District 31-1

Club Secretary-Treasurer




Secretary




Who Is the Club Secretary?

. Elected Club Officer
. Member of the Board of Directors
. Member of Zone Advisory Committee




The first 30 days

 Register user name and password as
Secretary (Only if you don’t have password)

 Attend Officer Training

* Review (with Treasurer) Club Roster




Monthly Tasks

* Prepare for Meetings and Programs

* Maintain Club Business Records
« Manage Correspondence
* Report Membership Changes

« Communicate with District




Periodic Tasks

* Quarterly Tasks
 Attend Zone Meetings

« Communicate Cabinet & State meetings to members

 Semi-annual Tasks




Annual Tasks

e Club Elections
* District Conventions

 Report club delegates to district, state and
International Convention

« Manage Club documents




Privacy

. Collection and use of membership data
- Keep Member info private.
~ Password protect club member info.

— Written permission before disclosing any
member’s information.

— Do Not share directories or contact information:;




Ethical Standards

. Adhere to:
— Code of Ethics
— Anti-discrimination guidelines
~ Use of publicly raised funds




Ethical Standards

— Conflict of interest
— Solicitation
- Privacy

. Ethical Standards are legally binding.
. You have responsibility to bring violations




Records

Club secretary files:

Club Activities Report (online)  Correspondence (all)
Dues/Invoices Awards/pins
Attendance Club meetings/minutes

Bulletins/Newslette Monthly Membership Repa




Resources

— Lions club members
. Past secretaries or other club secretaries
. Club officers
. Cabinet Secretary/Treasurer
. Past District Governors
. District leadership development training chairperson




Resources

. Publications
— Standard Form Club Constitution and By-Laws (LA-2)
— Club Officer’s Manual

— District Directory of other clubs’ officers

— Lions Clubs International catalog (Club Supplies)




Remember

Be familiar with:
Club Officer Manual
Constitution and By-Laws (LA-2)

District Lions Club Constitution and By-Laws (LA-4)
International Constitution and By-Laws (LA-1)




. Share information

Remember

. Order member pins and kits for new members
. Hold Elections in March & Report on MyLCI

. Plan Installation & End of Year Awards




Treasurer

Roles, Responsibilities and Tasks




The Role of the Club Treasurer

- Maintains club financial records and checking
accounts

— Member of club board of directors




Treasurer’s Role

- Board must approve all payment and secretary
record in club board minutes

- Report bank balances at board meetings with
orief income and expense statements

- Present financial information at club meetings
~ Collect money and issue receipts




Keep Funds in Order

Work with the secretary to send out club dues
Invoices

- Prepare budgets

. Administration budget
— Determine collection period (annual, semi-annual)
— Determine amount — Club dues need to cover:

. District, multiple-district, and international
dues

. All other expected administrative expenses
. Activities budget (funds received from public)

— Anticipate income and expenses for each planned
project




Dae:| July-2010
Budget

Beghning Balance

iMe_als 3 =
[Dues ($70/50.50/21 Member) 1.732.00 |
|interest income ($30000 31 1.25%) 375.
|Ciud Pins {250 at $3.50 each) B75.
Tal Tws®er Fines SD.
Total Administrative Income | § 3.032.00

Yotal on Hand

Adminisirabve Ex.

— [meals s 200.00 |
|iIntemational Dues 836.00 |
[District Dues 434.00 |
|Counck Dues (32 per member) 52.00
[Intemational Convention -
[Ciub Supplies 200.00

Miscellaneous
Newsistter Prining
Newssttar
Udowich Memoral

lc_:lun PiNs (250 & $3.26 each)
Transfer 1o Humanitanan Fund
Total Administratve Expense
AdminisTaiive INCOMe 1865 Expense| 5




Humanltanan incoma

1,500.00
320.00
760.00
800.00
S00.00
9,600.00
3 1380000
Humaniianan sxpense =
Brooms 3 1.000.00
RafMe =
Local Humanitaran 2.500.00
Humanitanan (Soarg Discretion) 400.00
|Mlscela\eous Humanitarian Expense -
World Senvice Day (LIFE Center Picnic) 150.00
VIP Chrisimas Party 1,150.00
VIP Picnic 250.00
C Campers 625.00
VIP Fishing Trip 400.00
lylston van
Meals on Wheels
chneom Blle Teaching
LIFE Canter Golf Toumament
Salvation Army Women's Auxiiiary
Insuranca
Peace Posier
Udovich Bulding Fund
Whits Cane (§150.00 /member)
SheFirst i
VAVS
Jack Stickiey Fellow

Camp DOJwoOd TIckets (S30 per memoer)

Tola Dis¥ict Goals ($15/Member)

|ﬂm Postage
Flag Mantenancs & Replacemant

Tol3l Humaniianan Expense

Humanitarian Income 165 Expense

Ending Balance




Keep Funds in Order

Recommend Bank where funds are kept...Board
of directors must approve every year.

Officers for signing and co-signing checks are on file
with the bank. (Good to have a backup in case of illness.)

Keep Administration and Activities accounts
separate.
— Cannot use Activities funds for administration
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Keep Funds In Order @<

N

@
. With the club board of directors: W

— Set limits regarding the amount of petty cash
the club will handle (if any).

- Establish a system for reimbursement.
. Prepare receipt for monies received.

. Request and use checks whenever possible

— Cash exchanges can cause confusion and create
potential for unclear accounting




Keep Funds in Order

. Reconcile bank statements

. Record monthly income and expenses
promptly

. Review monthly itemized statement of
credits and charges from international
headquarters for accuracy and submit to the
club board of directors for approval




Treasurer Role
(End of Term)

. Audit Reports/Records

- For safeguarding records, both administratively
and publicly have audit of records at the end of
each fiscal year

- Respected prior club officers could be
appointed to do the audit

. File Tax Return

— Failure to file can result in having to pay taxes.




Resources

Publications to be familiar with: e
International Constitution and By-Laws (LA-1) / g
Standard Form Lions Club Constitution and By-Laws |
(LA-2 D

Club Officer Manual




