⭐ Secretary Success Tips
✔ Check ClubRunner weekly.
✔ Keep membership records current.
✔ Record board minutes promptly.
✔ Save important documents in a shared location.
✔ Communicate regularly with your Club President.
✔ Read the District newsletter every issue.
✔ Attend Secretary training and district webinars.
✔ Reach out to your Assistant Governor or the District Club Support Team whenever you have questions.

📋 Quick "Don't Forget" List
· ☐ Update officer information 
· ☐ Process membership changes promptly 
· ☐ Publish meeting minutes 
· ☐ Keep the website current 
· ☐ Submit events to the district calendar 
· ☐ Register for district events 
· ☐ Back up club records 
· ☐ Encourage members to create My Rotary accounts 
· ☐ Verify Rotary Club Central goals 
· ☐ Celebrate club achievements

