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AGENDA

* Club Secretary Duties

* Preparing to Be a Club Secretary
e Things to Think About

 Tools for the Club Secretary
 DACdb/ClubRunner/My Rotary and Other Digital Tools
» Additional Club Secretary Resources

e Questions/Sharing
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SECRETARY DUTIES (from My Rotary - the LONG list)

Attend the district training assembly and the district
conference.

Meet with the previous secretary and receive the club’s
records.

Meet with the incoming club officers or board of directors
to plan the year ahead. Review your club’s strategic plan if
it’s current or talk to the board about updating it.

Update your club’s records and member list using My
Rotary or your club management system. If you use a club
management system, check to make sure that it can submit
information to Rotary International.

Make sure that your club has the most recent Rotary
governance documents to refer to as needed.

Make sure the club treasurer has the club invoices in time
for payment.

Serve on the club board and club administration
committee.
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Work with the club membership committee to decide who will
manage the membership leads process.

Take minutes at club and board meetings and club assemblies.

Update club and officer information for the online Official Directory
and Rotary’s records.

Manage club correspondence, including responding to emails and
sending official notices and invitations.

Keep promotional items, name badges, and other materials that are
used at meetings and events.

Preserve your club’s historical records.
Write an annual report for the club at the end of the Rotary year.
Assist the club president, treasurer, and committees as needed.

Meet with your successor and give them the club’s records.



SECRETARY DUTIES (from My Rotary - the
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Attend the district training assembly and the district
conference.

Meet with the previous secretary and receive the club’s
records.

Meet with the incoming club officers or board of directors
to plan the year ahead. Review your club’s strategic plan if
it’s current or talk to the board about updating it.

Update your club’s records and member list using My
Rotary or your club management system. If you use a club
management system, check to make sure that it can submit
information to Rotary International.

Make sure that your club has the most recent
Rotary governance documents to refer to as needed.

Make sure the club treasurer has the club invoices in time
for payment.

Serve on the club board and club administration
committee.
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Work with the club membership committee to decide who will
manage the membership leads process.

Take minutes at club and board meetings and club assemblies.

Update club and officer information for the online Official
Directory and Rotary’s records.

Manage club correspondence, including responding to emails and
sending official notices and invitations.

Keep promotional items, name badges, and other materials
that are used at meetings and events.

Preserve your club’s historical records.

Write an annual report for the club at the end of the Rotary year.
Assist the club president, treasurer, and committees as needed.
Meet with your successor and give them the club’s records.

Record attendance at Club Meetings



SECRETARY DUTIES (the SHORT list NS SR

» Update your club’s records and member lists: DACdb/ClubRunner (Rl if needed)

» Make sure that your club has the most recent Rotary governance documents:
MyRotary — Rl Club Constitution & Bylaws

e Serve and vote on the club Board of Directors
» Take minutes at board meetings: MS Word/Al

» Update club and officer information for the online Official Directory and
Rotary’s records: DACdb/ClubRunner

e Order name badges and other supplies: Russell Hampton \Website
* Record attendance at club meetings: Printed Roster or DACdb/ClubRunner

* Help set and update Club Goals: Rotary Club Central g
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CLUB EXECUTIVE SECRETARY

 OPTIONAL Club Executive Secretary/Director can handle administrative
duties IN ADDITION TO the official Club Secretary (not in place of!)

 Only role that can be held by a nonmember and the only one that can be a
paid position

e [Fort Yuma

D5500 Clubs w/ Executive Secretaries -> | * Mountain Empire-Sonoita
e San Luls Frontera

e Sierra Vista Sunrise

e Tubac

e Tucson
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PREPARING TO BE A CLUB SECRETARY

@ =) 'y

LEARN LEARN (0] 114
ONLINE TOGETHER TOGETHER

* Access the Learning Center and » Attend the district training V * Accompany the current secretary * Review your club’s goals in Rotary
complete: assembly as they conduct club business Club Central

- Club Secretary Basics learning plan  * Participate in the district vibrant * Meet with your assistant governor * Set goals for your role

club workshop

- Club Administration Committee * Meet with other club secretaries in * Observe club board meetings
Basics learning plan your area

¢ Other courses and learning
plans based on your needs
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THINGS TO THINK ABOUT

« Where are YOUR club’s minutes archived?
* Are they accessible to all your club members?
Do you use Cloud Storage/Website Storage
e Shared access?
 Broadcast links to the club minutes?
Do you know where your club materials, awards,
membership information are located?
Do you help budget for new materials, awards, pins?
Do you order them? How do you do that?
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MORE THINGS TO THINK ABOUT

 What are your club’s goals and how well are you meeting them?
 Who covers for you when you can’t be there?

 What information do you put in the minutes?

« How do you convince someone else to become secretary?

« How do you transition with the new secretary?
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TOOLS FOR THE CLUB SECRETARY - bAcdB/ClubRunner

e Add a Club Member

e Manage Club Members
* Manage Club Officers

« Update Club details

e Attendance

1 | Welcome back, Joseph!

« Email Correspondence e e s e S

a My ClubRunner MNeed Help?

t14 —_an
vl [l

Jozeph Fust m & Fucizierior & Webinar AREA Membership Success RI Club Speakers
Conler Camnprare:

oy Commitmants . it

B My Attandence = \ =) : ‘f‘
[r+= | t a_-l

B My Accoun] Delascs a il Thay Commilinity N Grants

Ty Wiy Ermeah Mistory Survey Club Grants Verify Tnformation  Team Me rehant

W Contmct Spport moil ul of your role.
Ak Wy G 3
o iy D
Rota ry T8 Communication Events & Volunteering = Attendance
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TOOLS FOR THE CLUB SECRETARY — My Rotary

My Rotary Donate

e LAST RESORT!
e Add a Club Member
 Manage Club Members  Sjarrg \Vista
« Manage Club Officers
» Update Club Details

HOME | EXCHANGE IDEAS | TAKEACTION | LEARNING & REFERENCE | MANAGE | THE ROTARY FOUNDATION | NEWS & MEDIA | MEMBER CENTER

Rotary Club

Club details Members Finance Reports Goals

If you have questions about your club membership, please contact Data Services

Add a member
Manage club officers

Download member list

Search club members

Search by name n Search by email address m

CLUB MEMBERS (80) Role »  Member status v
]
Larry C Angove Member larrya.janec@gmail.com
2023 - Present +1 541-404-5154
ID: 11726978
Rotary -
Ty Baze Member ty.baze@usw.salvationarmy.org
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TOOLS FOR THE CLUB SECRETARY - My Rotary/Club Central

Club Goals
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TOOLS FOR THE CLUB SECRETARY - My Rotary/Club Central
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OTHER DIGITAL TOOLS

IGNITE Mobile App

Member engagement at your fingertips!

Rotary i
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OTHER DIGITAL TOOLS

e ClubRunner Mobile App/DACdb IGNITE

e Facebook
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6:35 4 o T .
4 O, sierra vista rotary
All Posts People Groups Photos  Vid]

Sierra Vista Rotary

.‘.‘Q
4 ..‘:y Community b
4 047 Sputh Highway 82, Sierra Vi... I

Opens Tomarrow

i Kaly, LaRae and 440 others like this

Shortcuts

@ Message Now L

Highlights

Follow for Updates Unifellow
See what's new here in your News Feed

Based on your search for 'sierra vista rotary'

@ Omaze @ e
Sponsorad - &y

Just added: Win a BMW Z4 MAQI! Far your
chance, enter for the Miami dream house 9156 t...

Haws Fapd Frieols KarkRtplara NG Hatit zatinas BARNL

6:37 7 w | T -

-0—

€ O, sierra vista rotary i

All Posts People Groups Photos  Vid

A%  Sierra Vista Rotary is at Coronado
Elementary School.
g 17 « Hereford - &

Frank Gonzalez, our club's Director of
Cammunity Service, Joe Puett, Bab Fusco and
Kenneth Stickler distributed dictionaries @ two
third-grade classes at Coronado Elementary
Schoal. The students and teachers were very
welcoming. For many, this was their first
dictionary.

) Kenneth Stickler and 10 others 3 Shares

O Like (0 Comment

" 2 5 & @

Haws Faed Friands karkatalane Grangs Mrtiticaticos kdan.




OTHER DIGITAL TOOLS

e ClubRunner Mobile App/DACdb
GNITE

 Facebook
 Rotary Club Locator App
 Rotary Learning Center App

4 »
Rotary 15
District 5500

&« Course catalogs

Club Administration Club Member
Commilttee Basics Committee B
E Lils| Enralied

Club President Basics Club President
Intermediate

Rotary {2

FIND ACLUB

KEYWORD

NEAR ME

Rotary {3)

Clubs

Monday
Slorra Vista, AZ

Sierra Vista South, AZ

Wednesday
Slerra Vista Sunrise, AZ

Mountain Empire-Sonoita, AZ



RESOURCES - RUSSELL HAMPTON (Club Supplies)

SRR Moo FRISTER '_' ChscacViuw 0.0
Celebrating a Century of Service
1920 - 2020

Four Generations of Rotarians Serving Rotarians
* Order Badges o - =x Q) =
' e ) -
i = [ " [ 1 I 1+

Home Dvcdsring  Acooind  Informrodion  Subwerihe  Basket W Do Thai

e PINS
ROTARY'S ORIGINAL CLUB SUPPLIES VENDOR - Sixver mon

e New Member Packets B 0 A i e

F027-2024 RoTARY THEME

* Plaques @ v g

Q RUSSELL
COMPANY

PROJUCT
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https://www.bestclubsupplies.com/

RESOURCES (straight from My Rotary)
Secretary

Resources & reference

As club secretary you help your club run smoothly and effectively. You also monitor club trends to help ident

strengths and areas for improvement, and share this information with club and district leaders.
&t P » Be aVibrant Club: Your Club Leadership Plan

What you do « Standard Rotary Club Constitution

» Recommended Rotary Club Bylaws
» Maintain membership records: Update your club membership data. Your club invoice is based on the num

of members in Rotary's database for your club as of 1 July and 1 January. Rotary International sends the ch Tools

invoice by email and mail. Save paper by opting out of the paper (mailed) version.

* Maintain minutes of club, board, and committee meetings  Pay or view your club invoice (Rotary International dues and fees)
* Work with incoming secretary to ensure smooth transition « Update your club membership data

» Set and track goals in Rotary Club Central
How to préepare s Check our discussion group for club secretaries

» Take online courses for club secretary in the Learning Center
« Attend district training assembly Rntary support
= Work with outgoing secretary

Outgoing secretary
Club and district leaders
Club and District Support representative

Financial representative

District 5500



RESOURCES - Learning Center: Club Secretary Basics

10 Recommended Courses: 4h Avg Time
 Getting Started with the Learning Center
» Get Ready: Club Secretary
« Managing Club Business
« Working with Your Club Leadership Team
e Minimizing Risk
 Rotary Club Central Resources
e Online Membership Leads
 Protecting Personal Data
 Preventing and Addressing Harassment
 Rotary’s Action Plan and You

Rotary
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https://learn.rotary.org/members/learn/learning-plans/6/club-secretary-basics

RESOURCES

Rotary
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Overview

DACOL Hame Page

Ken Dresser Sep 16,2021

Reset A Password

Ken Dresser neit: Sep 16, 2021

Edit Lisar Login Credentiais

K Dvessar I Sep 16,2021

Mawe Marmber Quick Siart Guidie

Ken Dresser Sep 17,2021

DACdD Access from Abroad

Ken Dresser neit: Sep 16, 2021

New User Interface (U1 Overview
. Rachelle Langley izt Dec & 2021

Changz Language

Ken Dresser Sep 16,2021
Club Officer Quick Start Guide
Ken Dresser neit Oot 18, 021

Mew Ul Customizable icon Pages
@ rachclic Langley  Putsihed: Doc 6, 2081

Calendar Series Part IV
@ Ly hiert: Dec 23, 2021

Naw Member Getting Started Printable Booklet

— DACdb/ClubRunner Learning Center, Webinars

Club Members

Add & Membser
@ richsel L soden Jul 24,201

Edit & Marmbaer
. iy Koty bl 35, 2071

Edit Youwr Email Addness

@ oy 1l 38, 202

[Edit Your Phonm Mumbar
& vevn Jul 26,2021

Delite a Duplicate Member

& vovey bl 26, 2071

Change a Proposed Membar to Active

@ vnrey Jul 36, 2021

Dovwicaid Mamber Record to Outiook &ddress Book
P ey hil 36, 3071

Opt=Out or In fo Pmail Communicatons

.-l_ﬂl-i-'-‘v il 26, 121

Transfarring a Mamiber

& vy hil 36, 3021

Maw Mambser Form
[ Jul 26, 20121

Hiw Mombar Formi - Vidao

@ veran Wil 26, 2021

Ediit Member Profia

8 vervey 26 22T

Mamibers Phatn is Sideways
[ R il 36, 12%

Carporate Member

5:00 - S:00PM EDT o) | ([ )

Attendance

Hosted oy Omar | Co-host: Syreena

This webinar covers the Attendance madule on the club versicn. Topics inchude:

Setning up your club's amendance rules per membership ype
Setting up excused members and leaves of al=ence

Setting up make up eligibllity windows

Tr.n;ﬁ:m‘g and managing member and gueest amendance

Adding and managing banked makeups

Reporting monthly attendance statistics vo District
Generating attendance reparnts and viewing analytics
Overviirw of the Barcode Scanner madulbes

Membership Management
Hested by Michael | Co-host: Stephen
This webénar covers Managing your members on the club version Topics include:

s Review of membership types and statuses

= Managing non-member contacts

o Adding, rransferring and terminating members

» Updatmg club information

= Managing committees and sub-committees
Managing public and private decuments

s Dwervew of reports and member data download
Brief introduction o Rl integration

00 S0P EDT co o | (O | (RIS RS T

Pou-asonw cor e | G | CENIE (EER

Membership Management & R Integration
Hosted by Zach | Co-hest: Robin
This wedingr covers membershi on the dub wersion, with a focus on BRI Integration. Topsas include:

* Managing membsr and {Iud Infonmation

= Settng up custom fields

Craaling cuntam msmbecdhn ypes

s GOFR prsdo-anaryisation prooess

Manapng member Sctety and engagement reports

Marapng R Integraton SEINGS

Rarviraing thn membe & dub integraton archieg

irg compare & spnchranize for members and dub infermation
Lsing execuine compare & synchronize

Rotaract mermbership

a

w



SUMMARY AND QUESTIONS

* Club Secretary Duties

* Preparing to Be a Club Secretary
* Things to Think About

* Tools for the Club Secretary
 DACdDb/ClubRunner/My Rotary and Other Digital Tools
e Additional Club Secretary Resources
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SUMMARY AND QUESTIONS

Questions?
eSharing?

THANK YOU!

My Contact Info:

Leo Lawrenson, DGND, Oro Valley RC
Leo@Lawrenson.com

Rotary
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