
SECRETARIES!
TIME FOR TRAINING

DCON 2024 WORKSHOP
PRESENTED BY DISTRICT SECRETARY TIN VO



DISTRICTDISTRICTDISTRICT
SECRETARY!SECRETARY!SECRETARY!

A LITTLE ABOUT ME
MY KEY CLUB JOURNEYMY KEY CLUB JOURNEYMY KEY CLUB JOURNEY    

HAZEN HIGH SCHOOL
DIVISION 32!

TIN VOTIN VOTIN VO (HE/HIM)

CLUB
SECRETARY

CLUB
PRESIDENT

OUTSIDE OF KEY CLUB...OUTSIDE OF KEY CLUB...OUTSIDE OF KEY CLUB...    

BASICALLY A PROFESSIONAL BRAWLSTARS PLAYER!

HAVE QUESTIONS?HAVE QUESTIONS?HAVE QUESTIONS?
RAISE YOUR HAND!

SLIDES WILL BE AVAILABLE AFTERWARDS :)



ESTABLISHING A SENSE OF

PURPOSE!
WHY DID YOU RUN?

NOT JUST FOR A TITLE RIGHT??



LET’S GET INTO IT . . .

DUTIES OF A
CLUB SECRETARY



DUTIES OF A CLUB OFFICER
AS AN OFFICER, YOU MUST BE A MODEL MEMBER.AS AN OFFICER, YOU MUST BE A MODEL MEMBER.AS AN OFFICER, YOU MUST BE A MODEL MEMBER.

WHAT DOES THAT EXACTLY MEAN?WHAT DOES THAT EXACTLY MEAN?WHAT DOES THAT EXACTLY MEAN?

1)1)1) PAYING YOUR DUES ON TIME AND MAINTAINING
GOOD STANDING WITH KEY CLUB INTERNATIONAL

2)2)2) ATTENDING ALL CLUB MEETINGS (REGULAR, OFFICER, KIWANIS)
AND DIVISIONAL/DISTRICT EVENTS (DCMS, DCON, KEY CLUB DAYS)

3)3)3) BE IN CONSTANT COMMUNICATION WITH YOUR OFFICER BOARD,
ADVISORS, AND LIEUTENANT GOVERNOR (LTG)

4)4)4) REPRESENT KEY CLUB IN A POSITIVE LIGHT
BOTH IN PERSON AND ONLINE!



DUTIES OF A CLUB SECRETARY
1)1)1) SUBMIT MONTHLY SECRETARY REPORTS TO THE

DISTRICT SECRETARY BY THE 5TH OF EACH MONTH

2)2)2) TAKE MEETING MINUTES AT ALL CLUB MEETINGS

3)3)3) MAINTAIN CLUB SERVICE LOGS, TRACK CLUB ATTENDANCE,
AND ESTABLISH A MEANS OF ORGANIZATION WITHIN THE CLUB

5)5)5) COLLABORATE WITH YOUR CLUB PRESIDENT TO FILL OUT
THE ANNUAL ACHIEVEMENT REPORT BY FEBRUARY 1ST

4)4)4) COLLABORATE WITH YOUR CLUB TREASURER TO INSERT
THE CLUB ROSTER INTO THE MEMBERSHIP UPDATE CENTER

6)6)6) GO ABOVE AND BEYOND TO MAKE THE MOST OUT OF YOUR ROLE! 



WHAT IS A
SECRETARY

REPORT?



SECRETARY REPORTS
THE ONLY DIRECT, REGULAR
CONNECTION YOUR CLUB HAS TO THE
DISTRICT, MAKING THEM A UNIQUE AND
CRUCIAL RESPONSIBILITY.

YOU PROVIDE THE DISTRICT WITH
INSIGHT ON YOUR CLUB’S PROGRESS,
STRUGGLES, AND CONCERNS.

GOOD SECRETARY REPORTS ARE
HONEST, THOROUGH (YET CONCISE),
AND THOUGHTFUL. 



SECRETARY REPORTS
DUE THE 5TH OF EVERY MONTH (YES... EVEN THE SUMMER)!DUE THE 5TH OF EVERY MONTH (YES... EVEN THE SUMMER)!DUE THE 5TH OF EVERY MONTH (YES... EVEN THE SUMMER)!

THE REPORT IS SUBMITTED USING THE
SAME GOOGLE FORM EVERY MONTH!

AFTER DCON, THE 2024-2025 FORM WILL
BE POSTED ONTO THE PNWKC WEBSITE!

RESOURCES > CLUB OFFICERS > THERE IT IS!

YOU CAN ALSO SCAN THIS QR CODE
WHEN THE SLIDES ARE RELEASED!



PAGE 1  |  THE BASICS

NAME, SCHOOL, DIVISION, ETC.
MEETING LOCATION & TIMES
KIWANIS INFORMATION (IF APPLICABLE)

INFORMATION YOUINFORMATION YOUINFORMATION YOU

SHOULD ALREADY KNOW!SHOULD ALREADY KNOW!SHOULD ALREADY KNOW!

NOTE: YOU ARE REPORTING FOR THE
PREVIOUS MONTH. FOR EXAMPLE, THE
MARCH SECRETARY REPORT WILL BE DUE
ON APRIL 5TH, AND SHOULD REPORT
INFORMATION EXCLUSIVE TO MARCH! 



PAGE 2 |  DISTRICT PROJECT
THE DISTRICT PROJECT CANTHE DISTRICT PROJECT CANTHE DISTRICT PROJECT CAN

VARY YEAR BY YEAR!VARY YEAR BY YEAR!VARY YEAR BY YEAR!

NOTE: THIS SECTION IS DEDICATED TO ONLY
THE DISTRICT PROJECT. FOR ANY NON-
DISTRICT PROJECT RELATED HOURS, REPORT
IN PAGE 5 (WHICH WE WILL GET TO SOON)!

REPORT ALL PROJECTS, HOURS, AND
DONATIONS TO THE DISTRICT PROJECT.
THIS IS THE ONLY WAY DISTRICT PROJECT
CONTRIBUTIONS ARE TRACKED!



PAGE 3 |  CLUB MEETINGS
PROVIDE A SUMMARY FOR EVERYPROVIDE A SUMMARY FOR EVERYPROVIDE A SUMMARY FOR EVERY

GENERAL CLUB MEETING!GENERAL CLUB MEETING!GENERAL CLUB MEETING!

TAKE CONCISE MINUTES AT EVERY MEETING
WITH THE FOLLOWING INFORMATION:

MEETING DATE
PERCENTAGE OF MEMBERS
NUMBER OF KIWANIANS PRESENT
BRIEF DESCRIPTION OF MEETING

LET’S TAKE A LOOK AT SOMELET’S TAKE A LOOK AT SOMELET’S TAKE A LOOK AT SOME

GOOD AND BAD EXAMPLES!GOOD AND BAD EXAMPLES!GOOD AND BAD EXAMPLES!



MEETING MINUTES



MEETING MINUTES

GOOD START!GOOD START!GOOD START!

OH THATS IT...OH THATS IT...OH THATS IT...

ITS LITERALLY KEY CLUB,ITS LITERALLY KEY CLUB,ITS LITERALLY KEY CLUB,

I HOPE SO!I HOPE SO!I HOPE SO!



MEETING MINUTES



MEETING MINUTES
GOODGOODGOOD

START!START!START!

A LOT OFA LOT OFA LOT OF

DETAIL!DETAIL!DETAIL!

TOO MUCHTOO MUCHTOO MUCH

DETAIL!DETAIL!DETAIL!



MEETING MINUTES



MEETING MINUTES
PERFECTION. CONCISE. A+.PERFECTION. CONCISE. A+.PERFECTION. CONCISE. A+.

RULE OF THUMB: IF YOU ARE FOLLOWING A SLIDESHOW,RULE OF THUMB: IF YOU ARE FOLLOWING A SLIDESHOW,RULE OF THUMB: IF YOU ARE FOLLOWING A SLIDESHOW,

“TITLE” EACH SLIDE AND USE THAT TO GUIDE YOUR OVERVIEW!“TITLE” EACH SLIDE AND USE THAT TO GUIDE YOUR OVERVIEW!“TITLE” EACH SLIDE AND USE THAT TO GUIDE YOUR OVERVIEW!



PAGE 4 |  COMMITTEES
PROVIDE A SUMMARY FOR EVERYPROVIDE A SUMMARY FOR EVERYPROVIDE A SUMMARY FOR EVERY

COMMITTEE YOUR CLUB HAS!COMMITTEE YOUR CLUB HAS!COMMITTEE YOUR CLUB HAS!

IF YOUR CLUB HAS DISTINCT COMMITTEE
CHAIRS, REACH OUT TO THEM FOR A RECAP
OF THEIR MONTHLY ACTIVITIES!
IF YOU HAVE COMMITTEES OUTSIDE THE 5
OUTLINED BY THE KC BYLAWS, ADD THEM IN
THE ADDITIONAL SECTION AT THE BOTTOM!

NOTE: IF YOUR CLUB DOES NOT HAVE
COMMITTEES, MOVE ONTO THE NEXT PAGE!



PAGE 5 |  SERVICE PROJECTS
USING YOUR SERVICE LOG, LIST
EVERY PROJECT YOUR CLUB HAS
PARTICIPATED IN THAT MONTH,
AS WELL AS THE NUMBER OF
MEMBERS INVOLVED + NUMBER
OF SERVICE HOURS

YOUR TOTAL SERVICE HOURS
FOR THE MONTH SHOULD ALSO
INCLUDE WHAT YOU REPORTED
IN THE DISTRICT PROJECT
SECTION.



PROJECTS LIST EXAMPLE



PAGE 6 |  FINANCES
ASK EITHER YOUR CLUB

TREASURER OR SCHOOL

BOOKKEEPER FOR THE AMOUNT OF

MONEY IN YOUR CLUB TREASURY. 

BE SURE TO BEGIN YOUR REPORT

AHEAD OF TIME TO ALLOW

YOURSELF ENOUGH TIME TO

OBTAIN NECESSARY INFORMATION

FROM OTHERS. 



PAGE 7 |  MISC DETAILS

AVERAGE ATTENDANCE

NUMBER OF OFFICER MEETINGS

KIWANIS CLUB ATTENDANCE

NEW MEMBERS

PCM/DCM ATTENDANCE

LTG COMMUNICATIONS

JUST SOME EXTRA DETAILS!JUST SOME EXTRA DETAILS!JUST SOME EXTRA DETAILS!



PAGE 8 |  QUESTION/CONCERN
THIS SECTION REQUIRES HONESTY

AND EFFECTIVE COMMUNICATION.

IF YOUR CLUB IS STRUGGLING WITH

SOMETHING, TELL US!

UTILIZE THE OPPORTUNITY TO ASK

THE DISTRICT SECRETARY ANY

QUESTIONS, AND THEY’LL RESPOND

BACK WITH AN ANSWER/ADVICE!



SUBMIT!  YOU ARE
ALMOST DONE. . .



AFTER SUBMITTING. . .
WHAT SHOULD I DO AFTER I SUBMIT MY REPORT?WHAT SHOULD I DO AFTER I SUBMIT MY REPORT?WHAT SHOULD I DO AFTER I SUBMIT MY REPORT?

YOU’LL AUTOMATICALLY RECEIVE A RECEIPT WITH A COPY OF YOUR

RESPONSE (IF YOU DON’T, EMAIL THE DISTRICT SECRETARY) !

FORWARD THE RECEIPT TO THE FOLLOWING PEOPLE:

YOUR OFFICER BOARD

YOUR KIWANIS AND FACULTY ADVISOR

YOUR LIEUTENANT GOVERNOR

DO NOT FORWARD THE RECEIPT TO THE FOLLOWING PEOPLE:

THE DISTRICT SECRETARY



NOW YOU
ARE DONE!



SECRETARY
RESOURCES



SECRETARY RESOURCES
IF YOU WANT MORE DETAILS ABOUT WHAT YOURIF YOU WANT MORE DETAILS ABOUT WHAT YOURIF YOU WANT MORE DETAILS ABOUT WHAT YOUR

ROLE ENTAILS... CHECK OUT THE PNWKC WEBSITE!ROLE ENTAILS... CHECK OUT THE PNWKC WEBSITE!ROLE ENTAILS... CHECK OUT THE PNWKC WEBSITE!

DUTIES OF A CLUB SECRETARYDUTIES OF A CLUB SECRETARYDUTIES OF A CLUB SECRETARY CLUB SECRETARY GUIDEBOOKCLUB SECRETARY GUIDEBOOKCLUB SECRETARY GUIDEBOOK



SECRETARY RESOURCES
SHOUTOUT TO THE MGRC COMMITTEE!SHOUTOUT TO THE MGRC COMMITTEE!SHOUTOUT TO THE MGRC COMMITTEE!

CLUB OFFICER SERVICE AGREEMENTCLUB OFFICER SERVICE AGREEMENTCLUB OFFICER SERVICE AGREEMENT



SECRETARY RESOURCES
IF YOU WANT RESOURCES ON HOW TO TRACKIF YOU WANT RESOURCES ON HOW TO TRACKIF YOU WANT RESOURCES ON HOW TO TRACK

ATTENDANCE, HOURS, FORMS, ETC...ATTENDANCE, HOURS, FORMS, ETC...ATTENDANCE, HOURS, FORMS, ETC...

CHECK OUT THECHECK OUT THECHECK OUT THE

2023-2024 SECRETARY TOOLKIT!2023-2024 SECRETARY TOOLKIT!2023-2024 SECRETARY TOOLKIT!

I HAVE CREATED RESOURCES BASED ON MY

EXPERIENCE AS A CLUB SECRETARY! TO USE THESE,

MAKE A COPY AND THEN ADJUSTS FOR YOUR CLUB!

LET’S TAKE A LOOK AT HOW EACH OF THESE CAN HELP!



SECRETARY RESOURCES
ATTENDANCE & MEMBERSHIP COLLECTION FORMATTENDANCE & MEMBERSHIP COLLECTION FORMATTENDANCE & MEMBERSHIP COLLECTION FORM

AN ADAPTIVE GOOGLE FORM THAT COMBINES
ATTENDANCE AND MEMBERSHIP COLLECTION

FIRST TIME ATTENDING A MEETING? GUIDES
THEM TO A MEMBERSHIP COLLECTION FORM.

NOT THEIR FIRST TIME? GUIDES THEM TO A
QUICK CHECK IN IF THEY ARE KEY-NNECTED!

NOW, YOU HAVE TRACKED MEETING
ATTENDANCE AND COLLECTED A NEW
MEMBER’S INFORMATION!



SECRETARY RESOURCES
THE SECRETARY SPREADSHEETTHE SECRETARY SPREADSHEETTHE SECRETARY SPREADSHEET

PART 1: AN AUTOMATED ATTENDANCE TRACKERPART 1: AN AUTOMATED ATTENDANCE TRACKERPART 1: AN AUTOMATED ATTENDANCE TRACKER

TRACKS ATTENDANCE BY MEMBER

TOTAL MEETING ATTENDANCE (BY # AND % OF TOTAL MEMBERS)



SECRETARY RESOURCES
THE SECRETARY SPREADSHEETTHE SECRETARY SPREADSHEETTHE SECRETARY SPREADSHEET

PART 2: MEETING OUTLINESPART 2: MEETING OUTLINESPART 2: MEETING OUTLINES

A PLACE TO PUT YOUR GENERAL MEETING MINUTES, AND SOME EXAMPLES!



SECRETARY RESOURCES
THE SECRETARY SPREADSHEETTHE SECRETARY SPREADSHEETTHE SECRETARY SPREADSHEET

PART 3: HOUR LOGPART 3: HOUR LOGPART 3: HOUR LOG

TRACKS HOURS BY MEMBER, BY EVENT, AND PROVIDES THE TOTAL HOURS OF THE

ENTIRE CLUB! ALSO INCLUDES AN AUTOMATIC “COPY AND PASTE” SECTION!



SECRETARY RESOURCES
SECRETARY REPORT OUTLINESECRETARY REPORT OUTLINESECRETARY REPORT OUTLINE

IF YOU EVER WANT TO PLAN AHEAD! 



SECRETARY RESOURCES
OFFICER MEETING MINUTES EXAMPLEOFFICER MEETING MINUTES EXAMPLEOFFICER MEETING MINUTES EXAMPLE

OFFICER MEETINGS MINUTES ARE DIFFERENT THAN THE

GENERAL MEETING MINUTES FOR THE SECRETARY REPORT!



LOOKING VERY
FAR AHEAD. . .



THE MEMBERSHIP
UPDATE CENTER

(FALL)



MEMBERSHIP UPDATE CENTER
THE MEMBERSHIP UPDATE CENTER IS THE

INTERNATIONAL DATABASE WE USE TO PAY DUES!

AS THE TREASURER COMMUNICATES WITH

THE BOOKKEEPER TO SET UP PAYMENT,

THE SECRETARY IS THE ONE WHO INSERTS

THE CLUB ROSTER INTO THE MUC!

YOUR ADVISOR SHOULD HAVE THE LOGIN

INFORMATION FOR YOUR CLUB!

YOUR ROLEYOUR ROLEYOUR ROLE



DUES DEADLINE
NOVEMBER 1ST: EARLY BIRD DEADLINENOVEMBER 1ST: EARLY BIRD DEADLINENOVEMBER 1ST: EARLY BIRD DEADLINE

DECEMBER 1ST: REGULAR DEADLINEDECEMBER 1ST: REGULAR DEADLINEDECEMBER 1ST: REGULAR DEADLINE

FEBRUARY 1ST: SUSPENSION DEADLINEFEBRUARY 1ST: SUSPENSION DEADLINEFEBRUARY 1ST: SUSPENSION DEADLINE

CLUBS THAT PROCESS DUES BY NOVEMBER 1ST ARE CONSIDERED

EARLY BIRD, AND WILL BE RECOGNIZED AT DCON 2025!

CLUBS THAT PROCESS DUES BY DECEMBER 1ST ARE RIGHT ON TIME! 

CLUBS THAT DO NOT PROCESS DUES BY FEBRUARY 1ST WILL ENTER A

“SUSPENDED” CLUB STATUS, ARE UNABLE TO ATTEND DCON, ETC.



RESOURCES
CHECK OUT THE PNWKC WEBSITE!CHECK OUT THE PNWKC WEBSITE!CHECK OUT THE PNWKC WEBSITE!

A GUIDE TO PAYING DUESA GUIDE TO PAYING DUESA GUIDE TO PAYING DUES VIDEO TUTORIALVIDEO TUTORIALVIDEO TUTORIAL



HAVING TECHNICAL ISSUES?

CALL 1-800-KIWANISCALL 1-800-KIWANISCALL 1-800-KIWANIS

BETWEEN 5:00 AM - 1:30 P.M. PST!BETWEEN 5:00 AM - 1:30 P.M. PST!BETWEEN 5:00 AM - 1:30 P.M. PST!

DO NOT WAIT FOR AN EMAIL REPLY FROM

MEMBER SERVICES. CALLING WILL ENSURE YOUR

ISSUE IS ADDRESSED IMMEDIATELY!



THE ANNUAL
ACHIEVEMENT REPORT

(WINTER)



ANNUAL ACHIEVEMENT REPORT
THE ANNUAL ACHIEVEMENT REPORT QUALIFIES
CLUBS ATTENDING DCON 2025 FOR DCON
AWARDS/CONTESTS. DUE FEBRUARY 1ST.

REPORT CLUB INFORMATION, ADMINISTRATION,
SERVICE, MEMBERSHIP, LEADERSHIP
DEVELOPMENT, KIWANIS INVOLVEMENT, ETC.

SIMILAR TO A SECRETARY REPORT, BUT
REPORTS INFORMATION OVER THE ENTIRE
TERM! YOUR ROLE? ASSIST THE PRESIDENT AS
THE ORGANIZATIONAL ROLE OF YOUR CLUB!



QUESTIONS?



FILL OUT THIS GOOGLE
FORM FOR THE SLIDES!




