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From the Desk of the Editor 

Hello Cali-Nev-Ha Secretaries! 

 

First I would like to congratulate you on your 

election as Club Secretary! This position is 

rigorous, yet rewarding. Your role is crucial not 

only to the success to the club you serve, but to the 

CNH district and thus the organization as a whole. 

Thank you for your service and passion! You will 

all make golden leaders through your service and 

develop yourself  as caring, competent leaders. 

 

The 2013-2014 CNH Secretary’s Manual is a 

golden resource for your reference at any time you 

need it. Please read through this guide carefully as 

it breaks down the duties of  the Secretary to the 

Monthly Report Form. The Secretary position is 

very demanding, so familiarize yourself  with your 

duties and train yourself  for a successful term. 

 

Please remember that throughout your term, you 

are not alone. You have this manual, district team, 

and your board- your ohana- here for you. Please 

do not ever hesitate to ask for help! 

 

This will be an exciting and golden year! I cannot 

wait to see what we will accomplish together! 

 

Reaching in golden heights and service, 

 

 

 

Amanda Redublo 

2013-2014 Cali-Nev-Ha District Secretary 
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of a Club Secretary 

The duties of  a Club Secretary include: recording meeting minutes, keeping track 

of  members’ service hours, organizing club records, creating a club roaster 

directory, and completing the Monthly Report Form (MRF). Throughout the 

year, it is extremely important that the Club Secretary stays organized and 

prioritizes time to turn in submissions on time. 

• Attend club and board meetings 

• Record minutes during meetings 

• Attending club and division events 

• Create event sign-up sheets for service projects, 

fundraisers, socials, etc. 

• Communicate with members, officers, advisors, 

and Lieutenant Governor 

• Update and organize files and records 

• Archive members’ service hours 

• Attend Division Council Meetings 

(DCM) 

• Complete and submit Club Monthly 

Report Forms (MRF) to your 

Lieutenant Governor, Faculty and 

Kiwanis Advisors, and Region 

Advisors by the 5th of  every month 

before 6:00 pm 

 

• Work with Club Board to create goals for the 2013-14 year 

• Update club roster tab on MRF 

• Attend Officer Training Conference (OTC), Region Training Conference (RTC), Fall Rally, 

Conclave, DCON 

• Attend Kiwanis Meetings 

• Complete and submit the Annual Achievement Report to your Lieutenant Governor at the 

end of  the year 

•  Complete the online 2013-2014 Club Officer Information on the CyberKey 

• Submit the officer election results to you Lieutenant Governor, Sponsoring Kiwanis Club, 

and home club 

• Complete at least 50 hours of  service by the end of  the term 

• Aim for District Tree recognition  

• Apply for Outstanding or Distinguished Secretary 

• Assist the incoming Club Secretary for the 2014-2015 term 



What is the Monthly Report Form? 
 
The Monthly Report Form, MRF, is one the most important files that a Club Secretary 

must fill out and submit throughout the term. It is important that a Club Secretary 

becomes familiar with its contents because it will benefit not only the division they serve, 

but the district as well. Please remember to submit MRFs on time and do not 

procrastinate on this file. 

 

Task 1 (Tab 1) 

This is the very first step into your MRF. This tab asks for basic information such as 

your club number and name, division, region, officer and advisor contacts, etc. Once you 

fill this tab out, the information will be transferred to the other tabs of  the MRF file. 

Club Roster-Directory (Tab 2) 

The roster contains contact information for all members, officers, and advisors of  your 

club. This tab is great for both the club and district to maintain effective 

communication. 
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Service Record (Tab 3) 

The Service Record tab is an effective way to keep track of  the members’ service 

hours. Copy and paste the member information from the club roster tab (tab 2), and 

fill in the event information and the service hours for each member; it should sum up 

the total hours for you! 

Club Elections (Tab 4) 

In February 2014, as soon as your club as elected the 2014-2015 Key Club officers, 

complete the elections tab. This way your Lieutenant Governor can stay in contact 

with the club. 

 

Please remember to submit the club officer information to the District online found 

on the CNH CyberKey! 

(MRF) 
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Annual Achievement Report (Tab 5) 
The annual achievement report (AAR) is the report that the District uses to evaluate the 

overall achievements of  your club throughout the year. Most of  the information is 

transferred from the other tabs, but there are a few items that you must complete manually.  

Project List (Tab 6) 
The Project List tab is used for clubs to keep track of  service projects that the club has 

hosted. Use it to archive past events, number of  members who attend, and total service 

hours. 

(MRF) 
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Monthly Activity Report (Tab 7) 
The Monthly Activity Reports contain multiple tabs- one for each month of  your term. 

Each respective tab needs to be completed and submitted the following month. For 

example, the July tab of  the MRF needs to be completed and submitted by August 5th.  

1) Data Report 

You will fill in information on board meetings, club meetings, District events, division and 

region events, Kiwanis events, etc! Please pay attention to each part of  this section; this section 

is worth a significant part of  your AAR! 

(MRF) 
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2) Project Report 

This is where you record all the projects and fundraisers your club has participated 

throughout the month. Look at the last row and corresponding column on the Service 

Record Tab for the Total Number of  Hours of  an event. Please familiarize yourself  

with the different categories of  events and ensure  you mark an “X” for all the 

categories that apply for each event. 

3) Narrative Report 

This section is for you to write freely about the club. Use the Club Snapshot to write about 

the club’s weakness, strengths, and success during the month. Not only will this help your 

LTG better understand the club, but the club has a chance to be featured on the CNH 

CyberKey! Don’t forget that the Project Snapshots should provide a description of  each 

project. 

(MRF) 

2013-2014 CNH Secretary’s Manual 8 



2013-2014 CNH Secretary’s Manual 9 

Understand Meeting Minutes 
 What are meeting minutes and why do we use 

them? 

• Minutes, or protocols, are written record and proof  of  a meeting or hearing.  

• Minutes are used to confirm decisions, record agreed action, record delegated tasks, 

prompt action from relevant attendees, provide details to anyone not present, and serve 

as a record of  the meeting’s procedure and result 

 

Know what to include in Meeting Minutes 

The following listed should be recorded in meeting minutes: 
• Type of  meeting 

• Location 

• Date 

• Host of  meeting 

• Time meeting began 

• Attendance of  who is present and absent 

• Remarks 

• New Business 

• Time meeting ends 

Send your Meeting Minutes 

I encourage you to send your meeting minutes to the following 

people: 
• Club President 

• Club Vice President(s) 

• Lieutenant Governor 

• Faculty Advisor 

• Region Advisor 
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Tips 

• Create a template that can be use throughout the year 

• Include only actions taken, announcements, and decisions made 

• Stay consistent with the grammatical verb tense 

• Make sure your minutes are accessible by all members! 

Pictured: An example of  a template. 
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What are “service hours”? 

Service hours are the number of  hours dedicated for service. For 

example, a fundraiser for an organization or program (i.e. PTP, 

UNICEF, Children’s Miracle Network, March of  Dimes) would give 

members service hours. All events in which members are serving their 

home, school, or community give service hours. In addition, planning 

for a service event also counts for hours. To be considered a member 

in good standing, every Key Club member should perform at least 50 

hours of  service by the end of  the year.  

*Note: Events such as Fall Rally, DCON, club meetings, socials do not 

count toward service hours . 

How to record service hours 

1. Have members sign-in and sign-out of  events.  

 

2.   Go to the Service Record tab in your MRF. Copy and paste the 

names of  your members from the Club Roster tab. Fill in the event 

name, date, and number of  hours for each member under the 

respective columns.  

 

3.   On the monthly activity report in the MRF, complete the Projects 

Section and Project Snapshot.  

 

*Be sure to share the service record with the members every month or 

so!  
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DISTRICT TREE AWARD 

The District Tree Award recognizes Secretaries who submit all of  their Club Monthly 

Reports on-time (by the 5th of  every month). This means that the MRF was 100% on-

time. On-time is recorded by your Lieutenant Governor, so make sure your MRF is 

submitted to him or her. This is an automatic-entry contest, so don’t worry about 

applying! Your club will receive a nifty banner patch and your club’s name will be shown 

on the big screens during Recognition Night at District Convention 2014. Easy 

recognition that you deserve for your hard work!  

OUTSTANDING SECRETARY 

In case you do not create an e-portfolio, you can complete the checklist for Outstanding 

Secretary. Complete the list, get electronic initials by the appropriate officers and adults, and 

complete it with e-signatures. Some recognition is better than no recognition! Just by 

completing the checklist, you will definitely be recognized as Outstanding. However, go 

above and BEE-yond and apply for Distinguished if  you already have an e-portfolio. The 

guidelines can be found on the CNH CyberKey. Go to cnhkeyclub.org -> Recognition -> 

Contest Applications -> Secretary  

DISTINGUISHED SECRETARAY 

The Distinguished Secretary Award is the highest recognition a Club Secretary can receive 

at the District level. In our efforts to go green, the District has required all submissions to 

be electronic. Only e-portfolios will be considered for this award and must be submitted to 

the CNH Contests Archive (cnh.kccontests@gmail.com). It is important to start saving 

your work now in electronic folders, and continue to compile your work throughout your 

term until the contest deadline. The guidelines can be found on the CNH CyberKey. Go to 

cnhkeyclub.org -> Recognition -> Contest Applications -> Secretary.  
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5th of every month 
MRF Deadline 

 

March- June 
Officer Training Conference 

 

September- October 
Region Training Conference 

 

October 1, 2013 
Dues Payment Window Opens 

 

October 19, 2013 
Fall Rally North 

 

November 9, 2013 
Fall Rally South 

 

January- February  
Conduct Club Elections; Submit elections on CyberKey 

 

April 5, 2014 
Final MRF Deadline 

 

April 10-13, 2014 
Key Club District Convention 
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LEADERSHIP TEAM 

District Governor 
Victoria Lai  cnhkc.dg1314@gmail.com 

District Secretary 
Amanda Redublo cnhkc.ds1314@gmail.com 

District News Editor 
Kelly Chan  cnhkc.dne@gmail.com 

Communications & Marketing Chair 
Jennifer Nguyen cnhkc.cm@gmail.com 

District Convention Chair 
Madison Draper cnhkc.dcon@gmail.com 

Kiwanis Family & Foundation Chair 
Susan Chor  cnhkc.kff@gmail.com 

District Treasurer  

Johansen Pico cnhkc.dt1314@gmail.com 

District Technology Editor 
Lincoln To  cnhkc.dte1314@gmail.com 

Member Recognition Chair 
Carissa Yen  cnhkc.mr@gmail.com 

Member Relations Chair 
Jeffery Xiong cnhkc.mrs@gmail.com 

Policy, International & Election Chair 
Jacob Torres  cnhkc.pie@gmail.com 

Service Projects Chair 
Kelly Soares  cnhkc.sp@gmail.com 

KIWANIS COMMITTEE 

District Administrator  
Lisa Lotito-Byers   cnhkc.admin@gmail.com  

Assistant Administrator  
Marshall Roberson   cnhadan@gmail.com  

Service Leadership Program Director  
Bruce Hennings   bruce@cnhkiwanis.org  

Special Assistant: Ethics  
Pete Ballew    pjb184@yahoo.com  

Special Assistant: Grants  
Marek LeBlanc   cnhkc.sa@gmail.com  

WEBSITES 

CNH Key Club 
www.cnhkeyclub.org 

Key Club International 
www.keyclub.org 

CNH Secretary’s Reflector 
www.groups.google.com/group/cnh-kc-secretaries 


