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• Club Secretary Duties
• Preparing to Be a Club Secretary

• Things to Think About
• Tools for the Club Secretary

• DACdb/ClubRunner/My Rotary and Other Digital Tools
• Additional Club Secretary Resources

• Questions/Sharing

AGENDA



• 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. 

SECRETARY DUTIES (from My Rotary – the LONG list)

• 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. 
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SECRETARY DUTIES (from My Rotary – the SHORT list)

• 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



• Update your club’s records and member lists: DACdb/ClubRunner (RI if needed)
• Make sure that your club has the most recent Rotary governance documents: 

MyRotary – RI Club Constitution & Bylaws 
• Serve and vote on the club Board of Directors
• Take minutes at board meetings:  MS Word/AI
• Update club and officer information for the online Official Directory and 

Rotary’s records: DACdb/ClubRunner 
• Order name badges and other supplies: Russell Hampton Website 
• Record attendance at club meetings:  Printed Roster or DACdb/ClubRunner 

SECRETARY DUTIES (the SHORT list w/ Primary Tools)

• Help set and update Club Goals: Rotary Club Central 



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

• Fort Yuma
• Mountain Empire-Sonoita
• San Luis Frontera
• Sierra Vista Sunrise
• Tubac
• Tucson

D5500 Clubs w/ Executive Secretaries ->



PREPARING TO BE A CLUB SECRETARY



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

• 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? 



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?



TOOLS FOR THE CLUB SECRETARY – DACdB/ClubRunner

• Add a Club Member
• Manage Club Members
• Manage Club Officers
• Update Club details 
• Attendance
• Email Correspondence



TOOLS FOR THE CLUB SECRETARY – My Rotary

• LAST RESORT!
• Add a Club Member
• Manage Club Members
• Manage Club Officers
• Update Club Details



TOOLS FOR THE CLUB SECRETARY – My Rotary/Club Central

• Set/Update Club Goals



TOOLS FOR THE CLUB SECRETARY – My Rotary/Club Central

• Set/Update Club Goals



OTHER DIGITAL TOOLS

• ClubRunner Mobile App/DACdb IGNITE



OTHER DIGITAL TOOLS

• ClubRunner Mobile App/DACdb IGNITE
• Facebook



OTHER DIGITAL TOOLS

• ClubRunner Mobile App/DACdb 
IGNITE

• Facebook
• Rotary Club Locator App 
• Rotary Learning Center App



RESOURCES - RUSSELL HAMPTON (Club Supplies)

• Order Badges
• Pins
• New Member Packets
• Plaques

https://www.bestclubsupplies.com/


RESOURCES (straight from My Rotary)



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
• Minimizing Risk
• Rotary Club Central Resources
• Online Membership Leads
• Protecting Personal Data
• Preventing and Addressing Harassment
• Rotary’s Action Plan and You

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


RESOURCES – DACdb/ClubRunner Learning Center, Webinars & Videos



• Club Secretary Duties
• Preparing to Be a Club Secretary

• Things to Think About
• Tools for the Club Secretary

• DACdb/ClubRunner/My Rotary and Other Digital Tools
• Additional Club Secretary Resources

SUMMARY AND QUESTIONS



•Questions?
•Sharing?

SUMMARY AND QUESTIONS

THANK YOU!

My Contact Info:
Leo Lawrenson, DGND, Oro Valley RC
Leo@Lawrenson.com
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