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Lions Pledge

| pledge allegiance to my country and to
the cause of peace throughout the world. |
believe in the principles of Lionism as
contained in the Lion Code of Ethics. | am
proud to be a Lion dedicated to the
services of others.

Lions Clubs International Mission

To create and foster a spirit of

understanding among all people for
humanitarian needs by providing voluntary
services through community involvement
and international cooperation.
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MDA40 Lions Club
Secretary Training
Topics

P Attributes of an Effective Club Secretary
P Overview. of Functions & Responsibilities
P Audit Trail of Record Keeping & Reporting

P Internal Function s

* Conduct of Weekly & Board Meetings

* Meeting Minutes

* Member Attendance Record

*Members Awards & Service Records

*New Member Application Form

* Member Categories, Obligations, Rights, &  Privileges
* Club Directory

* Service Project/Fundraiser Worksheet

P.External Functions

* Monthly Membership Report

* Club Officer Report

* Annual/Monthly Club Activity Report
* Monthly Activity Report



Attributes of an Effective

Club Secretary

Timely

Comprehensive + Execution + Good
Knowledge of Job Of Duties

V Official MD/District Training

Vv

Vv
Vv

Familiarity with LCI & MD
Constitution & By -Laws

The Lion & Lions Roar
International Website

Attend District Zone & Cabinet Mtgs

File required forms/reports in an
accurate & timely manner

Respond to Club President, BOD,
District, & LCl in a timely manner

Invoice, collect, & submit Club
member dues to District & LCl in a
timely manner

V Keep up-to-date and organized

Vv

Vv

Club files

Prepare, maintain, & provide up -
to-date Club Member Directory

Maintain adequate number of LCI
forms & Club supplies

Organization

é

An Effective

Club Secretary

Comprehensive
Knowledge of Job

Timely
Execution
Of Duties

Good
Organization

Tio —»

Al t hough a President
the Secretary is key to his/her success for the year.
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Overview of
Functions & Responsibilities

INTERNAL EXTERNAL
FUNCTIONS FUNCTIONS
CLUB CLUB BOARD LIONS CLUBS DISTRICT
PRESIDENT of DIRECTORS | NTOL CABINET

Inform/
Advise

Direct/
Supervise

CLUB
SECRETARY

Liaison/
Point of Contact

RESPONSIBILTIES

V Assist in Preparing Meeting Agendas
V Record, Transcribe, & Publish

Meeting Minutes

V Update/Maintain Club & Members Files
V Publish Up-To-Date Club Directory

V Submit Dues Statements & Collect Dues

V Attend Zone and District Cabinet Meetings
V Remit Club SemiAnnual Dues to LCI & MD40
V Remit Payment for Club Supplies to LCI

V Respond to Any and All Requests from
District, MD40, and LCI



Meeting Sign-In
Sheets

v
Member
Attendance
Record

v

Audit Trail of Record
Keeping & Reporting

Board
Meeting
Minutes

Weekly <

Community Service
— Project/ Fundraiser
Report

Meeting
Minutes

Member Awards &
Service Record

A A

Record of
Committee
Appointments

New Member
Application +—
Form

Member

Chairman

Transfer |1
Form

Monthly
Club Activity
Report

Zone

Monthly
Membership
Status Report

Visitation
Report

Committee
Meeting
Report

Annual Club
Activity
Report

Annual
PU-101EN
Form

District
Governor/
Cabinet Se
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Internal Functions

- Conduct of Weekly & Board Meetings -

Assist President to develop meeting agenda.

Check with Program Chair about a program
for weekly meeting.

Notify Board members of upcoming Board Meeting
Ensure Lion Tamer has set up for weekly meeting.
Take roll.

Record/transcribe minutes of meeting.

Provide up-to-date Club Directory and Schedule of
Upcoming Club Events to members.

Tio —

Although the style of Club meetings will vary widely, all should
have an interesting and informative program and plenty of good
fellowship!

Tip—

A Secretaryds responsibilit
Club. Therefore, it is recommended that he or she

establish a protocol or ground rules with the President

to avoid any confusion or misunderstandings at the

Board and weekly meetings.

€S



Internal Functions

- Meeting Minutes -

V Minutes of Board and weekly meetings must be recorded for future
reference and Club historical purposes.

V Should be detailed enough to provide an adequate but thorough
record of Club meeting proceedings.

V When read at the beginning of a meeting, minutes from the previous
meeting remind members of issues discussed previously.

V When recording motions, the members who made and seconded the
motion should be noted as should details about the motion and whether
it carried or not.

V Recommended items to be recorded:
* Date & Time (start and end) of the Meeting
* Presiding Officer
* Lions who led pledge, gave the invocation, & led the song
* Members in attendance
* Names of guests (and the name of their Club if Lions)
* Approval of minutes of previous meeting (changes should be noted)
* Details of Treasurerods Report
* Program description
* Details of all old & new business to include committee reports
* Description of announcements
* Description of any presentation of awards
* Details of any suggestions to improve Lionism

7-/p _, Discretion should be used as to what is important enough
to be recorded in the minutes, particularly where
discussion is involved.




Internal Functions

- Member Attendance Record -

V The Club should monitor attendance of members using some type
of form or record to:

* Verify that members have fulfilled attendance
requirements for perfect attendance awards.

* Alert Club officers that <cer
and should be contacted to encourage them to return.

V The form or record should provide a means by which the attendance
(actual & make -up) of each member can be easily recorded and
verified. Form M -33-G (below) from International can be used for this
purpose.

V Symbols to be used in recording attendance:

X - Present /| - Absent I:I X - Makeup

V When crediting a member for making up attendance, make a cross (X)
out of the absent mark (/) and draw a square around it.

A PREBENT
KEY/ ARSENT MEMBERS' ATTENDANCE RECORD YEAR.
x

MAKE-UP ___ NOTE:—WHEN CREDITING A MEMBER FOR MAKING UP ATTENDANCE, MAKE A CROSS (X) OUT OF THE ABSEMT MARK AND DRAW A SQUARE AROUND IT.
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Internal Functions

- Member Awards & Service Records -

VProvides a means to keep a reco
and achievements while a member of the Club.

V Form M-33 SA from International may be used.
V Example of an alternative Member Awards & Serviee Record.

Member Awards & Service Record

Me mber 6s Name:

Sponsored By:

Previous Clubs Belonged To (& Dates):
Offices Held (& Dates):

Committees Joined (& Dates):

Awards Achieved (& Dates):

New Members Sponsored (& Dates):

Years of Perfect Attendance:
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Internal Functions

- New Member Application Form -

V Membership in a Lions Club is acquired by invitation only.

V Nominations are made on brochure form ME-6B EN
provided by LCI (can be downloaded off of LCI Website).

V Secretary or Membership Committee Chairperson ensures the
form is completely filled out and is signed by the prospective
Lion and his/her sponsor. The Secretary signs the application &
submits it to the Board of Directors for approval.
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