Secretary Standards

Every officer serves the club as part of a team that consists of the president, vice president of education, vice president of membership, vice president of public relations, secretary, treasurer, and sergeant at arms.

The goal: distinguished club status by June 30 of every year.

Outside the club meetings …

1. Maintain accurate membership roster and give to treasurer to submit with dues.   

2. Enter online or mail club officer list to world headquarter within 10 days after elections.

3. Handle general club correspondence.

4. Keep club files, including the club charter, Constitution and Bylaws, minutes, resolutions and correspondence.

5. Attend club executive committee meetings.

6. Attend district-sponsored club officer training.

7. Arrange for a replacement if unable to attend meetings.

8. Prepare your successor for office.

Standards at the club meetings …

1. Record and read meeting minutes.

2. Greet members and guests.






