences range between seven to ten Active Members.

Name of Conference


A parish Conference takes its name from that of the Church to which it is attached. When the group is not affiliated with a parish, the Conference may choose any saintly title that helps differentiate the unit and its services. The use of the name Frederic Ozanam or St. Vincent de Paul is prohibited unless that identifies the name of the parish in which the Conference is located.
Frequency of Meetings

Conferences meet regularly at the places, days and times determined by them.

It is desirable that Conferences meet weekly; however, they must meet at least twice monthly. Vincentians ought to be promptly available for the care of those in need. Weekly meetings can assure than promptness. Such regularity, moreover, helps form the Conference as a cohesive community. Frequent prayer in common contributes to the vitality of the individual and family difficulties brought to its attention.


The Council General International has never ceased to exhort Conferences to meet each week. When a Conference applies for aggregation, the application contemplates that the Conference meets weekly or, at least, twice a month. If the Conference does not, an explanation should accompany its petition. An application which sets forth cogent and serious reasons for exemption from the general practice of weekly/twice-monthly meetings may be approved. 
Agenda for Conference Meetings


The meetings should be imbued with the spirit of fraternity, simplicity and Christian joy. Conference meetings are essentially spiritual and fraternal occasions. The spiritual content has several elements:

a. The members pray together at the beginning and end of each meeting.

b. A spiritual reading or meditation, which can lead to a brief exchange of views, is given by a member.

c. A sacrificial contribution involving meaningful self-denial is made by each member through a collection which is taken up as a part of every meeting. This contribution is to give proof to the spirit of sharing of the members. In the United States, the method of taking up the “secret collection” has been with a bag into which each member places his contribution. No amount is fixed.
The agenda of the Conference meetings includes the report of members on their Vincentian activities, assignment of new cases and group consultation on actions to be taken to assist those being helped. Meetings should start punctually and should not be unduly prolonged.

In the United States, Conferences have customarily used an agenda card, copies of which are available through the national office. The basic principles of the Society do not specify any mandatory form of prayers for use at St. Vincent de Paul meetings. Conferences and Councils are encouraged to be flexible and to develop some prayers of their own.
Funds of the Conference


The principal forms of Conference income and receipts are:

· Collection at meetings

· Other gifts, collections, contributions and offerings

· Grants received from the Councils of the Society

· Legacies, subsidies

· The product of all initiatives taken by the members


The principal expenses are:

· Help monetarily or in kind to the persons or families for whom the Conference has made itself responsible

· Assistance to works dependent upon or connected with the Conferences or Councils of the Society

· Expenses in connection with twinnings or overseas self-help projects of SVdP
· Expenses for the organization of Vincentian gatherings and meetings; and for entertainments and outings that are arranged by the Conference for the those in need
· A financial contribution to the Councils of the Society according to a percentage of receipts decided by the National Council

· Secretarial expenses and various other general expenses that should be kept as low as possible, the Conference being only the administrator of funds belonging to the poor

Religious Observances and General Meetings

The Conference is expected to observe on its own or with other Conferences in the community, if a united observance is arranged, the religious festivals of the Society.


The Council of the United States has designated four dates for religious observances. On these occasions, the members of the Conferences and Councils meet to demonstrate the spiritual nature of the Society by attending mass together. One festival is held on or about September 27th, the feast of St. Vincent de Paul. A second is Ozanam Sunday, designated as National St. Vincent de Paul Society Day in the United States and observed on the last Sunday of April in commemoration of the anniversary of Ozanam’s birth, April 23. A third is September 9th, the feast day of our founder, Blesssed Frederic Ozanam. The other festival is held on or about December 8th, the feast of the Immaculate Conception of Our Blessed Virgin Mother who is patroness both for this country and the Society.

On these festival days, Vincentians will make a special effort:

a. To celebrate appropriately the feast day

b. To make known, through the use of available media, the works of the Society in the United States, and 

c. To invite all persons to participate either by deed or by financial contribution in the works of the Society.

Councils should hold a general membership meeting in connection with their observance of the feast of the Immaculate Conception. At that meeting a presentation of the consolidated report of Conferences and Councils should be made.

Characteristics of the Effective Conference
The effective Conference is reachable. The rectory address is usually used for and by the parish Conference. The Conference may have its own phone number of use that of the parish office. The use of the parish address and phone number requires an unfailing constancy on the part of Conference leaders to clear and check regularly with the rectory. If this method cannot be followed, some other communication channel must be activated.
The effective Conference will meet regularly-weekly, if possible, or at least twice monthly. At these meetings, the thinking and support of all members in trying to provide Christian care for the needy will be available. The Vincentian song is that of the chorus, not a soloist.

The achieving Conference is marked by genuine commitment to spiritual purposes and Christian cordiality. The SVdP religious practices are seriously and earnestly followed. Members become friends who care for one another.

Christ has identified Himself with the poor. In a vibrant Conference, Vincentian visitors and the Conference as a whole will try to act in accord with that reality. The poor are visited promptly, regularly and attentively; they are assisted ably and generously.

An effective Conference takes initiative. Routing and “this is the way we did it before” are not permitted to dictate current thinking and doing. Could the Conference do more? Alert Conference officers and members will be thinking and acting about such possibilities on a deliberate, continuing basis.
Effective Conferences are made up of members who want to grow. They read. They study articles and journals about helping people. They attend training sessions organized by their SVdP District Council. They attend lectures and courses related to people’s needs and problem solving.

The Conference regards recruitment as an ongoing responsibility. One reason that Conferences sometimes give for not tackling new problems is lack of personnel. But dramatic vistas can be unveiled, if members begin to think and plan for several hundred SVdP colleagues in a parish, instead of only ten. And these parish groupings could still be intimate- there is no reason for not organizing any number of Conferences in the same parish.
Effective conferences have leaders who handle their specific duties with whatever competence they have naturally or can cultivate. They work hard but they share with member’s responsibility for decision making and action. They are successful delegators because their own example of good work is inspirational. 

The effective Conference has working ties in the neighborhood and community. To help people in any industrialized society today often involved knowledge of and referral of clients to other public and private agencies. The Conference deliberately makes itself known to these groups. It cultivates relationships of mutual respect and thus facilitates referrals to and from other agencies.
The effective Conference is aware of the responsibility it has to participate in the activities of its District and Diocesan Councils. The Conference is represented through its president or his proxy at District Council meetings: Conference members take part in general meetings and religious observations. The Conference supports and does its share in providing personnel for the special works of the District Council; it contributes its fair share for the poorer Conferences in the District or Diocese.

The effective Conference shuns parochialism. It is aware of the national and international dimensions of the Society. It shows a practical concern for the work of the Society in disaster stricken areas and third world countries by generous sharing of available resources. If possible, it “twins” with another needy over-seas Conference, corresponding with that group at least quarterly and providing modest yearly subsidy. 
The ideal Conference is both wealthy and poor. It is made up of members who generously support the work of the Conference and who encourage a similar largesse from friends of the Society. But, the Conference always seems poor, because it shares - thoughtfully and intelligently - whatever it has with those in need. It does not hoard for a rainy day. It knows that many here and now are in need. If only the Conference will reach out and touch, many such needs will be ameliorated.

Procedures for Admitting New Members
The Society’s general policy of wanting and actively seeking new members is qualified by several reality considerations. Becoming a member involves reciprocal decisions: the first on the part of the aspirant, the second on the part of the SVdP group with whom affiliation is being sought. Under normal circumstances, religious aims of the Society and who desires to serve the poor on a person-to-person basis.
The earliest regulations of the Society gave this advice with respect to admitting candidates: “Each member should be careful to introduce into the Society only persons likely to edify their fellow members, and be edified by them, and such as will endeavor to love their colleagues and the poor as brothers (or sisters as the case may be).” The consideration thus expressed a century ago retains a kind of validity today; but the working may appear to be cautious by today’s standards. The contemporary “modus operandi” on the part of the Society is to present Vincentian work to prospective members in factual but positive and very appealing ways. The Conference sees itself as under obligation to find a place for whoever is sincerely willing and will work at being a Christian helper. Thus, the Society is everywhere called upon to discover opportunities for meaningful charitable work, to enlarge the scope of SVdP concern by reaching the hidden and new poor, to try to match these skills and interests of SVdP prospective members with realistic needs of people, and to organize several Conferences in the same parish or neighborhood when the already functioning unit grows beyond the intimate dimensions most suitable for Conference fraternal functioning. The spirit of the Society, in a word, is one of grateful accommodation to the sincere overtures of willing hands and hearts. 

The commentaries to the Rule establish procedures whereby candidates are proposed and eventually admitted to membership:

The names of persons proposed for active or associate membership should be submitted to the President of the Conference or Council concerned.  Those who spontaneously present themselves for admission are referred to the president who informally and privately discusses their interests and background. Later, the president may, with the applicant’s permission, make other inquiries within or outside the Conference group.  Similarly, when an already active member wishes to propose a likely candidate, the president should first be made acquainted with the name and qualifications of the prospect.
These initial consultations and the clarification of membership responsibilities may, on occasions, result in a decision by the candidate or candidate’s sponsor to withdraw or defer the petition for membership. 

If, on the other hand and as is more commonly the case, the application is to proceed, information about the recommended person will be made known to the Conference or Council by the president at a regular Conference meeting. If approved by the Conference, the candidate will be admitted and given a Vincentian welcome at the next meeting.
Confirmation may be deferred by the Conference, if additional information seems necessary or if some questions about the qualification or ability have yet to be answered.

The Rule also allows as an option for acceptable candidates a tentative engagement in the works of the Society. This option would apply to all who want to try their vocations in SVdP charity before making firm commitment. This kind of SVdP novitiate, as it were, is an approved procedure.

Introduction of a new Conference member

The admission of a new member delights the Vincentian family. A friend of the poor, a colleague who will be concerned about things of God and the salvation of brother and sister Vincentians, is joining the ranks of the St. Vincent de Paul apostolate. Although, not required by SVdP rule or regulation, the member may be formally received in a simple religious-fraternal ceremony. Participation in a Mass or prayer service by members would, for example, constitute a fitting ceremony. 



Within the context of the meeting at which the new member is enrolled, the following ritual - or any other appropriate method determined by the admitting unit - can be used. The National Council office also has a ceremony for admitting/commissioning a new member.
(Sample)
President:

_______________________ has been proposed for membership. The candidate has familiarized himself/herself with the general purposes and aims of the Society of St. Vincent de Paul and desires to become a member. Our Conference has considered this offer to share in the service of the poor and has prayerfully reached a decision. At this point, we respectfully request the candidate to declare publicly his/her intentions with respect to the Society.

Candidate:

I desire to serve the poor as a member of the Society of St. Vincent de Paul and have knowledge of the Society’s charter and accept its basic principles.

All Members:

Dear brother or sister __________________________, we are delighted to receive you as a member of the Society. We welcome you into the Vincentian family.


Just as Blessed Frederic Ozanam  and his companions were grateful and gladdened when other like-minded Christians joined their charitable ranks, so also do we members of the ________________________ Conference rejoice, because you have extended your hand in friendship and because you wish to love God and neighbor by taking part in the Society’s charitable works. 

President:


In the introduction to our venerable and ancient Rule, the Society’s founders declared that, as a precondition to genuine love of our God and neighbor by the Conferences, we members must demonstrate among us a deep and abiding charity. If we do not work together as a friendship community, how can we mirror Him who is Divine Friendship? Without a spirit of amity at the very heart of the Conference, we shall fail to give Christian witness. For a Conference to love the poor, its members must care for one another. On this important day in the life of our Conference, it is fitting for all present to hear again and heed the call to fraternal solidarity which has been faithfully transmitted down through the years and which, God willing, will ever imbue the members and the Conferences of the Society. As your first act of Vincentian membership, we ask dear brother (sister) that you read for our first instruction and for mutual edification passages which recall the fraternal spirit of our Society. Your words, taken from the Manual, are the words of Vincentianism through all its history. 
Candidate:


Faithful to the maxims of our divine Master and of His beloved disciple, St. Vincent, let us love one another. We should love one another now and ever, far and near, from one Conference to another, from town to town, from clime to clime. This love will render us able to bear with each other’s failings. 


The unanimity among the members of the Conference of Charity of St. Vincent de Paul will, we pray, always be cited as a model of Christian friendship - of a friendship stronger than death, for we will often remember in our prayers to God the brethren whom we have lost. Having made all of our hearts, one heart, and of all our souls, one soul, our little fraternal association will become even more dear to us. We shall bless it for the good, however trivial, it enables us to perform. We shall love this brotherhood with tenderness. 
President:


This is a special moment for joy and thanksgiving and prayer.

All:


We thank our heavenly Father because you ___________________________________ (name of new member) have responded to His inspiration and will serve the needy through membership in the Society. We make you one with us; we salute you truly as a brother (sister). With all the fervor of which we are capable, we raise this prayer to the Most High:

Shower upon brother/sister ________________________ and his/her loved ones your abundant graces. Help him/her to imitate the virtues of the patron of the Universal Charity, inspire him/her to become like Blessed Frederic Ozanam, a servant of the poor. We make these petitions through Jesus Christ our Lord: Lord hear our prayer.

Withdrawal from active or associate membership


A member is considered to be separated from the Society or their status changed because of the following events or conditions:

· Voluntary resignation on the part of the member

· Cessation of effective membership as an Active (Full) Member: e.g., through protracted non-attendance at SVdP meeting without excused absence – an Active (Full) Member is changed in status to an Associate Member
· Cessation of effective membership of an Associate Member: e.g., through protracted non-participation in the activities/works of the Conference
· Enforced resignation. This type of action is taken only for grave reasons and for the common good of the Society. Approval for such action must first be obtained from the Presidents of the District and Diocesan Council, the Regional Vice President and ultimately from the National President who alone has authority to do so from the International President General.
In becoming members, Vincentians enter into a familial relationship - the terms “brother” and “sister” are not exaggerated and sentimental titles in the Society. Understandably, therefore, Conferences and Councils are dismayed when formerly Active Members begin to lose touch with the organization. As a familial grouping, the Society is expected to be alert to manifestations of slackening interest. Officers and members will reach out and give evidence of their friendship, this assuring the absent member of their continuing welcome. If the member’s disaffection has been caused by some slight or oversight, the Conference or Council will want to repair the breach and restore, if possible, the fullest amity.
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