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Leadership
The leaders who work more
effectively, it seems to me, never
say “I”. And that’s not because
they have trained themselves not
to say “I”. They don’t think “I”.
They think “we”; they think “team”.
They understand their job to be to
make the team function. They
accept responsibility and don’t
sidestep it, but “we” gets the
credit…. This is what creates trust,
what enables you to get the task
done.”
~Peter Drucker
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If you have any announcements that require a quick response from your clubs or regions, please forward it to me at
htrujillo@rlbayless.com and we will let the Association of Desk and Derrick Clubs know.
We will complete the ADDC Insight by the 5th of each month. If you would like to be a co-editor on this venture, let me
or Linda Rodgers know and let’s collaborate!
We encourage every member, every club and every region to contribute. All suggestions are welcome.
Thank you to all that have contributed articles, items and ideas for the ADDC Insight. A special thank you to Barbara
Pappas, chairperson of the Leadership Committee for her encouraging “Leadership Quotes of the Week”.
Information, views or opinions expressed in the ADDC Insight
newsletter originates from many different sources and contributors.
Please note that content does not necessarily represent or reflect the
views and opinions of the Association of Desk and Derrick or their
clubs. Articles are merely to educate and inform.

~Helen Trujillo

Desk and Derrick Club of Farmington, NM

“Control is not leadership. Management is not leadership. Leadership is
Leadership. If you intend to lead, spend at least 50% of your time
leading yourself – your own purpose, ethics, motivation, principles,
and conduct. Invest 20% of your time leading those who have
authority over you, and15% of your time leading your peers.”
~Dee Hock, Founder and CEO
Emeritus, Visa
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[THINKING ABOUT
CONVENTION…
SEPTEMBER 24 - 28, 2014
THE 63RD ANNUAL CONVENTION
PACKETS ARE AVAILABLE ON THE ADDC
WEBSITE NOW!
BOOK YOUR SEMINARS AND TOURS
BEFORE THEY FILL UP

]
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MINUTES PREPARATION
SUBMITTED BY SHERYL MINEAR
ADDC PARLIAMENTARIAN

Minutes are the legal records of the actions of a deliberative body, records that have
been approved by vote of the body. Accurate, concise, and complete minutes are of
utmost importance to an organization. Minutes should be written using correct grammar
as they are an official document. Minutes are the official history or permanent record of
the proposals, reports, and decisions of the members.
Minutes also serve to remind the members of what took place at the last meeting as well
as to inform those who were absent. As soon as possible, the secretary should prepare
the minutes in the third person from notes taken at the meeting. He/she signs the minutes,
indicating that, to the best of his/her knowledge, they are an accurate record of the
proceedings of the meeting. No personal opinions should be included.
Contents:
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.
11.
12.
13.
14.

Kind of meeting--regular, special, or recessed (adjourned)
Name of organization or assembly
Date, time, and place meeting was called to order
Name of presiding officer and pro tem officers, if any
Number present to establish a quorum
If a special or called meeting, a copy of the call or notice of meeting should be attached to the
minutes
Action taken on minutes of preceding meeting, with corrections, if any
Summary of financial statement by treasurer (detailed treasurer’s report should be attached to
the minutes)
All main motions, whether carried, lost, or otherwise disposed of, with the name of the proposer
(not the seconder) and the exact wording of each motion as voted on; if referred to a committee,
name of chairman, committee members, how selected, and instructions, if given; debate is not
reported unless specific information is necessary for future reference. Motions withdrawn before
the chair states them are not recorded. Motions that have been presented to the assembly and
withdrawn with the approval of the assembly should be included in the minutes and how they
were disposed of (generally a motion to withdraw and a vote).
Points of order, appeals, whether sustained or lost, with reasons given by the chair
Each report, with name of member presenting it and any action taken. An important report may
be summarized from facts presented (never highlights or opinions) or may be attached but not
copied in the minutes.
Any other action worthy of record
Hour of adjournment
Signature of secretary or pro tem (Respectfully submitted should not be used)
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M I N U T E S P R E P A R A T I O N ( C O N T .)
Comment: Read from the copy to be corrected, signed, or approved. Never read from original notes that are to
be copied later.
After the minutes have been presented, record the fact that this copy has been approved with the date, initial of
the secretary, and often the president’s signature (sometimes on each page) attesting to the approval by the
assembly.
Corrections:
1.
2.
3.
4.

5.

Corrections are to be made in the margin. There are to be no erasures. The motion is to be
circled.
If opinions differ on a correction, a majority vote decides.
Anything that the rules require to be put in the minutes cannot be omitted or struck out except by
a 2/3 vote. This does not modify the action taken.
Rescinding and expunging from the minutes requires a majority vote of the entire membership
and a notation in the minutes, but they must not be defaced beyond legibility. A single line
should be drawn through or around the offending words, and the words “Rescinded” or
“Ordered Expunged” with the date and secretary’s signature. Rather than expunging, it is
usually better to rescind the previous action and then, if advisable, to adopt a resolution
condemning the action which has been rescinded.
Minutes may also be corrected at a later time, providing proof of the error has been submitted,
by use of the motion to Amend Something Previously Adopted.

Executive Committee Minutes: They are not read in assembly. Specific information should be read only if it is
relative to the progress of the organization’s business. A 2/3 vote of a majority of the membership is required to
demand reading of said minutes, if there is
opposition.
Every member has the right to examine the
minutes of the organization at a
reasonable time and place, but board or
committee minutes are available only to the
board or committee members.

Sheryl Minear is a member of the American
Institute of Parliamentarians (AIP) and the
National Association of Parliamentarians (NAP).
She received the status of Registered
Parliamentarian from NAP in 2002. She is
currently serving as the ADDC Parliamentarian.
Image courtesy of Stuart Miles/FreeDigitalPhotos.net
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WOW
Have you checked out the
ADDC Website lately?
If not, you’re missing out!

www.ADDC.org
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Nominating Forms are
on the website!
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SUBMITTED BY MARILYN CARTER

LEADERSHIP RESOURCE COMMITTEE – SHARING IDEAS
WORK

THAT

Infographics are becoming one of the hottest ways to engage customers, employees and
members by providing information in a visually appealing graphic.
What are they? They are graphic visual representations of information, data, and
knowledge intended to present complex information quickly and clearly. It is the utilization
of graphics to enhance the human visual systems ability to see patterns and trends. As
humans we receive input from all 5 senses, yet 50% of the brain is dedicated to visual functions. Images are
processed faster than text and 65% of the population are visual learners. You have heard the old adage “A picture
is worth a thousand words.”
An infographic is comprised of three parts; the visual, content
and the knowledge. The visual is made up of colors and
graphics (theme and reference). The content is the statistics
and facts. Knowledge is one of the most important aspects of
the infographic because it contains some sort of insight into the
data being represented. The sample infographic on the right
contains all of these elements.
Some great ways to use infographics are:









Recruiting. Use an infographics in your bulletin, on
your website or on your social media site to
highlight the benefits of Desk and Derrick or the
core values of your Club or members.
Presenting Numbers. Whether you want to present
survey data or membership figures, infographics
can make the information easier to digest for
people, who can look at a graphical representation
rather than scouring through lines on a spreadsheet.
Providing instructions. A graphical image depicting
your organization’s processes, committee
responsibilities, or Board functions are often much easier to grasp than verbal or written instructions.
Comparing data. Use an infographic in your membership orientation to show new members how your
club fits into your Region and the Association, or to show membership growth year to year.

(Information obtained from Communication Briefings, wikepedia.com, piktochart.com)
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Send in your Photos!
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2014 ADDC Board of Directors
President
President Elect
Vice President
Secretary
Treasurer
Imm. Past President
Executive Assistant
Parliamentarian

Linda Rodgers
Lori Landry
Connie Harrison
Barbara Pappas
Maggi Franks
Marilyn Carter
Elaine McDowell
Sheryl Minear, RP

lindar@pescoinc.biz
llandry@beanresources.com
connie.harrison@valero.com
barbara@cobraogc.com
maggi@promosolver.com
marilyn.carter@cnrl.com
elainemc12@aol.com
sheryl@sojodrilling.com

Our Motto, Purpose and Mission

MOTTO
Greater Knowledge ~ Greater Service

PURPOSE
The purpose of this club shall be to promote the education and professional development of
individuals employed in or affiliated with the petroleum, energy and allied industries and to
educate the general public about these industries.

MISSION STATEMENT
To enhance and foster a positive image to the global community by promoting the contributions
of the petroleum, energy and allied industries through education, by using all resources
available.

“Leadership is 85% Emotional Intellegence.”
~Daniel Goleman
Emotional Intelligence (EI) is the ability to comprehend your emotions and
manage them effectively. Research shows that people who show high levels
of emotional intelligence skills are stronger leaders, better decision makers,
foster better relationships, and increase team efficiency in the workplace. It
also suggests that EI is a more accurate predictor of success at work and in
life than the more traditional IQ test.

Check out the ADDC website under “Webinars” for an audio book
of Daniel Goleman talking about EI.
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