
SECRETARY 
TRAINING
Sibi and Kaleigh



WHAT TO EXPECT



“● Establish and maintain organization systems 

for you clubs records!

● Record all minutes of club meetings

● File monthly reports and annual 

achievement reports

● Archive copies of current and past dues 

submissions 

● Share and promote district and international 

publications and resources

● Document attendance of members and 

guest at meetings and projects

● Develop and maintain club roster with 

members information 
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CHECKLIST



Weekly

● Attend meetings (club, 

board, and Kiwanis)

● Record meeting minutes

● Attend Club events

● Create  sign up sheets for 

volunteering  and 

attendance

● Keep track of service 

hours and keep records 

up to date

Monthly

● Attend any division 

trainings or events 

● Club monthly report form 

(MRF)

Annually 

● Create goals for the year

● Annual report form

● District training

● Train new secretaries



BE THE...

- Organizer

- Record Keeper

- Connector

- Communicator



RMD Key Club Website
- Visit rmdkeyclub.org for more 

information and resources



RMD Key Club Shared Drive
- Click here to access 

COVID-19 secretary 
resources

https://drive.google.com/drive/folders/1stP-WPVYCx48ZYPDJ_kOiIcbUaGnbYu9?usp=sharing


Guides



GUIDES
Meeting Minutes Service Hours



Examples



EXAMPLES
Meeting MinutesService Hours

Volunteering



Thanks!
Any questions?
For more information, contact your Lieutenant Governor or 
secretary@rmdkeyclub.org


