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Essential Skills 

, Verify that you want to be the secretary of your Lions club 

and know why 

, Know and be able to articulate why you are a Lion 

, Have a positive attitude 

, Assess your strengths and build on them 

, Be open to and embrace change 

, Use electronics for communication and learning 

, Know your Lions club and its culture 

, Know the members of your Lions club 
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Club Secretary 

, Is the Club President's right-hand person 

, Liaison between club, District SM-5, Multiple 

District SM, and LCI 

, Purchases club supplies (primarily though LCI) 

, Active member of the District Governor's 

Advisory Committee (zone meetings) 
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Club Secretary (Cont'd) 

, Maintains records 

✓ Club Roster

✓ Attendance

✓ Meeting minutes

, Makes reports to 

✓ LCI membership (MyLCI)

✓ LCI activities (Mylion)

✓ District SM-5 (Club Activities)

, Prepares 

✓ Meeting agenda

✓ Minutes



Responsibilities (Details) 

Before Tal{ing Office 

, Create a11 e-111ail data base of all cl11b 1ne111bers 

, Create a11 e-111ail data base of all cl11b officers a11d directors 

Monthly 
, File Me111bersl1i1J Re1Jort witl1 LCI (M)rLCI) 

, File Acti\1ities Report witl1 LCI (MyLio11) 

, File Activities Re1Jort witl1 I)istrict SM-5 (Cl11b i\ctivity 

Report) 



Responsibilities (Details) 

Monthly (Continued) 
, Tak:e atte11da11ce, Board a11d Me111bersl1ip 1neeti11gs 

, Take atte11da11ce, Social/Progra111 111eeti11gs 

, T ak:e 1ni11l1tes, Board a11d 1Yie1nbersl1i1) 1neeti11gs 

, Take 111i11l1tes, Social Progratn 1neeti11gs ( only ifbl1si11ess is 

co11dl1cted) 

, \Vitl1 tl1e cll1b preside11t, prepare tl1e agenda for tl1e Board 

111eeti11gs 

, Se11d tl1e age11cla, })reviollS 1ni11utes, fi11a11cial report, a11d a11y 

additio11al appropriate ite111s to all 111e1nl1ers 3 days })rior to 

tl1e Board 111eeti11gs 



Responsibilities (Details) 

New Membe1�s 
, File new n1e1nber inf or1nation ,;vith LCI (MyLCI) 

, i\dd new n1e1nber to club attendance forn1(s) 

, Notify District SM-5 Newsletter Editor (Club na1ne, n1en1ber, 

sponsor) 

, Notify District SM-5 Data Base Editor (n1e1nber, e-1nail address) 

, C)rder Club Men1ber Badge for ne,;v n1e1nber (LCI) 

Dropped Members 
, Drop 1ne1nber ,;vith LCI (MyLCI) 

, Notify District SM-5 Data Base Editor (1nen1ber, e-n1ail address) 

, Ren1ove n1en1ber fron1 e-n1ail data base and attendance forn1(s) 



Responsibilities (Details) 

AnnuallJ' in April 

Order awards a11d otl1er 1naterials for a1111l1al a,vards/i11stallatio11 

111eeti11g ( Jl111e) 

FromLCI 

, Lion of tl1e Year Plaque 

, Cll1b Preside11t's Award Plagt1e 

, Cll1b Preside11t's Pla<.Jlle (for ol1tgoi11g Cll1b Preside11t) 

, Past Cll1b Preside11t Pi11 (for ol1tgoi11g Cll1b Presicle11t) 



Responsibilities (Details) 

Annually in April (Cont'd) 

Order awards a11d otl1er 1naterials for a1111l1al a,vards/i11stallatio11 

111eeti11g ( Jl111e) 

From Lions Organizations 

, Mel,,i11 Jo11es Fellowsl1ip (LCIF) 

, Hele11 Keller Award (1\1N Lio11s Visio11 Fou11datio11) 

, Heari11g Researcl1 Fellowsl1ip (tvIN Lio11s Heari11g Fou11datio11) 

, Drea111 Catcl1er A,vard (1vIN Lio11s Diabetes Fol111datio11) 

, Top Dog Award ( Ca11 Do Cani11es) 



Responsibilities (Details) 

Annually in April (Cont'd) 

, File tl1e resl1lt of electio11s of officers a11d directors witl1 LCI 

(tvfyLCI) 

AnnuallJ' in July 

, Fill Ollt Cll1b Excelle11ce Awarcl fortn for previous year a11d 

se11d to l1ru11ediate Past District Gover11or for sigi1atl1re (if cll1b 

ql1alifies) 



Responsibilities (Details) 

As Needed 

, Ha\re s111)1)ly of 11e\V 111e1nber kits a11d pi11s 011 l1a11d (witl1 

current Int'l Preside11t's 11a111e) 

, Order vario11s cl11b s11pplies a11d 1)arapl1er11alia as req11ested 

, If a Lion, Lio11ess, or a Leo dies, e11s11re tl1at a pl1oto a11d 

a1)1)ro1)riate pa1)e1work is se11t for tl1e Me111orial Service at tl1e 

Midwi11ter Co11ve11tio11 

, Co1111)lete paper\vork: a11d pl1oto for tl1e "Every Day Hero" 

award prese11ted at tl1e 1'viidwi11ter Co11ve11tio11 



Taking Minutes 

, Record of ,vl1at was done at a 111eeti11g, NOT wl1at was sttid at a 

1neeti11g 

, l11cll1des ki11d of 111eeti11g, 11a111e of orga11izatio11, date, ti1ne a11d 

place of tl1e 1neeti11g 

, Atte11da11ce, especially chair a11d secretary 

, At)})ro,,al of 111i11l1tes of })revio11s 111eeti11g ( a11d wl1etl1er co1Tected) 

, All 111otions, i11cll1di11g wordi11g, perso11 111ak:i11g 111otio11 a11d 

clispositio11 

, Reports ( so111eti111es sl1111111arized) 

, At1)7 additio11al actio11s take11 or decisio11s 111ade 

, Ti111e of adjol1r11111e11t a11d secretary's signatl1re 



Minutes for Lions Clubs 

vvith Charitable Gambling 

Resource 

Lion Jan Cariveau 

jancariveau@comcast.net 



Sample Detailed Agenda 

ANYTOWN LIONS CLlJB 

Board of Directors Meeting 

[Date] 

Topic Person Purpose 

Agenda Reviev.r President Approval 

Minutes of Prior Meeting Secretary Approval 

Finance Report Treasurer Acceptance 

Bills for Payment Treasurer Approval 

Old Business 

Fundraiser Lion Sn1ith Information 

Service Project Report Lion Jones Approval 

Ne,v Business 

Membership/Retention Lion Ferguson Discussion 

Holiday Festivities Lion Jackson Approval 

Ne,v Service Project Lion Johnson Discussion 

Time 

1 minute 

2 n1inutes 

5 minutes 

2 minutes 

5 minutes 

10 minutes 

15 minutes 

10 minutes 

10 minvies 



Successful Lions Clubs 

, Have at least one major service project that benefits their 
community 

, Conduct at least one major fund-raising activity that benefits 
the community and other levels of Lionism 

, Have effective club meetings in which members have fun and 

fellowship 

, Are involved in Lions activities beyond their local community 

,, Regularly involve all members in club meetings and projects 

, Recognize members, both formally and informally 

, Evaluate their performance 

, Proactively manage change 

, Have fun regularly 
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Selected Resources 

, Past Secretaries 

, District Administrator 

, LCI Publications & Training Materials 
✓ E-Book for Club Secretaries

✓ Standard Club Constitution & Bylaws

✓ Club Officer Installation Ceremony

✓ Lions Learning Center

, Web sites 
✓ http://www.lionsclubs.org (Lions Clubs Int'I)

✓ http://www.lionsmdSm.org (Multiple District SM)

✓ http://SmSlions.org (District SM-5) 
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Questions/Discussion 
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Robert Vokes 

hisfootness@comcast.net 
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