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QUALIFICATIONS   AND   DUTIES  
OF   THE   SECRETARY  

 
When   you   assume   the   office   of   secretary,   you   take   on   two   very   important   roles–assistant   to  
the   club   president   in   the   administrative   work   of   the   club   and   caretaker   of   some   of   your   club’s  
most   important   records.    What   qualifications   must   you   have   to   assume   this   critical   office,   and  
what   duties   are   involved?    Read   on   for   the   answers.  
 
Qualifications  
You   don’t   need   all   of   the   fancy   skills   of   an   executive   secretary   to   qualify   for   this   position.  
You   should,   however:  
 
● Have   a   genuine   interest   in   the   affairs   of   your   club.     Your   success   as   club   secretary   and  

the   effectiveness   of   your   club’s   operations   will   depend   largely   on   your   concern   for   the  
club’s   well-being   and   your   dedication   and   enthusiasm   in   helping   the   president   handle  
club   affairs.  

 
● Be   able   to   maintain   a   rapport   with   fellow   officers   and   club   members.     Your   ability   to  

work   collegially   with   the   club   president,   other   officers,   and   club   members   will  
determine   the   degree   of   your   success   during   your   term   of   office.  

 
● Be   realistic   about   the   time   you   can   devote   to   the   details   of   the   office.     In   many   cases,   the  

secretary   serves   as   the   hub   of   the   club’s   operations.    This   makes   the   office   you   are   about  
to   assume   doubly   important   and   the   amount   of   time   you   can   devote   crucial.    Don’t  
hesitate   to   ask   for   help   when   overwhelmed.  

 
● Be   efficient   in   the   discharge   of   your   duties.     The   completion   of   any   task   is   more  

rewarding   when   done   promptly.    This   is   especially   true   of   your   role   as   secretary.  
Whether   writing   club   minutes,   taking   care   of   important   correspondence,   or   updating   the  
membership   roster,   prompt   and   careful   attention   to   the   task   at   hand   is   essential   for  
efficient   club   operations   and   a   good   flow   of   communication.  

 
● Be   prepared   to   serve   as   your   club’s   information   center.     Many   times,   club   members  

direct   their   questions   and   information   requests   to   the   secretary   because   she   or   he   works  
closely   with   the   president.    You   can   prepare   for   this   role   by   gaining   a   solid  
understanding   of   Quota’s   mission   and   becoming   familiar   with   your   club   bylaws   and  
constitution,   and   all   phases   of   your   club’s   activities.  
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DUTIES  
The   role   of   the   secretary   varies   greatly   from   club   to   club.    Some   of   Quota’s   smaller   clubs,   for  
example,   elect   one   person   to   handle   basic   secretarial   duties.    Larger   clubs,   on   the   other   hand,  
may   have   both   a   recording   and   corresponding   secretary,   who   share   a   more   extensive   list   of  
duties   that   might   include   club   minutes,   membership   and   attendance   records,   supplies,   and  
correspondence.     Other   clubs   may   split   these   duties   between   a   secretary   and   an   assistant  
secretary.    In   many   clubs,   the   president,   treasurer,   and   membership   and   attendance  
committees   also   share   the   load.  
 
Some   clubs   use   this   position   as   an   introductory   office   for   new   members,   in   which   case   job  
duties   begin   solely   with   the   minutes   and   develop   under   the   guidance   of   the   president   and  
other   board   members.  
 
The   diversity   of   the   secretary’s   role   in   the   club   is   illustrated   in   the   following   comments   by  
presidents   of   some   of   Quota’s   clubs:  
 

“We   have   a   recording   secretary   who   takes   care   of   the   minutes   for   all   club   business  
meetings.     Our   membership   records   are   maintained   by   the   membership   committee  
and   treasurer,   and   all   correspondence   is   handled   by   the   president.”  
 
“Our   recording   secretary   is   responsible   for   doing   the   minutes   for   the   monthly   board  
and   business   meetings,   completing   official   forms,   and   keeping   membership   records.  
The   corresponding   secretary   is   responsible   for   all   club   correspondence.    Attendance  
records   are   kept   by   our   attendance   officer.”  
 
“Our   recording   secretary   takes   care   of   minutes   for   our   board   and   business   meetings  
and   takes   attendance   at   board   meetings;   our   corresponding   secretary   reads   all  
correspondence   at   board   meetings   and   responds   as   instructed   by   the   board.    Our  
membership   and   attendance   records   are   kept   by   the   membership   and   attendance  
committees   and   the   treasurer.”  
 
“We   have   a   secretary   and   an   assistant   secretary.    The   secretary   is   responsible   for  
board   and   business   minutes,   and   the   assistant   for   taking   attendance,   supervising   team  
captains,   and   making   arrangements   for   meeting   sites   and   meals.    Both   share  
correspondence   duties   at   the   discretion   of   the   secretary.”  

 
As   you   can   see,   your   job   as   secretary   could   entail   extensive   record   keeping   and  
correspondence   duties   or   be   limited   to   the   recording   and   reporting   of   club   minutes.    Here’s   a  
checklist   of   responsibilities   that   could   apply   to   you:  
 

Recording   and   reporting   club   minutes  
One   duty   that   is   common   to   the   office   of   secretary   in   every   Quota   club   is   the  
recording   and   reporting   of   the   minutes.    Many   consider   this   task   the   secretary’s   most  
important   job,   because   the   minutes   serve   as   the   club’s   legal   and   historical   record.  
How   well   you   do   your   job   will   determine   the   accuracy   and   completeness   of   these  
crucial   records.    (See   Chapter   3   for   guidelines   on   recording   and   preparing   effective  
minutes.)  
 
Assisting   your   club   president   with   board   and   club   meetings  
As   right-hand   person   to   the   club   president,   your   primary   responsibility   is   to   assist  
with   club   meetings   in   whatever   capacity   deemed   necessary   by   the   president.    You  

3  



/

may   be   asked   to   prepare   the   agendas   for   club   and   board   meetings   and   to   mail   copies  
in   advance   to   board   members.    You   may   be   responsible   for   sending   members   advance  
notification   of   club   meeting   times   and   locations   and   for   taking   roll   and   making  
announcements   at   meetings.    Be   prepared   to   take   on   any   responsibility   assigned   to  
you.   (See   Chapter   4   for   details.)  
 
Handling   general   club   correspondence   and   communications  
Taking   care   of   club   correspondence   is   another   task   that   frequently   is   assigned   to   the  
secretary.    If   this   is   true   in   your   case,   you   will   be   responsible   for   directing  
correspondence   to   the   appropriate   club   leaders   and   members   and   doing   response  
letters   as   directed   by   the   president   or   the   board.    You   also   may   be   asked   to   serve   as  
editor   or   assistant   editor   of   your   club   newsletter.    (See   Chapter   5   for   details.)  
 
Maintaining   accurate   membership   and   attendance   records  
As   secretary,   you   may   be   responsible   for   maintaining   your   club’s   official   membership  
roster   and   attendance   records.     (See   Chapter   6   for   more   information.)  
 
Setting   up   and   maintaining   club   files  
A   well-organized   and   maintained   filing   system   is   necessary   for   effective   club  
operations   and   a   properly   documented   club   history.    Whether   you   have   been  
designated   as   caretaker   of   the   club’s   entire   filing   system   or   only   the   portion   that  
pertains   to   your   duties,   your   performance   in   this   area   is   very   important.    (See   Chapter  
7   for   more   information.)  
 
Ordering   club   supplies  
Keeping   the   necessary   supplies   on   hand   may   seem   like   a   pretty   insignificant   job.    But  
if   this   responsibility   is   not   carried   out,   it   can   cause   a   major   interruption   in   your   club’s  
workflow.    Your   contribution   in   this   area   is   equally   important   if   you   are   responsible  
for   all   club   supplies   or   only   those   related   to   your   job.    (See   Chapter   8   for   details.)  
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DUTIES   OF   THE   CLUB   SECRETARY  
 
Photocopy   this   page   and   use   the   duplicate   to   list   your   own   specific   duties   as   club   secretary.  
Jot   down   your   major   areas   of   responsibility   and   the   specific   tasks   involved   in   each.    Then,  
refer   to   your   list   often   to   be   sure   you’re   performing   all   the   jobs   assigned   to   you.    Use   the  
duplicate   as   a   checklist   and   pass   it   on   to   your   successor   as   a   guide.   
 
1)    

 a)   
 b)   
 c)   
 d)   

2)    
 a)   
 b)   
 c)   
 d)   

3)    
 a)   
 b)   
 c)   
 d)   

4)    
 a)   
 b)   
 c)   
 d)   

5)    
 a)   
 b)   
 c)   
 d)   
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PREPARING   FOR   YOUR   YEAR   AS   SECRETARY  
 
Achieving   success   in   a   club   office   is   much   like   learning   to   swim   the   entire   length   of   a   pool.  
The   only   way   you   can   go   the   distance   is   to   build   your   skills   through   preparation   and   training.  
Here   are   some   things   you   can   do   to   prepare   for   a   successful   year   as   club   secretary:  
 

Before   taking   office  
Prepare   for   office   by   learning   all   you   can   about   the   job   from   this   guide,   club   documents,   and  
your   current   club   secretary.    Also,   meet   with   your   club’s   other   incoming   officers   to   start  
planning   for   the   year   ahead   and   to   gather   the   materials   and   equipment   you’ll   need   to   do   your  
job.  
 

● Study   this   guide.     The    Club   Secretary’s   Management   Guide    takes   the   mystery   out   of  
being   club   secretary   by   providing   descriptions   of   the   duties   involved   and   guidelines   on  
how   to   accomplish   them.  

 

● Review   past   minutes   and   documentation   of   club   projects.     Review   these   important   club  
documents   and   make   notations   of   anything   that   might   be   an   issue   in   the   coming   year.  

 

● Meet   with   the   current   secretary.     What   better   way   to   obtain   information   regarding   the  
office   you’re   about   to   assume   than   by   talking   with   the   person   who   currently   holds   it?  
Schedule   a   meeting   to   discuss   and   gather   club   documents   that   relate   to   your  
responsibilities   as   secretary,   such   as   club   minutes,   the   membership   roster,   membership  
and   attendance   records,   correspondence,   reports,   the   budget,   and   the   bylaws.  

 

● Meet   with   the   incoming   club   president.     Schedule   a   meeting   with   your   incoming  
president   to   find   out   what   she   or   he   expects   of   you   as   club   secretary   and   to   start  
planning   for   the   coming   year.  

 

● Suggest   a   meeting   of   incoming   and   outgoing   officers.     Several   of   Quota’s   clubs   hold   a  
transitional   meeting   in   May   involving   the   incoming   and   outgoing   officers   and  
committee   chairpersons.    Information,   manuals,   files,   etc.,   are   exchanged   as   the   new  
officers   discover   what   is   expected   of   them   in   their   new   positions.    You   might   want   to  
suggest   such   a   meeting   to   your   club   president.  

 

● Gather   necessary   equipment   and   materials.     As   you   probably   already   know,   certain  
equipment   and   materials   are   necessary   for   the   club   secretary   to   do   her   or   his   job.  
Depending   on   the   duties   assigned   to   your   position,   you   may   need   such   items   as   a  
portable   file   case,   briefcase   or   satchel,   notebook   binders   for   reports,   club   stationery,  
stamps,   and   a   supply   catalog   and   order   forms.  

 

● Identify   providers   of   administrative   services.     Plan   ahead   by   identifying   the   providers   of  
the   services   you’ll   need   to   accomplish   your   tasks   as   secretary.    These   may   include  
photocopying   and   fax   services,   office   supply   stores,   and   printers.  
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Once   in   office  
Once   in   office,   there   are   several   things   you   can   do   to   get   the   year   off   to   a   smooth   start   and   to  
ensure   your   success   as   club   secretary.   These   include:  

● Replenishing   the   supplies   you’ll   need   to   do   your   job.  
● Obtaining   a   key   for   your   club’s   post   office   box,   if   the   club   has   one.  
● Adapting   the   club   filing   system   for   easier   retrieval   of   information.  
● Setting   up   to   perform   your   duties   at   home   and   at   the   office.  
● Staying   in   frequent   contact   with   the   president.  
● Referring   to   your   club   calendar   for   important   dates   and   deadlines.  

 
Club   calendar  
A   good   management   tool   that   many   professionals   and   executives   use   to   ensure   their  
efficiency   on   the   job   is   a   calendar   of   the   important   deadlines   they   must   meet.    Why   not   use  
this   same   technique   in   your   role   as   secretary?    Work   with   your   club   president   to   update   and  
elaborate   on   your   local   club   calendar   to   give   you   quick   and   easy   access   to   the   dates   and  
deadlines   that   relate   to   club   events.  
 
The   first   step   is   to   gather   all   of   the   necessary   information.   Set   up   a   time   with   the   president   to  
discuss   events   that   should   be   added   to   your   club   calendar.    Some   of   these   items   might   include  
dates   and   deadlines   for   club   meetings;   special   events   and   major   fundraisers;   your   annual  
installation   banquet;   officer   nominations.  
 
List   all   deadlines   and   dates   chronologically   according   to   the   months   of   the   calendar   year.  
You   might   want   to   include   excerpts   from   club   bylaws   that   pertain   to   items   of   importance.  
Make   your   calendar   easy   to   hand   out   by   keeping   it   to   one   or   two   sides   of   a   sheet   of   paper.  
 
“Once   you   have   your   calendar   set   up,   it’s   easy   to   update,”   says   a   secretary   of   one   of   Quota’s  
clubs.   “We   update   ours   every   year   or   several   times   a   year   as   needed   and   see   that   each  
member   of   our   board   of   directors   gets   a   copy.”    Another   club   secretary   recommends   that  
clubs   enter   important   club   calendar   dates   on   their   cell   phones   or   computers   at   work   as   an  
additional   tickler   system.   
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RECORDING   AND   REPORTING   CLUB  
MINUTES  

 
Your   most   important   duty   as   secretary   is   to   produce   minutes   that   accurately   report   the  
proceedings   of   your   club   meetings.    Because   these   minutes   serve   as   the   official   and   legal  
record   of   your   club,   they   must   be   carefully   recorded   and   written.    Here   are   some   guidelines  
for   doing   minutes   from    Robert’s   Rules   of   Order   Newly   Revised –Quota’s   official   guide   to  
proper   parliamentary   procedure:  
 
Contents   of   club   minutes  
Minutes   should   be   an   accurate   record   of   what   was   accomplished   at   your   club   meeting,   not  
what   was   said   by   your   members.    This   document   is   not   a   composition   or   summary,   but   rather  
a   skeleton   report   based   on   the   verbatim   motions   passed   by   the   club.    Comments   on   something  
other   than   the   motions   should   be   brief,   clear,   and   businesslike.    Also,   be   sure   your   club’s  
minutes   never   reflect   your   own   opinion,   favorable   or   otherwise.  
 
According   to    Robert’s   Rules   of   Order,    the   opening   paragraph   should   contain   the   following:  

● Kind   of   meeting   (regular   or   special).  
● Name   of   your   club.  
● Date   and   time   of   the   meeting.  
● Place,   if   not   always   the   same.  
● Fact   that   the   president   and   secretary   were   present   or   the   names   of   the   persons   who  

substituted   for   them.  
● Whether   the   minutes   of   the   previous   meeting   were   read   and   approved–as   read   or  

corrected–and   the   date   of   that   meeting   if   it   was   other   than   a   regular   business  
meeting.  

 
The   main   body   of   your   club’s   minutes   should   contain   a   separate   paragraph   for   each   topic  
discussed   and   should   include:  

● The   exact   wording   in   which   each   motion   was   adopted   or   disposed   of   and   the  
disposition   of   the   motion,   including   any   primary   and   secondary   amendments.  
(See   page   10   for   a   simplified   method   of   recording   the   exact   wording   of   motions.)  

● All   notices   of   motions   to   be   introduced   at   your   next   meeting.  
● All   points   of   order   and   appeals,   whether   sustained   or   lost,   together   with   the  

reasons   given   by   the   president   for   her   or   his   ruling.  
 
The   final   paragraph   should   state   the   hour   of   adjournment.    As   club   secretary,   you   should   sign  
the   minutes   and,   if   the   club   wishes,   have   the   president   sign   them   also.    You   no   longer   need   to  
use   the   words,   “Respectfully   submitted,”   since   this   is   an   older   practice   that   is   no   longer  
essential   in   the   signing   of   minutes.  
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Additional   rules   relating   to   content:  
● There   may   be   instances   in   which   a   main   motion   is   withdrawn   under   circumstances  

that   require   some   mention   in   the   minutes.    In   such   a   case,   include   only   as   much  
information   as   needed   to   clearly   reflect   the   necessary   details.  

● In   the   case   of   important   motions,   the   names   of   the   persons   making   the   motions  
should   be   recorded;   the   names   of   persons   seconding   motions   should   not   be  
entered   in   the   minutes   unless   so   ordered   by   the   assembly.  

● When   a   count   has   been   ordered   or   a   vote   is   by   ballot,   the   number   of   votes   on   each  
side   should   be   entered;   when   voting   by   roll   call,   the   names   of   those   voting   on  
each   side   and   those   answering   “Present”   should   be   entered.    If   members   fail   to  
respond   on   a   roll-call   vote,   enough   names   of   members   present   should   be   recorded  
to   reflect   that   a   quorum   was   present   at   the   time   of   the   vote.    If   the   president   votes,  
no   special   mention   of   this   fact   should   be   made   in   the   minutes.  

● The   proceedings   of   a   committee   of   the   whole,   or   a   quasi   committee   of   the   whole,  
should   not   be   entered   in   the   minutes,   but   the   fact   that   the   assembly   went   into  
committee   of   the   whole   (or   into   quasi   committee)   and   the   committee   report   should  
be   recorded.  

● When   a   question   is   considered   informally,   i.e.,   no   limit   on   the   number   of   times   a  
member   can   speak   on   the   main   question,   the   same   information   should   be   recorded  
as   if   the   question   were   considered   formally,   since   the   only   informality   in   the  
proceedings   is   in   the   debate.  

● When   a   committee   report   is   of   great   importance   or   should   be   recorded   to   show   the  
legislative   history   of   a   measure,   the   assembly   can   order   it   to   be   entered   in   the  
minutes,   in   which   case   the   secretary   copies   it   in   full.  

● The   names   and   topics   of   guest   speakers   can   be   given,   but   no   effort   should   be  
made   to   summarize   their   remarks.  

 
Preparing   club   minutes  
Now   that   you   know   what   your   club   minutes   should   contain,   you   may   be   asking   yourself,  
“Why   all   the   fuss?”    The   answer   is   simple.    The   quality   and   continuity   of   your   club’s  
operations   depend   a   great   deal   upon   the   accuracy   of   this   crucial   document.  
 
Think   about   it!    Club   minutes   serve   many   purposes   and   many   people.    They   update   absent  
members   on   what   has   transpired   at   meetings   and   serve   as   a   reminder   for   club   leaders   to  
follow   up   on   assignments   and   actions.    They   assist   you   and   the   president   in   formulating  
agendas   for   upcoming   meetings   and   your   leaders   in   writing   reports   and   planning   future  
activities   and   programs.    They   also   allow   you   to   assess   past   member   participation   and  
performance   when   recruiting   for   club   leadership   positions.    Last,   but   certainly   not   least,   these  
mighty   minutes   provide   a   valuable   review   of   your   club’s   past   activities.  
 
One   thing   you   might   want   to   do   to   ensure   the   accuracy   of   your   club   minutes   is   to   use   motion  
cards   to   record   the   exact   wording   of   each   motion.    Prepare   your   motion   cards   on   standard  
index   cards   and   place   them   strategically   around   the   meeting   room   so   members   can   access  
them   easily.   Before   a   member   makes   a   motion,   she   or   he   should   write   out   the   motion   on   one  
of   the   prepared   cards   and   sign   it.    The   motion   card   should   be   turned   over   to   the   secretary  
immediately   following   the   presentation   of   the   motion.    This   method   of   recording   motions  
provides   an   accurate   skeleton   of   the   minutes,   which   could   be   reviewed   to   serve   as   an  
adequate   record   should   there   be   little   time   for   elaboration.  
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Here   are   some   more   great   ideas   from   Quota   clubs   for   producing   effective   club   minutes:  
● Simplify   the   recording   process   by   developing   and   using   a   form   that   follows   your  

meeting   agenda.    Record   a   few   concise   lines   about   each   item   of   discussion.  
● Tape-record   meetings   so   you   can   check   for   accuracy   when   writing   the   minutes.  
● Review   your   rough   minutes   with   the   president   after   each   meeting   for   clarification.  
● Prepare   the   final   version   as   soon   as   possible   after   the   meeting,   while   the  

information   is   still   fresh   in   your   mind   and   easy   to   clarify.  
● Keep   your   minutes   as   brief   as   possible.  
● Make   them   readable   and   professional   looking   by   typing   them   or   doing   them   on   a  

computer.  
● Do   your   minutes   in   chronological   order.    Be   specific   about   deadlines,   dates,   times,  

and   events   involved   for   future   clarification.  
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ASSISTING   YOUR   PRESIDENT   WITH  
MEETINGS  

 
Assisting   the   president   in   the   administrative   work   of   the   club   is   a   hat   that   you’ll   wear  
throughout   your   year   as   secretary.    And,   one   of   the   major   ways   you   will   assist   is   with   club  
meetings.   Read   on   to   find   out   how   you   can   help.  
 
Before   the   meeting  
Your   major   responsibility   before   each   meeting   is   to   develop   or   assist   the   president   in  
developing   a   meeting   agenda.  
 
The   first   thing   you   need   to   do   is   to   compile   a   listing   of   items   that   should   be   included   in   the  
agenda.    Immediately   following   each   club   meeting,   start   collecting   items   that   will   require  
attention   at   your   next   meeting   in   a   special   folder.    Also,   check   the   minutes   of   the   previous  
meeting   for   a   list   of   outstanding   business   and   your   club   calendar   for   special   and   regularly  
scheduled   events   that   should   be   included.    Discuss   your   list   with   the   president   and   get   her   or  
his   input   and   additions.  
 
When   completed,   send   an   advance   copy   of   the   agenda   to   each   member   of   your   board   of  
directors   as   a   meeting   reminder   and   introduction   of   the   topics   of   discussion.    Here   is   Quota’s  
suggested   format   for   business   and   program   meeting   agendas:  
 
 
Business   meeting:  
Call   to   order  
Roll   call  
Reading   of   minutes  
Treasurer’s   report  
Local   business  
Report   of   standing   committees  
Report   of   special   committees  
Unfinished   business  
New   business  
Announcements  
Quota   Collect  
Adjournment  
  

 
Program   meeting:  
Those   to   sit   at   head   table   gathered   and  
seated  
Invocation  
Dinner   (or   lunch   or   breakfast)  
President   introduces   head   table  
Program   chair   or   president   introduces  
speaker  
Speaker’s   presentation  
President   or   presiding   officer   thanks  
speaker  
Announcements  
Quota   Collect  
Adjournment  
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Make   enough   copies   of   the   agenda   and   the   minutes   to   go   around   at   board   and   club   meetings.  
Be   careful   not   to   waste   club   money   on   unnecessary   photocopying.    "Our   club   recently   voted  
to   make   20   to   30   copies   of   the   minutes   for   those   members   who   really   want   a   copy,   instead   of  
making   one   for   each   of   our   50   members   and   having   half   of   them   left   at   the   meeting,"   reports  
a   club   president.   
 
At   the   meeting  
As   club   secretary,   you   are   a   major   contributor   to   the   effectiveness   of   your   club   meetings.  
You   are   responsible   for   making   everyone   feel   welcome,   reading   and   recording   the   minutes,  
and   anything   else   the   president   needs   you   to   do.    Here   is   a   checklist   of   things   you   should   do  
at   club   meetings,   unless   the   hospitality   committee   or   program   committee   is   in   charge:  

● Arrive   early   and   set   up   a   table   display   consisting   of   Quota   club   newsletters,    Club  
Alerts ,   promotional   materials,   the   club   banner,   a   guest   book,   etc.  

● Greet   guests   and   members   and   make   sure   all   have   seats.  
● Make   sure   that   special   speakers   are   aware   of   the   time   allotted   for   their  

presentations.  
● If   using   an   attendance   sheet,   circulate   it   shortly   before   the   meeting   begins.    Be  

sure   to   include   latecomers.  
● See   that   each   member   and   guest   gets   a   copy   of   the   agenda   and   minutes.  
● Take   a   seat   near   the   president   to   help   keep   the   meeting   moving   smoothly.  
● Start   recording   proceedings   as   soon   as   the   meeting   is   called   to   order.  
● Read   the   minutes   of   the   previous   meeting   for   approval   and   record   action   in  

current   meeting   minutes.  
● When   the   meeting   is   adjourned,   check   with   the   president   and   other   club   leaders   to  

determine   what   supplies   are   needed.  
● Provide   Quotarians   visiting   from   other   clubs   with   a   notice   verifying   their  

attendance   at   your   club   meeting.  
● Review   your   rough   minutes   with   the   president   and   start   planning   the   agenda   for  

your   next   meeting.  
 
The   president   also   may   ask   you   to:  

● Make   general   announcements.  
● Assist   the   elections   committee   by   preparing   ballots   and   performing   other   special  

assignments.  
● Serve   as   parliamentarian   in   the   absence   of   the   person   who   normally   handles   this  

job.    Brush   up   on   proper   parliamentary   procedure   by   reading    Robert’s   Rules   of  
Order   Newly   Revised    and   Quota’s    ABC’s   of   Parliamentary   Procedure.     Have   a  
copy   of   each   on   hand   at   the   meeting   for   quick   reference.  

 
After   the   meeting  

● Send   copies   of   the   minutes   and   treasurer’s   report   to   members   who   were   absent   or  
on   leave   of   absence.  

● As   keeper   of   the   minutes,   be   prepared   to   provide   copies   to   members   upon   request;  
board   minutes   should   be   available   to   board   members   only.  

● Mail   thank-you   cards   to   speakers.   
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HANDLING   GENERAL   CLUB  
CORRESPONDENCE   &   COMMUNICATIONS  

 
Club   correspondence  
If   you   have   been   designated   as   the   steward   of   your   club’s   general   correspondence,   you   are  
responsible   for   reading   and   screening   all   pieces   of   correspondence   and   channeling   them   to  
the   appropriate   committee   chairpersons,   officers,   and   members.    When   forwarding  
correspondence   to   someone   else,   be   sure   to   point   out   any   deadlines   that   must   be   met.  
 
At   times,   you   will   be   asked   to   respond   directly   to   club   correspondence.    You   should   write  
only   those   letters   directed   and   authorized   by   your   president,   board   of   directors,   or   the   club.  
Be   sure   to   send   a   copy   of   each   letter   you   write   to   the   president   and   the   parties   involved.   
 
Here   are   some   pointers   for   writing   responses   to   and   filing   correspondence:  
● Keep   a   supply   of   club   stationery   on   hand   for   this   purpose.    Conserve   club   stationery   by  

photocopying   large   volume   responses.  
● Whenever   possible,   type   correspondence   on   a   computer.    Handwritten   items   should   be  

neat   and   legible.  
● Respond   by   fax,   email,   or   phone   when   speed   is   essential.  
● Answer   all   club   correspondence   promptly   and   professionally.    Make   sure   your   responses  

are   diplomatic   and   to   the   point.  
● Make   sure   the   president’s   full   name   and   mailing   address   are   listed   on   all   correspondence.  
● Determine   what   signature(s)   should   be   included   on   official   letters.    If   authorized,   you  

may   include   your   own   title   and   signature.  
● Reply   to   all   funding   requests   from   the   community,   whether   the   answer   is   “yes”   or   “no.”  

If   the   funding   is   denied,   explain   why   and   express   the   regrets   of   the   club.  
● Capitalize   on   the   contacts   your   members   have   in   the   community   by   asking   them   to  

respond   to   correspondence   from   their   acquaintances.    This   must   be   approved   by   the  
president   or   board   of   directors.  

● File   a   copy   of   your   response   letter   with   the   original   piece   of   correspondence.  
● Sort   correspondence   files   at   the   end   of   the   year   and   keep   only   those   items   needed   for  

future   reference.  
 
The   president   of   one   of   Quota’s   clubs   recently   shared   information   on   her   club’s   system   for  
handling   correspondence.    “Each   piece   of   our   correspondence   is   numbered,   presented   at   the  
upcoming   meeting   in   the   order   of   receipt,   entered   in   the   minutes,   and   dealt   with   as   read   at   the  
meeting.    Any   correspondence   not   dealt   with   at   the   meeting   is   filed   in   a   ‘Matters   Pending’  
file   and   reintroduced   for   further   consideration   at   the   next   meeting.”  
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Club   newsletter  
A   weekly   or   monthly   newsletter   is   the   most   effective   way   your   club   can   maintain   contact  
with   its   members   and   keep   them   abreast   of   what’s   happening   in   the   club.  
 
Because   you   have   the   greatest   access   to   club   information   as   secretary,   you   may   be   asked   to  
serve   as   editor   of   your   club   newsletter   or   to   assist   a   separately   appointed   editor   in   its  
production.    Whether   serving   as   the   editor   or   editor’s   assistant,   here   is   some   information   that  
wil1   help   you   produce   a   newsletter   that   wil1   educate,   stimulate,   and   entertain   your   members.  
 
Contents  
The   most   crucial   phase   of   newsletter   production   is   deciding   what   you   want   your   newsletter   to  
accomplish   and   what   its   contents   should   be.    To   keep   your   members   informed   about   club  
activities   and   enthused   about   your   club’s   mission,   your   club   newsletter   should:  

● Announce   the   program   for   your   next   club   meeting   to   stimulate   interest   and  
improve   attendance.    Include   the   date,   time,   and   place   and   a   reminder   to   members  
to   bring   guests.  

● Briefly   outline   the   important   points   covered   at   the   last   club   meeting   to   update  
members   who   were   absent   and   to   refresh   the   memories   of   those   who   were   in  
attendance.  

● Announce   board   meetings   and   report   on   board   actions.  
● Include   a   calendar   of   upcoming   club   activities   and   events.  
● Report   committee   appointments,   activities,   and   the   date,   time,   and   place   of  

committee   meetings.  
● Report   committee   and   club   achievements.  
● Include   items   that   will   stimulate   interest   in   club   service   projects   and   fundraising.  
● Provide   information   concerning   inter-club   activities.  
● Highlight   community   news   and   events   that   are   promoted   by   the   club   and   of  

interest   to   your   members.  
● Recognize   members   who   have   received   community   honors   and   awards.  
● Include   items   of   general   interest   about   individual   members.  
● Publish   biographical   sketches   of   new   members   to   help   ease   their   transition   into  

the   club.  
● Note   terminations   of   membership   and   changes   in   address.  

 
Production  
Now   that   you   know   what   to   put   in   your   newsletter,   the   trick   is   to   get   your   members   to   want   to  
read   it.    Laser   printers,   desktop   publishing   software,   webpages,   and   large   budgets   allow   some  
newsletter   editors   to   produce   some   very   impressive   looking   publications.    If   you   have   access  
to   such   technology   through   your   work   or   business,   make   use   of   it.  
 
If   you   don’t   have   any   high-tech   equipment   at   your   fingertips,   get   out   there   and   find   some.  
Inventory   your   own   club   to   find   members   who   have   access   to   computer   equipment,  
publication   software,    or   a   photocopier.  
 
Next,   make   a   few   calls   to   local   printers   and   other   area   businesses   for   help.    You   may   find  
some   that   are   willing   to   provide   free   services   for   organizations   whose   services   are   known   and  
respected   in   the   community.    Whatever   resources   you   find   to   produce   your   club   newsletter,  
members   will   appreciate   any   effort   you   make   to   keep   them   informed.  
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Now   that   you   have   your   technology   in   order,   here   are   some   tips   on   creating   a   professional  
looking   and   effective   newsletter:  

● Make   sure   the   front   cover   gives   your   club   name,   the   issue   number,   month,   and  
year   of   publication.  

● List   the   names,   addresses,   and   phone   numbers   of   the   club   president   and   newsletter  
editor   as   contacts   for   member   questions   and   submissions.  

● Depending   on   the   size   of   your   newsletter,   you   might   want   to   include   a   boxed   table  
of   contents   on   the   cover   to   help   readers   find   items   of   interest   more   easily.  

● Lay   out   your   newsletter   content   in   the   same   order   each   issue.    For   example,   if   you  
include   member   news   on   page   1   and   your   activities   calendar   on   the   back   page,   do  
this   in   every   issue.  

● Distinguish   your   subject   headings   by   making   them   boldfaced,   italicized,   or   a  
different   typeface   or   type   size.  

● Create   a   standard   heading   for   items   that   appear   in   each   issue.    Examples   might   be  
your   calendar   of   events,   member   news,   club   awards   and   recognitions,   service  
updates,   etc.  

● Spark   reader   interest   by   using   names.    Everyone   likes   to   see   her   or   his   name   in  
print.    List   committee   members,   participants   in   the   last   meeting,   etc.  

● Keep   humor   clean,   tasteful,   and   to   a   minimum.    Never   compromise   thorough  
coverage   of   club   happenings   for   more   space   for   jokes.  

● Create   a   newsletter   mailing   list   consisting   of   your   members,   local   supporters,   and  
even   other   club   presidents   and   newsletter   editors   of   clubs   you   are   connected   to,  
including   those   in   newly   chartered   clubs.  
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MAINTAINING   MEMBERSHIP   &   
ATTENDANCE   RECORDS  

 
If   your   club   has   designated   you   as   caretaker   of   its   membership   and   attendance   records,   you  
are   responsible   for   maintaining   an   accurate   record   of   the   names   and   addresses   of   all   members  
and   recording   their   attendance   at   club   meetings.  
 
Membership   roster  
Maintaining   an   accurate   membership   roster   is   essential   for   effective   club   communications  
and   prompt   distribution   of   important   Quota   materials   and   correspondence   to   your   officers   and  
members.    The   club   roster   also   serves   as   the   historical   documentation   of   your   membership,  
making   contact   with   past   members   possible.    Following   are   some   tips   on   keeping   your   roster  
up   to   date:  
 

● Digitize   your   membership   roster   if   at   all   possible,   even   if   this   is   an   annual  
publication.    Updating   digitized   files   is   a   very   simple   and   quick   process   with   the  
technology   available   today   on   smartphones   and   computers.    Backup   your  
computer   files   digitally   and   with   printouts   in   color-coded   binders.  

● Don’t   delay   in   updating   your   roster   with   complete   information   about   new,  
reinstated,   or   transferred   members.    Include   each   person’s   name,   firm   name   and  
job   title,   home   and   business   addresses   and   phone   numbers,   e-mail   address,   and   the  
date   they   joined   your   club.   Use   your   club’s   new   member   form   to   compile   this  
information.   

● Do   an   accuracy   check   on   all   member   addresses   and   phone   numbers   on   a   quarterly  
basis.    Provide   your   president   and   treasurer   with   copies   of   the   updated   roster   so  
they   can   crosscheck   with   their   own   records.    Also,   see   that   each   club   member   gets  
a   copy   of   the   latest   update.  

 
Attendance   records  
Attendance   requirements   for   Quota   clubs   are   outlined   in   each   clubs’   bylaws   and   rules   of  
procedure.    It’s   your   responsibility   as   secretary   to   find   out   what   these   requirements   are   for  
your   club   and   to   adhere   to   them   when   crediting   member   attendance   at   club   meetings.    Here  
are   a   few   tips   on   handling   attendance   records:  
 

● Do   an   oral   or   silent   check   of   attendance   or   pass   an   attendance   or   sign-in   sheet   at  
all   board   and   club   meetings.  

● After   each   meeting,   make   your   records   available   to   those   responsible   for   tracking  
attendance   and   following   up   on   member   absences.    These   records   should   be   well  
organized   and   accessible.  

 
An   assistant   secretary   in   one   of   Quota’s   clubs   is   responsible   for   supervising   13   team   captains,  
who   call   the   club’s   89   members   each   month   to   remind   them   of   the   upcoming   meeting.    The  
team   captains   confirm   whether   members   will   attend   and   take   their   meal   orders,   and   then  
report   back   to   the   assistant   secretary.    “This   allows   us   to   stay   in   touch   with   missing   members  
and   learn   of   important   member   news,”   says   the   club’s   president.  
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SETTING   UP   &   MAINTAINING   CLUB   FILES  
 
Another   hat   that   you   may   be   asked   to   wear   during   your   year   as   secretary   is   custodian   of   the  
club   filing   system.   You   may   be   responsible   for   keeping   all   club   files   or   just   those   that   apply  
to   your   job.   In   many   clubs,   officers   and   committee   chairs   maintain   their   own   individual   files.  
Whatever   the   arrangement   in   your   club,   here   are   some   suggestions   for   setting   up   and  
maintaining   your   files.  
 
Getting   set   up  
For   the   sake   of   convenience,   obtain   a   portable   filing   cabinet   that   will   allow   you   to   transport  
crucial   files   back   and   forth   between   your   home   and   office.    One   of   Quota’s   clubs   provides  
each   of   its   officers   with   a   banker’s   box   for   easy   storage   and   transporting   of   files.    From   year  
to   year,   the   club’s   outgoing   officers   hand   over   the   boxes   to   incoming   officers.    For   even  
easier   transport,   consider   looking   into   cloud-based   storage   options   like   Dropbox   or   Google  
Drive   for   your   club,   which   allow   access   to   files   from   any   smartphone   or   computer   with   an  
internet   connection   by   those   with   club-approved   access.  
 
The   next   thing   you   need   to   do   is   to   review   the   current   filing   system   and   adapt   it   for   easier  
retrieval   of   information.    Redo   category   breakdowns   if   you   can   think   of   a   new   arrangement  
that   would   be   more   functional   for   club   operations   or   your   own   specific   job.  
 
Category   suggestions  
The   categories   you   select   for   your   filing   system   will   be   determined   by   the   duties   assigned   to  
you.   For   example,   if   your   only   responsibility   is   keeping   the   minutes,   your   files   would   be  
confined   to   just   a   few   categories.    If,   however,   you   have   been   put   in   charge   of   all   of   your  
club’s   files,   your   category   breakdowns   would   be   more   extensive.    Here   is   an   extensive  
category   listing   for   you   to   consider:  
 

Board   agendas   and   minutes  
Board   correspondence  
Club   agendas   and   minutes  
Membership   and   officer   records  
Attendance   records  
Committee   reports  
Treasurer’s   reports  
Member   awards   and   recognitions  
Supplies/outside   services  
Club   newsletters/publications  
Historical   information   and   materials  
Convention   information  
Conferences   and   seminars  
Club   correspondence  
Community   projects  
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Maintaining   club   files  
Once   you   have   your   files   categorized,   here   are   a   few   tips   to   help   you   maintain   them:  

● Place   each   item   you   receive   in   a   pending   file.    Then,   as   soon   as   possible,   act   on  
the   item   and   file   it   again   under   a   more   specific   category.  

● As   files   become   full,   remove   outdated   materials   and   file   them   under   appropriate  
headings   in   past   file   containers.  

● Keep   only   those   items   that   are   essential   for   the   record   or   have   a   potential   for  
future   reference.    Remember   that   your   club   has   no   central   office.    Keep   your   files  
to   a   minimum   and   portable   so   they   can   be   passed   on   each   year   with   a   minimum   of  
effort.    Do   keep   records   of   all   past   club   officers,   committee   chairs   and   members,  
and   charter   members   of   the   club,   unless   there   is   an   official   club   historian.  

● Backup   all   files.    The   president   of   one   of   Quota’s   clubs   recommends   that   each  
officer   be   provided   with   a   copy   of   all   club   records   and   correspondence,   including  
the   minutes   and   officer   and   committee   reports.    "This   is   a   good   back-up   system   if  
one   officer’s   files   are   lost   or   destroyed.    It   also   gives   officers   immediate   access   to  
important   club   information   and   allows   them   to   be   more   involved   in   every   aspect  
of   the   club’s   operations."  
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ORDERING   CLUB   SUPPLIES  
 
As   secretary,   you   may   be   responsible   for   ordering   all   of   your   club’s   supplies   or   only   those  
necessary   to   accomplish   the   duties   of   your   own   office.    Here   is   what   you   need   to   do   if   your  
club   has   designated   you   as   its   official   buyer:  

● Take   inventory   of   club   supplies   and   place   orders   in   advance   to   have   supplies   on  
hand   when   you   need   them.  

● Buy   and   oversee   the   printing   of   club   stationery,   envelopes,   and   publications   by  
local   printers.  

● Scout   local   stores   for   the   best   prices   on   office   supplies.  
● Contact   the   appropriate   sources   for   needed   forms,   manuals,   and   publications.   

 
Once   you   have   determined   what   supplies   you   need   and   secured   authorization   from   your   club  
president   or   board   of   directors,   you   are   ready   to   place   your   order.    Here   are   a   few   tips   that  
will   help   speed   up   the   process   and   avoid   fulfillment   problems:  

● Speed   up   fulfillment   by   ordering   supplies   online   and   charging   the   purchase   to  
your   personal   Quota   credit   card.    Then   ask   your   club   treasurer   for   reimbursement.  

● Avoid   fulfillment   mistakes   and   delays   by   typing   or   printing   clearly   and   providing  
all   necessary   information   on   forms.  

● List   a   street   address   for   your   club   instead   of   a   post   office   box.    Many   shippers  
cannot   make   deliveries   to   post   office   boxes.  

● Be   sure   to   return   damaged   and   incorrect   items   within   the   amount   of   time   specified  
by   the   supply   company.    Pack   return   merchandise   carefully   to   safeguard   it   from  
damage   during   shipping.  
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SHARE   YOUR   IDEAS  
 
During   your   year   as   secretary,   use   this   space   to   jot   down   ideas   you   would   like   to   share   with  
future   Quota   secretaries.    Include   this   list   of   ideas   with   this   guide   as   you   transfer  
responsibilities   to   your   club’s   next   secretary   at   the   conclusion   of   your   term.  
 
1.  
 
 
2.  
 
 
3.  
 
 
4.  
 
 
5.  
 
 
6.  
 
 
7.  
 
 
8.  
 
 
9.  
 
 
10.  
 
 
11.  
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