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Address/Contact Changes 
Fr. Rich Adam: St. John Vianney Parish: 4097 18th St., Bettendorf 52722-2120; O: 563-332-7910, C: 319-330-2478 

Fr. Corey Close: St. Anthony of Padua Parish: 1029 Monroe St. NE, Washington, DC 20017-1761; 847-594-2868 

Fr. Hai Dinh: St. Joseph Parish, PO Box 187, Hills 52235-0187; O: 319-679-2271 

Fr. Ross Epping: St. Ambrose University, 518 W. Locust St., Davenport 52803-2829; O: 563-333-6151 

Fr. Scott Foley: St. Mary Parish, PO Box 623, Grinnell 50112-0623; O: 641-236-7486; C; 319-359-8542 

Very Rev. Thom Hennen: Sacred Heart Cathedral, 422 E. 10th St., Davenport 52803-5416 

Sacred Heart: 563-324-3257, C: 563-219-0525; Diocese: 563-888-4363 

Fr. Scott Lemaster: 104 3rd St., Victor 52347-9789; 319-647-2294 

Fr. Joseph Nguyen: 5112 Rolling Hills Ct., Temple Terrace, FL 33617-1025 

Fr. Francis Odoom: St. Patrick Parish, 405 Delmar Ave. 

  Mail to: PO Box 293, Delmar 52037-0293; O: 563-674-4240 

Fr. Andrew Rauenbuehler (ordained June 5, 2021) 

Our Lady of Victory Parish, 4105 N. Division St., Davenport 52806-4741 

O: 563-391-4245; C: 563-260-2508; rauenbuehlera@diodav.org  

Fr. Mike Spiekermeier: 780 W. Central Park Ave., Davenport 52804-1901; 319-333-2269 

Fr. Jim Vrba: 2606 Duggleby St., Davenport 52803-2128; 319-321-0295 

Fr. Christopher Young: Holy Family Parish, 1315 W. Pleasant St., Davenport 52804-2121; O: 563-322-0901 

 

Parish Office Change: The parish office for Charlotte, Delmar, Petersville and Sugar Creek is moving from 

Charlotte to Delmar.  New contact information is: PO Box 293, Delmar 52037-0293; O: 563-674-4240 

There is also a new email address for the office effective immediately: delmarstpatrickcluster@diodav.org.  

Discontinue using the diodav email addresses for the four respective parishes. 

 

New Parish:  The parishes of Riverside, Richmond and Wellman will become one parish with the name of Holy 

Family Parish on July 1.  On that date the new email address for the parish is riversideholyfamily@diodav.org.  

Please discontinue using the diodav email addresses for the three respective parishes.  There are new email 

addresses for the following staff positions: bookkeeper: riversideholyfamilyfin@diodav.org; 

 DRE: riversideholyfamilydre@diodav.org, YM: riversideholyfamilyym@diodav.org.  

 
COMMUNICATION OFFICE 
The Diocese offers the attached, How to Take Minutes of Meetings as a guide for our diocesan entities and its 

boards, commissions, committees, etc. for use at their meetings. 

 
PLEASE WELCOME 
Lynne Devaney has joined the diocesan staff as the Superintendent of Schools.  She may be reached at 

devaney@davenportdiocese.org, 563-888-4395.  Note: This is a new phone number for the Superintendent’s office. 

 

mailto:rauenbuehlera@diodav.org
mailto:delmarstpatrickcluster@diodav.org
mailto:riversideholyfamily@diodav.org
mailto:riversideholyfamilyfin@diodav.org
mailto:riversideholyfamilydre@diodav.org
mailto:riversideholyfamilyym@diodav.org
mailto:devaney@davenportdiocese.org
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LITURGY OFFICE 
The July LiturgyNotes may be found here.  

 
SOCIAL ACTION OFFICE 
Covid Recovery Iowa: This is an Iowa Dept. of Human Services (DHS) administered program, funded by a FEMA 

grant. Some of the free services offered to children and families are counseling, activities for coping, activities for 

summer, and resources for basic living needs. There is a hotline provided for families to call, or the website where 

you can submit a request for assistance needed. Click here for more information. 

 

Laudato Si’ and the U.S. Catholic Church: A Conference Series on Our Common Home: July 13-15.  This 

biennial conference is to convene, equip, and inspire Catholics who can more deeply integrate Laudato Si’ and its 

climate change teaching into the U.S. Church.  This is a virtual conference with no fee.  For further information go 

here. 

 

Social Action Summer Institute (SASI): July 14-15.  This will take place virtually and BILINGUALLY.  The 

theme is Mercy and Mental Health: Strengthening Our Pastoral Response.  This is the second year that the annual 

Institute will be taking place virtually, but it is the first year it will be taking place bilingually!  Programming will 

seek to examine mental health issues through the lens of mercy and justice, and how the Catholic Church can be at 

the center of a pastoral response.  Register here.  Registration is $25, and scholarships are available for parish social 

ministers.  

 

Racial Wealth Gap Learning Simulation: The Diocese of Davenport Social Action Office will host a Racial 

Wealth Gap Learning Simulation on Thursday, August 19 from 7:00 to 8:30 p.m.  Created through a joint effort by 

Bread for the World and NETWORK, the simulation is designed to show the connections among racial equity, 

hunger, poverty, and wealth.  We will see how federal policies created structural inequalities affecting many aspects 

of life, such as property ownership and education, as well as how these policies increase hunger and poverty in 

communities of color.  In order to allow anyone in the Diocese to participate, we will meet together virtually via 

Zoom.  The group is limited to 25 participants.  Please complete this form if you are interested in joining us. 

 

50th Anniversary of Franciscan Common Venture Service Program: All former Franciscan Common Venture 

(FCV) volunteers and those interested in giving service, are invited to a virtual 50th Anniversary celebration Seeds 

of Service, Fruits of Justice to be held on Saturday, July 17 starting at 9 am.  There will be a morning and an 

afternoon session.  Sr. Pat Farrell, OSF, no stranger to service nor to justice, will be the keynote speaker.  There will 

be time for sharing memories, fun, small and large group sharing and great conversation.  The event is free, but 

registration is required using this link: https://bit.ly/2Ts7rFy.  For more information: commonventure@osfdbq.org.  

FCV is sponsored by the Franciscan Sisters of Dubuque. 

 

Social Action Lunch & Learn: Lunch and Learn will take a short, summer break. We return on September 2 when 

our guest speaker will be Bishop Thomas Zinkula. In the meantime, if you missed any of our sessions, several are 

available via a YouTube playlist on the Diocesan YouTube Channel.  

 

Respect Life Materials: Over the years the USCCB has been modifying the Respect Life Program to better serve 

parishes.  This year, as part of the Year of St. Joseph, the new Respect Life materials highlight and focus on St. 

Joseph as a defender of life.  Additional information regarding materials will be available soon.  Parishes will be 

getting information via e-mail, and information will also be posted at our Diocesan Respect Life Website.  

 

St. Vincent’s Home Grants: The grant program derives from the St. Vincent Home orphanage and continues to 

serve children with more than an ordinary need through grants to organizations providing such services.  For 

consideration at the November board meeting applications must be postmarked by September 15.  

 

Social Action Newsletter: If you would like to read previous issues you will find those at 

http://bit.ly/TwoFeetNewsletter.  You can subscribe from that page if you choose or you can contact Amy Kersten 

at kerstena@diodav.org. 

 

  

https://www.davenportdiocese.org/documents/2021/6/July2021LN.pdf
https://covidrecoveryiowa.org/
https://covidrecoveryiowa.org/
https://www.creighton.edu/catholicclimate/
https://www.catholicroundtable.org/
http://events.r20.constantcontact.com/register/event?llr=lvf4lulab&oeidk=a07ehyfcka4cda4ee5c
https://docs.google.com/forms/d/e/1FAIpQLSe4M-puNkdlo5NzWAW9mQCmKzNo3MxLnO7GZch_gDbw7yY3XA/viewform
https://bit.ly/2Ts7rFy
mailto:commonventure@osfdbq.org
https://www.youtube.com/playlist?list=PLvo3gXe1sySVe8ywxszHSsbrjV72fF5tV
https://www.davenportdiocese.org/respect-lifepro-life
https://www.davenportdiocese.org/st-vincents-home
http://bit.ly/TwoFeetNewsletter.
mailto:kerstena@diodav.org
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Project Rachel: The office of Social Action has three banners for parishes to use to 

help promote Project Rachel Ministry.  If you would like to reserve banners for your 

parish please contact Esmeralda Guerrero, guerrero@davenportdiocese.org,         

563-888-4210.   

 

How you can help promote Project Rachel in your parish:  

 Distribute the free brochure, “Peace Starts Here.” Call 563-888-4212 to 

receive copies.  

 On your parish website put a link to the Local Project Rachel website and to 

the National website.  

 Pray for women and men that have been affected by abortion. 

 Include weekly bulletin announcements  

 
FAITH FORMATION OFFICE 
Lingering Effects – A “Convo-flect-ation” with Mike Patin. The vocabulary lingers: COVID, virtual, pandemic, 

stay-at-home, normal, Zoom, mask, pivot, distance. The impact on parishes and ministers lingers as well.  

Tuesday, August 17, 6:30-8:30 p.m., St. Ann, Long Grove 

Thursday, August 19, 6:30-8:30 p.m., St. Alphonsus, Mt. Pleasant 

All ministry leaders (Clergy, C/DREs, Youth Ministers, RCIA Directors, Liturgy Coordinators, Choir Directors, 

etc.) and their volunteers (catechists, youth ministry teams, RCIA team members, lectors, EMHC, choir members, 

etc.) are invited to join Mike Patin for an engaging participatory “convo-flect-ation” as we visit these questions: 

What has been difficult/challenging? What have we lost during this time of 2020-21? Where do we go and what do 

we do now? What do we need to get there? We'll view these questions through the lens of the events of the road to 

Emmaus and Pentecost and see how the power of our faith lingers through the challenges of living and serving in a 

pandemic-recovering world. 

 

Take this “time out” and “time away” to reflect and engage with fellow workers in the vineyard. Be refreshed and 

inspired. Leave excited and hopeful for the year ahead. Watch your inbox in July for more detailed information. 

 

Marriage and Family 

World Day for Grandparents and the Elderly – Sunday, July 25: Pope Francis has instituted a Church-wide 

celebration of a World Day for Grandparents and the Elderly. Starting this year, it will be held on the fourth Sunday 

of July, close to the liturgical memorial of Saints Joachim and Anne, grandparents of Jesus. Now is the time to 

begin planning how you will celebrate with the grandparents and elderly in your parish. Information & Resources  

 

Catholic and Grandparenting: Challenges and Opportunities – July 23, 7:00 – 8:30 p.m. Celebrate the 1st 

World Day of Grandparents & the Elderly by joining Dr. Lauri Prybysz, author of Catholic & Grandparenting: 5 

Challenges and 5 Opportunities and grandparent of 21 grandchildren, as she offers practical insights and inspiration 

to all those on the grandparenting journey. This free virtual event is for all grandparents & “adopted” grandparents. 

Register by July 2. Flyer. Contact: Marianne Agnoli 

 

Natural Family Planning Awareness Week is July 25-31.  The theme of this year’s national educational 

campaign is “To have, To hold, To honor!  Downloadable parish material and resources are available in English and 

Spanish on the USCCB webpage.  Additional information is available on the diocesan NFP webpage.  

 

NFP Virtual Summit: Sunday, July 25, 2:30-4:30 p.m.  The Archdiocese of Dubuque will host a virtual summit 

via Zoom to help people learn about what NFP is and why it is beneficial.  This virtual event will include a keynote 

talk by Archbishop Jackels, breakout session talks by local experts and married couples, opportunities to network 

and ask questions, and more.  Registration  

 

In Person Marriage Preparation Workshops Return: In person gathered workshops are scheduled for August 

21, 2021 at St. Alphonsus, Mt. Pleasant, October 2, 2021 at St. Mary, Pella, February 19, 2022 at St. John Vianney, 

Bettendorf and March 26, 2022 at St. John Vianney, Bettendorf.  Unvaccinated participants will be required to wear 

mailto:guerrero@davenportdiocese.org
https://www.davenportdiocese.org/project-rachel-ministry
http://hopeafterabortion.com/
http://hopeafterabortion.com/?page_id=45
https://www.mikepatin.com/
http://www.laityfamilylife.va/content/laityfamilylife/en/amoris-laetitia/iniziative-e-risorse/giornata-mondiale-e-anziani.html
http://www.catholicgrandparentsassociation.org/worlddayforgrandparentsandtheelderly/
https://www.davenportdiocese.org/catholic-grandparenting
https://d2y1pz2y630308.cloudfront.net/13543/documents/2021/5/Catholic%20%20Grandparenting%20Flyer%20.ext-1.pdf
mailto:agnolim@davenportdiocese.org
http://usccb.org/issues-and-action/marriage-and-family/natural-family-planning/awareness-week/index.cfm
https://www.davenportdiocese.org/natural-family-planning
https://nfp.dbqarch.org/nfp-virtual-summit


 4 

masks and social distance until further notice.  Registration information can be found on the diocesan Marriage 

Preparation webpage. 

 
PROTECTING GOD’S CHILDREN 
To report child abuse call the Iowa Attorney General Clergy Abuse hotline at 855-620-7000 (M-F, 8 am.-4:30 

pm.) to speak with a trained advocate or the Iowa Department of Human Services Child Abuse Hotline: 800-362-

2178.  If it involves clergy or church personnel also notify Alicia Owens, Victim Assistance Coordinator: 563-349-

5002, vac@diodav.org or PO Box 232, Bettendorf, IA 52722-0004. 

 
OUR LADY OF THE PRAIRIE RETREAT, WHEATLAND 
To register by email contact: olpretreat@gmail.com or call 563-336-8414.  To register online and learn more about 

Our Lady of the Prairie Retreat visit www.theprairieretreat.org.  For online retreats a Zoom link will be emailed. 

 In-person: Summer Mass at the Prairie: Wed, July 7, 2021 | 10:00am   

 In-Person Overnight: Men Encounter Christ in Prayer: Fri, July 9-Sat, July 10 | 5:00pm Fri to 5:00pm Sat    

 In-person: How to Plan Your Funeral: Tues, July 13 | 9:30am-3:30pm    

 In-Person Overnight: Pause and Refresh: Fri, July 16-Sat, July 17 | 5:00pm Friday -3:00pm Saturday  

 
EAGLES’ WINGS, DAVENPORT 
To register or for more information contact marcia@eagleswings.ws, 563-324-7263 (leave a message).  

5816 Telegraph Rd., Davenport 52804. 

 

Mass and Adoration: July 8, 1:00 p.m.  Adoration of the Blessed Sacrament at noon. Reconciliation available 

before Mass. 

 

Eucharistic Principles of the Spiritual Life: Six-week series beginning July 8, 6:30-8:00 p.m.  Video 

presentations by Father Emmerich Vogt will teach you how to remove obstacles which block you from growing 

closer to God, and learn to live out the Eucharistic blessings you receive. Contact Sandi, samiam2625@yahoo.com 

for details!  A donation of $35.00 is suggested. Everyone is welcome!  

 

Marian Movement of Priests Prayer Cenacle: Thursdays 9 - 11 a.m. and 6:00 - 8:00 p.m.  Fr. Stephano Gobbi 

received messages from Our Lady beginning in 1973 and ending in 1997.  Although the messages were ‘to the 

priests’ they can be shared with the whole church, meditated upon and applied to our current times and daily lives.  

Part of Our Lady’s wishes are to have prayer cenacles around the world, praying for priests and for the Church. You 

can learn more about prayer cenacles on the website: https://mmp-usa.net 

  

Unbound Prayer Ministry is for anyone who desires healing and freedom from feeling stuck, bound up, and 

unable to move forward.  UNBOUND Ministry empowers people to take hold of the freedom they have been given 

in Christ.  Eagles’ Wings has a trained team of prayer ministers and is listed on the ‘Unbound’ website as a resource 

for prayer.  To learn more go to https://www.unboundadw.org/what-is-unbound.html or contact 

Marcia@eagleswings.ws. 

  

Counseling available from a Christian perspective on a sliding scale and certified Spiritual Direction. (Donation) 

 

 
To support the ministry of your parish, school and the diocese these groups automatically receive the Mini-Messenger: 

Deacons  Diocesan Corporate Board  Youth Ministers Pastoral Associates  Directors/Coordinators of Faith Formation  

Parishes  Catholic Foundation Board Sisters   RCIA Parish Contacts Diocesan Liturgical Commission 

Priests Parish Lay Directors Bookkeepers  Diocesan Board of Education   

Seminarians  Diocesan Pastoral Council  Principals  Parish Life Coordinators 

Other interested persons are welcome to subscribe. If you have questions regarding your subscription contact Laurie Hoefling, 

hoefling@davenportdiocese.org. 

https://www.davenportdiocese.org/marriage-preparation
https://www.davenportdiocese.org/marriage-preparation
mailto:vac@diodav.org
mailto:olpretreat@gmail.com
http://www.theprairieretreat.org/
mailto:marcia@eagleswings.ws
mailto:samiam2625@yahoo.com
https://mmp-usa.net/
https://www.unboundadw.org/what-is-unbound.html
mailto:Marcia@eagleswings.ws
mailto:hoefling@davenportdiocese.org
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How to Take the Minutes of Meetings 
 
Introduction 
 
The minutes serve as an official record of the meeting.  Therefore, they should be clear and easy to understand.  The 
minutes should not contain any comments or opinions of the secretary that were not stated during the meeting.  Also, 
the secretary should avoid interjecting subjective statements into the notes.  Meeting minutes must be factual and 
objective without trying to interpret what a speaker means.  Refer to a copy of the agenda as you take notes, using the 
same agenda item descriptions. 
 
The chairperson will determine the type of minutes to be taken.  In broad terms, there are three types of minutes: 
 

 Action minutes record the decisions reached and the actions to be taken, though not recording the discussion 
that went into making the decisions.  The minimum amount of information is recorded.  The minutes report the 
actions taken since the previous meeting as well as planned future actions, including who is responsible for 
them.  The secretary should save any handouts included with a presentation.  Action minutes should be used 
when the recording of the decision-making process is not required. 

 

 Discussion minutes (also called narrative minutes) should be taken when the recording of the decision-making 
process is required for future referral.  It also is used when members are absent and for nonmembers to be 
informed.  Discussion minutes build upon action minutes.  Do not quote what each person said.  In summary 
form, record the most important details – the main points – of the discussion.  Clearly state what decision or 
outcome was reached.  Do not include discussion that does not pertain to the topic at hand.  This type of 
recording should be used for most meetings of parish pastoral councils, finance councils, and committees; 
diocesan boards, councils, commissions, and committees; corporate boards; and school boards. 

 

 Verbatim minutes, like transcripts, are a record of every word said at a meeting.  A verbatim record of a meeting 
is rarely necessary.  Verbatim minutes do not always follow the agenda. 

 
Process 
 
The chairperson should prepare and send a written agenda at least a week before the meeting.  Include reports to be 
reviewed and the minutes of the previous meeting.  Send the materials early enough so the members can prepare for 
the meeting by reviewing the materials, research topics to be discussed, and ask for clarifications. 
 
What to include in the minutes 

 Record the name of the group that is meeting.  Include the date, time, and location of the meeting.  If all 
meetings are held in the same location, this can be omitted. 

 If it is not a regular meeting, identify the kind of meeting it is – special, annual, or otherwise. 

 List the members present and absent, and guests. 

 Indicate whether a quorum is present, if necessary.   

 State whether the previous meeting’s minutes were approved, either by motion or consensus. 

 Describe the proceedings in chronological order.  Start by noting when the meeting was called to order and by 
whom. 

 Record the name of each person who starts a topic. 

 End each section of the meeting with a summary of the final decision. 
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State all the official discussion points, including: 

 Any motions made at the meeting, along with the name of the person who made the motion and who seconded 
it.  Highlight the motion by placing the word "MOTION" in upper-case letters or underlining it, followed by the 
name of the person who proposed the motion.  For example, “MOTION by John Doe.” 

 The motion precisely as it was stated.  If there is a discussion regarding the precise wording of the motion before 
the vote is taken, do not record the debate.  Simply present the exact language of the final version of the 
motion.  

 The result of a vote as passed or failed.  
 All other official discussions held during the meeting. 

 
Ask the chairperson to wait before starting a new discussion any time you are falling behind in your note taking.  Ask 
members to repeat or clarify any information you do not find clear.  Whenever a motion is introduced, be prepared to 
repeat motions that members make, including both the original motion and its final amended version.  
 
If the members are in obvious agreement, the chairperson may save time by stating, “If there is no objection, we will 
adopt the motion to….”  Then wait for any objections.  The chairperson can then say, “Hearing no objections, the motion 
is adopted.”   
 
Usually, a motion needs to be seconded to have the motion move forward and discussed.  If the motion is not seconded, 
it is called a failed motion.  Failed motions should be documented in the minutes. 
 
Finishing the Minutes of the Meeting 
 
The final paragraph of your minutes should include any closing remarks made by the chairperson and the time the 
meeting is officially adjourned.  The chairperson may adjourn a meeting without a motion, second or vote.  The 
secretary records any incomplete business so that it can be put on the next meeting's agenda. 
 
Preserving the Minutes 
 
Prepare the draft minutes as soon as possible after the meeting.  If you have questions about what occurred during the 
meeting, confer with the chairperson.  Read through the report to make sure that the document is free of punctuation 
and grammatical errors.  Provide the chairperson with your final draft.  After approval by the chairperson, prepare for 
the draft minutes to be disseminated to the members. 
 
When the minutes are approved, prepare a final copy, and then sign the document.  The last line of the typed minutes 
should include your name and title, preceded by a phrase such as "Minutes recorded by…."  Store the minutes 
chronologically with the meeting agenda.  A copy of all approved minutes for diocesan groups must be submitted 
annually to the Diocesan archives and kept permanently.   
 
How to Correct a Mistake in the Minutes 
An amendment to the minutes can be requested if an error is found.  If no one disagrees, the secretary makes the 
change, thereby amending the minutes before approval, and notes that the minutes were "approved as amended."  This 
can be done before or at the next meeting.  If the other members disagree with the proposed change, the chairperson 
can either work out a compromise phrasing or ask the members to vote on the proposed change. 
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