
Responsibilities of the Club Secretary
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As secretary, you are the business manager of the 
club

You are the liaison officer between the club and the 
District, State and Lions Clubs International

You have been elected to the
position of Club Secretary

District 1-A Club Secretary
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As the club Secretary and member of the board 
of directors, your primary responsibilities 

include…
 Attending all club and board meetings 

 Recording meeting minutes

 Keeping club records

 Receiving and responding to club 
correspondence 

 Completing and filing all                              
club reports with LCI and         
Attorney General
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Responsibilities of the Club Secretary



Club Meetings

Your meeting duties consist of 3 steps

1. Before the meeting

2. During the meeting

3. After the meeting
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Step 1 – Before the meeting 

 Provide members with notice of meeting dates/times

 Collect any correspondence to give to appropriate 

officers or members

 Prepare any awards and or new member kits if necessary

 Prepare club roster for taking attendance                    

This can be downloaded from LCI 
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Step 2 – During the meeting 

 Take attendance 

 Record meeting minutes 

 Document any guest speakers, non-Lion visitors and 

visiting Lions  

 Collect and record dues and give members receipts

 Collect reports from committee chairpersons
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Step 3 – After the meeting 

 Record attendance

 Verify money collected and record payment of dues

 Present money collected to the treasurer and obtain 

receipt

 Distribute a copy of the meeting minutes 

 Enter your reports on LCI
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What should be in the minutes? 

 Type of meeting (Regular, Special or Board)

 Date and place of meeting

 Name of person presiding over meeting, President, 

1st Vice 

 Whether previous meeting minutes were approved

 Time the meeting was called to order and adjourned
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What should be in the minutes? 

Minutes are meant to record what the club does and 
not what members say.

Therefore, debate is considered informal and not 
recorded. 

 Attendance

 All motions, points of order and appeals and 
whether they passed or failed
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Keeping Club Records

Club files should include:

 The constitution and by-laws

 Minutes of all club and board of directors 

meetings

 Annual reports of club officers and committees

 Activity reports

 Club Roster
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Club Correspondence

The club secretary will receive a lot of information, 
from the District, the State and LCI, pertaining to 
training, events, and meetings.  

Correspondence may come electronically or through  
snail mail and involve the president, treasurer, 
committee and/or project chairpersons.

It is important that all correspondence is opened, read 
and distributed in a timely manner. 
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Club Reporting 

It is important to submit accurate and timely reports 
as your club strives to earn the Club Excellence 
Award. 

Some of the reports and forms you will be 
responsible for include: 

 Monthly Membership Report 

 Monthly Club Service Activity Report 

 Club Officer Report (PU101)
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Twice Yearly, You MUST

 Confirm list of members with LCI against the bi-
annual dues list that is sent to the treasurer with 
the club records

 Work with club treasurer to issue semiannual dues 
statements to each member and reconcile other 
financial obligations owed to the club (your club 
may choose to do this semi annually or annually)  
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Club Reporting on My LCI/MyLion

There are many benefits to using My LCI 

You can:

 Submit monthly membership and officer reporting 
forms online

 View, update and download club member information or 
print membership cards

 Log your club’s service activities each month on MyLion
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Club Reporting on My LCI

To access the MyLCI
Click on MyLCI/MyLion/LOGIN
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My LCI Logon
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Club Reporting on My LCI

Click on ‘MyLCI’
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To log in to MyLCI: 

1. Enter your username and password 

2. click “Submit” 

3. or create new account:  Click “New User” link and follow 

directions. 

4. If you forgot user name and password, click “forgot your User 

Name or Password” link and follow directions. 

Note:

The system will log you out after 20 minutes so save your work. 

 The support center panel will change depending upon the page you are on

My LCI Logon
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My LCI Club Officer Home Page
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 “My Tasks” - displays a list of tasks customized to your role and 
your club.   

 “My Members” - displays your club’s membership reporting 
status and the count of members by member type.   

 “My Club” - displays the information about your club meetings 
that is the database.   

 “My Service Activities” - displays your club’s most recent service 
activity and a summary of your club’s service activity for the 
year.   

 “My Info” - displays your personal contact information.  

 “My Officers” - section shows your region and zone officers as 
well as the other members of your club leadership team. 

My LCI Club Officer Home Page
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My LCI Support Panel
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Always Available on left hand side of the screen

Expand and collapse with down arrow to the right of “Support Center” title on 

the blue Support Center bar. 

Available features may change depending on type of officer logged in and page 

displayed on screen. 

My LCI Support Panel
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Add a Member: new, returning, transfer 

Member Data Functions



24

Edit a member, drop a member, create a family unit

Member Data Functions
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My LCI Reports & Data



 Submit Club Officer Report (PU-101) by May 1, 2020

 Apply to LCI and District for member’s/clubs awards

After the Annual Election of Officers
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You will still play an important role in the future 
success of the club by planning for an effective 
transition.
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 Check records for 100% attendance and ‘years of 
service’ awards

 Confirm all club files are up-to-date and ready for 
transfer to incoming club secretary 

 Meet with incoming club secretary and review 
records and outstanding issues.

As you reach the end of your term 
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QUESTIONS



June 30, 2021   
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