
Club Secretary Training
District 6400

Meg Coughlin 

Rotary Club of Detroit  - Secretary & President Nominee

Myra D. Ford 

Rotary Club of Detroit – President  



One size does not fit all

Review Club Bylaws for 
position description of club 
secretary

May be elected annually, or 
serve indefinitely

Ask outgoing or those 
serving previously for their 
input

Succession planning is key –
are the records in order so 
they can be easily passed on 



ASSIST CLUB PRESIDENT

Every club has their own culture and history – learn it

Meet with the incoming President and Discuss How You Can Support 

• The President 

Identify the Club Jobs and Who performs them

Assignment of Responsibilities may differ from year-to-year



Club Management Software-DACdb & Club Runner



Secretary’s Checklist 
Club Jobs – Notices, Recording and Filing

Agendas, Minutes, Attendance & Engagement

ROTARY CLUB JOBS - RECORDING AND FILING

(Example)
Job Sub-category Description Secretary Delegee President Delegee Treasurer P Elect P Nominee Committee Chair

Club Meetings

Agenda X

Minutes N/A

Board Meetings

Agenda X

Minutes X

Committees

Agenda X

Minutes X
Attendance

Club Meeting X Attendance Secy

Board Meeting X Attendance Secy

Committee Meeting X

Event TBD

Engagement

Committee Meeting X

Grants X

Service Projects X



MAINTAIN 
MINUTES OF 

MEETINGS 

• May include club, board and committees or any 
combination

• In general, minutes reflect who is present, date and 
what actions were taken (not verbatim conversations)



Maintain membership records

• Rotary Club Central – membership database

• Dues invoiced July 1 and 

• January 1 based on membership



Adding Members



Record Retention and Government Reports

Record Retention

Governing Documents DACdb –Club Files X

Minutes DACdb-Club Files X

Club Awards DACdb-Club Files X

Club History Book & Supp X

Meeting Documents DACdb-Club Files X X-Board 

Committee Documents Varies X

Tax Records Treasurer X

Election Results DACdb-Club Files X

Government Reports MI Annual Report State-LARA X

IRS 990 IRS X

State Taxes MI Dept Treasury

MI Solicitation Approval MI AG’/Char Gaming X

Job                    Sub-Category  Notes                Secy Delegee     Pres.     Delg. Treas.   PE.        PN.        Com Chair

Job Sub-category Description Secretary Delegee President Delegee Treasurer P Elect P Nominee Committee ChairJob Sub-category Description Secretary Delegee President Delegee Treasurer P Elect P Nominee Committee Chair





Meeting Assistance

On-Line Website Web Master

Calendar DAC-db X

Facebook Facebook Editor

Twitter Twitter Editor

Other Social Mediea TBD

Meeting Set Up Zoom Invitations X Member

Facility Coordination X Set Up Lead

Equipment X Set Up Lead

Meeting Contracts X

Job                               Sub-Category          Notes                        Secy.          Delegee            Presd Delegee     Treas.     P Eect.     PN         Committees



District 6400 Help

Jim Karolyi
Phone: 734-502-4470
Email: jkarolyi241114mi@comcast.net

Matt Hatty
Phone 734-552-2117
Email: matt@funservicesmi.com

mailto:jkarolyi241114mi@comcast.net


District 6400 Secretary Training 

•Question & Answer 



ROTARY 
INTERNATIONAL 
(RI)

• Sync DACdb
& 

Rotary International  



ROTARY INTERNATIONAL (RI)

• Sync DacDb & Rotary 
International  

• RI Registration
• My.rotary.org/login  

• RI Access
• Learning & Reference 

• Learn by Role
• Club Role   





ROTARY INTERNATIONAL (RI)
• RI Access (cont.)

• Manage 
• Club & District Administration 

• Club & Member Data 
• Manage Club Officers 

(dropdown) 

• RI Record Keeping 
• Rotaract 
• Club Sponsorship 
• Club Giving 
• Forms & Instruction 



ROTARY INTERNATIONAL (RI)

• Rotary Club Central  
• Dashboard 
• Goal Center 
• Global View 
• Service Activities 
• Reports 
• My Rotary  



District 6400 Secretary Training 

•Question & Answer 



Thank you 
for serving as 

your Club Secretary


