
BREAKOUT D : CLUB SECRETARIES 

 

GINA GROWDEN 

District Secretary 



  
• Roles & Responsibilities 

Compliance 

Communicating 

Meetings 

Protocols 

Resources 

Q & A 

 

 

 

PROGRAM: 



An effective 
Club depends 
on an efficient 
Club Secretary 



Your job is to 

ensure the club 

functions 

effectively 
 



ROLE OF SECRETARY 
 

•Reporting 
•Recording 
•Record keeping 
•Correspondence 
•Compliance 
•Communication 
•Meeting procedures 
•Collecting dues & 
submitting subscriptions 
 



Compliance 

 



•Certificate of Incorporation 
•Authority to Fundraise 
•Semi Annual Returns 
•Annual Return – Dept Fair Trading 
•Child Protection Act 
•Risk Management 
 

 

COMPLIANCE 



CERTIFICATE OF INCORPORATION 



  
 

FUNDRAISING AUTHORITY 

Is your’s current 

Do you know where to go to 
renew it? 





DUES 

THREE DIFFERENT DUES 
RI 

DISTRICT 
RDU 

PAID SIX MONTHLY (SEMI 
ANNUAL) 

REMITTED TO DIFFERENT 
ADDRESSES 



RI DUES 

Due 1st July  
And 1st January 

 
Pack sent from RI – includes 

Membership list (for checking & updating) 
Semi Annual Report Form to calculate your 
dues – based on the number of members 

previously advised 
New Member form 

List of Member Classifications 
 



RI DUES 

Remit to RI office at Parramatta 

PO Box 1415 Parramatta 

 

Payment is in $US so you need to 
convert to US dollars 









MEMBER ACCESS 

Current Presidents & Secretaries can 
use Member Access to  

Update club membership & club 
details 

View member data 

View reports 

Enter and view Official Directory 
information 



MEMBER ACCESS 

Go to RI home page  www.rotary.org 
Club-District Support 

Member Access 
To Register for first time:   

need district number 
Club number 

your membership ID 
valid email address (becomes your log-

on ID) 



DISTRICT DUES 

An Invoice will NOT be issued 

You will be sent an email asking you 
to pay based on number of 

members in ClubRunner 

Remit to DISTRICT 
TREASURER 

PO BOX 296 AVOCA  BEACH  
NSW  2251 



RDU DUES 

Rotary Down Under will invoice 
you:  

in July and January 

Remit direct to RDU  

PO Box 779 Parramatta  2124 









CERTIFICATE OF CURRENCY 

Obtained from District Insurance 
Officer 

George Condell 

Ph: 9950 4004  

Mob: 0413 090 953 

Email: 
DistrictInsuranceOfficer@rotarydistrict

9680.org 

 



PUBLIC OFFICER 

Do you know who your Public 
Officer is? 

You MUST have a Public Officer 



Communicating 

 



COMMUNICATION 

You need to be in constant 
communication with the 

 President 

 Treasurer 

 Club Admin / Club Service 
director 



Correspondence 

 



Mail 
 Incoming 
 outgoing 
 Email 

  -protocols 



Meetings 

 



ROTARY CLUB OF TERRIGAL 

MEETING RUNNING SHEET 

TIME   WHAT WHO 

6.45   TAKE YOUR SEATS   

    WELCOME   

    WELCOME TO ALL ROTARIANS & GUESTS   

        

    ANY VISITING ROTARIAN - INVITE THEM TO INTRODUCE    

    THEMSELVES & STATE THEIR  CLUB & CLASSIFICATION   

    SPECIAL WELCOME TO GUEST SPEAKER -   

    WILL BE MORE FORMALLY INTRODUCED LATER   

        

    TOAST & ROTARY GRACE   

    TOAST TO THE QUEEN & AUSTRALIA Sargeant 

    SINGING OF ROTARY GRACE led by   

    APOLOGIES: LOA 

        

    any other apologies?     

6.50   DINNER SERVED - ENJOY SOME FELLOWSHIP   

      

7.05 DIRECTOR'S REPORTS / ANNOUNCEMENTS   

  President   

  Secretary   

  Treasurer   

  MEMBERSHIP   

  PR   

  FOUNDATION   

  CLUB   

  INTERNATIONAL   

  VOCATIONAL   

  COMMUNITY   

  YOUTH   

  HALL   

    WELFARE   

7.15 THREE ON ME / ROTARY TALK / INTERNATIONAL TALK   

        

7.20   SARGEANT'S SESSION   

        

7.35   INTERNATIONAL GAME   

        

7.40   5 MINUTES COFFEE BREAK   

    GUEST SPEAKER   

7.45   INTRODUCTION OF GUEST SPEAKER   

        

8.05   QUESTIONS   

        

8.10   VOTE OF THANKS   

    THANKS AND WIND UP   

8.13   THANK THE KITCHEN & BAR STAFF   

    THANK VISITORS   

    THANK GUEST SPEAKER   

        

    REMINDER OF NEXT WEEK'S MEETING    

        

8.15   SINGING OF NATIONAL ANTHEM & CLOSE   

CHEAT SHEET 
WEEKLY MEETING 



Rotary Club of Terrigal 

BOARD MEETING No 3  AGENDA  2011/12 
Date:   8:30 pm - Thursday 5th November 2011  

Venue:  Club House, Duffy's Road Terrigal. 

-------------------------------------------------------------- 
1. Confirmation of minutes of previous Board  

Meeting held on 23rd September 2011    

2. Matters arising from minutes     

3. President’s Report 

4. Secretary’s Report including   

  

5. Correspondence 

6. Treasurer’s Report 

7. Director’s Report (Projects) 

1. Community 

2. International 

3. Vocational 

4. Youth 

8. Membership 

9. Public Relations 

10. Hall Maintenance & Development Report 

11. General Business 

      Target Finish Time – 10:00 pm 

Next Meeting – 

Date:   

Time:  

Place: Rotary Hall 



ROTARY CLUB OF TERRIGAL - BOARD MEETING No  
Date:     
Place: Rotary Hall 
Meeting commenced:  pm. 
Present: Lyn Davies (President) 

 Gina Growden (Secretary)  
 Harry Waddington (Treasurer) 
 Derek Button (PE, Administration) 
 Geoff Grenfell (Foundation Services) 
 Geoff Spring (Membership)  
 Rob Moffat (Public Relations) 
 Chris Tyler (Projects) 
 Liz Cook (Community) 
 Ian Kilpatrick  (International Services Director) 
 Bill Boag (Vocational) 
 Denise Covington (Youth) 

 
Confirmation of previous Board Meeting on   
• Minutes accepted as a true record.  Moved:   
     Seconded: 
2. Matters Arising from Previous Minutes 

 
3. President’s Report 
 
4. Secretary’s Report 
      
5 Treasurer’s Report 
• Club Acct $ 
• Charity Acct $ 
• Hall Acct  $ 

Treasurer’s report Accepted: Moved:  

    Seconded:  

 

PROFORMA FOR MINUTES 



6. Director’s Reports 
• Club Administration 

 

 

• Service Projects  

 

 

• Membership  

 
 

• Public Relations  

 
 

• Foundation  
. 
7. Hall Maintenance & Development 
 

 

8. General Business 

 
 
Meeting concluded:  pm  
 
Next meeting:  
  Date: Thursday  
Time:    8:30 pm. 
Venue:  Rotary Hall, Duffy’s Road, Terrigal.  



AGM 

Must be held before 31st December 

 Most clubs schedule this for 1st 
meeting in Dec 

 Notice of meeting 

 Need to give one month’s 
notice of election 

 Call for nominations for officers 







Record 
Keeping 

 



RECORD KEEPING 

Minutes 

 Sample proforma for taking 
minutes 

 Preparing minutes 

 Immediately after the meeting 

 Action plan – who & by when 

 Circulate as soon as possible 

 Keeping – minute book / folder 



No. Item Action 

1 Minutes Accepted as a true and correct record: 

Proposed: PP    Seconded: MS 

Matters Arising: 

Monthly reporting – 4 or 5 have been received this month.  

Next month short ones are requested from all members. 

The Foundation Seminar was held on 5th June.  Attendance 

was disappointing with only 42 attending.   Since then there 

have been people asking for advice on topics covered at the 

seminar primarily by members who didn’t attend..   

The Membership seminar scheduled for 19th June has had 

to be postponed due to a clash of dates with the Ethics 

Seminar.  The reported  interest in the ethics seminar is 

favourable. 

 

All Team 

Members 

4 

Conference Committee Report (David Ellyard) 

16-18 March Wollongong.   

Go for Gold at Gong (50th anniversary of conference in our 

dist – also Olympic year.) 

Ready to open bookings on 1st July.  Quite a few pre-

registrants 

$350 full reg. variety of options 

Details avail on website soon. 

Open Fri night. 

Trad structure 5 streams – avenues of service 

Program: potential spkrs 

2 sprks on Polio 

Promotion – Beecroft doing it.  Will visit all clubs at least 

once. 

Conf Chair 

 

 

MINUTES 



KEEPING RECORDS 

Membership Info 
 Date of induction 

 Roles held within club 
 District Roles 

 Members’Awards: PHF, District, 
International etc 

 Club info 
eg District awards (bulletin, golden quill 

etc) 

how do you record these? 
 



Protocols 

 



PROTOCOLS 

Communication 

 email 

Set up of Room ie flags, club banners etc 

District Governor’s official visit 

Do NOT schedule a guest speaker 

Introductions when visitors are present 

Eg DG, AG, MP’s, visiting Rotarians 

Be aware of RI’s requirements of use of 
Rotary Emblem 



Resources 





District Secretary  
Gina Growden  

0412 128 106  gina.growden@bigpond.com 
District Treasurer 

Jim Wells 9416 1606   
Email: DistrictTreasurer@rotarydistrict9680.org 

District Insurance Officer 
George Condell Ph: 9950 4004 Mob: 0413 

090 953  
Email: 

DistrictInsuranceOfficer@rotarydistrict9680.org 
 
 

mailto:gina.growden@bigpond.com


Rotary International 
Parramatta Office  

PO Box 1415 Parramatta 
Ph: 8894 9800 

 
Rotary Down Under (RDU) 

PO Box 779 Parramatta 
Ph: 9633 4888 

 
RDU Merchandising & Promotion 

PO Box 244 Toongabbie  2146 
Ph: 9674 6855 







Q & A? 



REMEMBER 

You may not necessarily 
have to 

DO all the chores that 
need to be done 

but you DO NEED to 
ENSURE that they ARE 

done 



ANY PROBLEMS? 

 CALL ME 
  0412 128 106 

 
 gina.growden@bigpond.com 

 

 

  GOOD LUCK 

mailto:gina.growden@bigpond.com

