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Welcome to the Club Secretary E-Book!

This guide is designed to support you in your role as secretary for your club. It contains tools and
resources for you to be successful not only in your individual role, but as a cohesive team member with
your fellow club officers and members.

It’s easy to navigate the e-Book. Just click on the various sections contained in the Table of Contents
pertinent to the tasks you perform to fulfill your role. From there, you will find useful information and
hyperlinks that take you directly to tools, resources and documents that make your job easier.

Leading Your Club

If you spend some time studying, training and planning to fulfill the responsibilities of your position prior
to the start of your term in office, you will better support the activities of your club. You and your fellow
servant-leaders will more effectively work together to lead the club in realizing its vision and ensure it to
be a success.
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Prepare to Lead; Prepare to Succeed

Start with Self-study or Facilitated Training for the Club Secretary Position

If you are new to the position of club secretary, or just want to be sure that you have the most updated
position description, tools and resources available, it is good to spend some time in the self-study

online training module.

Log in to the Lions Learning Center and click on the Course Catalog to find two self-study courses:

1 Club Officer Training — this course reviews the club organizational structure and club officer
responsibilities

1 Club Secretary Responsibilities — This course reviews:

1 Maintain the club roster and report membership to LCI

1 Prepare all documents, agendas for meetings and record minutes of all business proceedings

1 Keep files of all pertinent records

1 Manage club correspondence

1 Actively participate in zone meetings

9 Turn over all records to incoming secretary at conclusion of term of service
Become Familiar with Your Club Constitution and By-Laws
Your club constitution and by-laws provides the basic structure and policies to guide your club’s
operations and to meet the obligations of a club chartered with the International Association of Lions
Clubs. It also serves as your club’s main reference document if there are questions about appropriate
procedures to conduct club business.
Standard Club Constitution and By-Laws - This template document serves as the basis for a club to

create its own governing document in accordance with the International Constitution and By-Laws. If
your club does not have its own, use this standard document.

Back to Table of Contents Club Secretary e-Book | 2


https://www.lionsclubs.org/en/resources-for-members/resource-center/lions-learning-center
https://www.lionsclubs.org/resources/79862640

Familiarize Yourself with MyLCl

MyLCl is an online portal which connects you directly to the international association. It makes it easier
to manage the club membership roster, maximize communications and complete reporting required by
the association.

If you will be using MyLCl for the first time, once you have been reported as the incoming club
secretary, you may establish your user ID and password any time after April 1. You will initially have
access 1o the training area until the beginning of your term in office on July 1, when you will gain full
access to MyLCl.

Learn How to Access MyLCl

When you Logon to MyL Cl, you have access to essential information about your club, district and
multiple district which can help to streamline your administrative tasks.

1 Introduction, Basic Features - This short video provides a brief overview of the features of
MyLClI.

1 Navigating MyLClI - This short video provides guidance on how to navigate on MyLCl.

Create Your Account in MyLCI

1 Registration and Password Instructions - These easy instructions will aid you in gaining access
to MyLCl.

Club Administrator

In order to assist some club officers who may have difficulty operating certain technologies, Lions Clubs
International created the role of “club administrator” to support a club president or secretary with
administrative tasks that are completed through MyLCI/MyLion. This role has access to the same
information in MyLCI/MyLion as the club president and secretary. Together and in consultation, the
president and secretary may assign this administrative role if deemed beneficial for effective club
operations. The club administrator is not a formal position recognized by LCI, but functions to provide
administrative assistance only.

MyLCI Technical Support and Troubleshooting — Email: MyLCl@lionsclubs.org or call: 630-468-
6900.
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Managing the Club Roster and Member Contact Information

One of your most important tasks is to maintain an accurate club roster of members. MyLCl serves as
your main resource to ensure that the club roster is always an accurate listing and that each member’s
contact information is kept current. Be sure to report every month even if there are no changes to the
roster.

1 In MyLCl, under the My Lions Club/Reports - Run the Club Roster report to see the current list
of all of your club’s members.

1 Report Membership in MyLCI - Refer to this question and answer guide regarding adding,
dropping and transferring members or how to edit member contact information. If you do not
have access to a computer or the internet, you may complete the writable PDF form of the
Monthly Membership Report.

1 Member Reporting Demonstration - View this video to see how to add, edit or drop members
from the club roster.

1 Family Unit Demonstration - This video demonstrates how to create, edit or discontinue a family
unit in your club.

Understanding Membership Types and Categories for Each Member of Your Club

The rights and obligations of each of your club members and their subsequent membership dues owed
are based upon a combination of Membership Type and Membership Category, which affect the
international and club-level dues.

1 Membership Types and Categories — This quick-reference guide explains the details of various
membership programs available:

A Membership types — The association provides both regular membership and special
discounted membership programs for families, college students, former Leos and
young adults. These types determine international fees and dues levels billed to each
Lion.

A Membership categories - There are several membership categories which provide
various levels of involvement for regular club members to best fit their needs as
volunteers. Local club dues may vary for these categories and those dues levels are
provided for in the club’s constitution and by-laws.

Processing Newly Recruited Members

Your club membership chairperson will work closely with you when adding new members to your club.
When a new member joins the club, the membership chairperson will assist the member in selecting
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the membership category that appropriately matches their chosen level of involvement with the club. In
addition, it is important to be aware of the various membership types available through the association
that provide a potential member a reduced level of international dues, including family membership,
student membership and Leo to Lion membership.

1 Membership Application - This form may be emailed directly to a prospective new member.
You may use the information from the form to add new members in MyLCI. Be sure to retain a
copy of all new member applications with your official club documents and make a copy to give
back to the prospective member.,

Creating Custom Data Downloads for Communications

1 Download Club Officer or Member Information - Use this key feature of MyLCl to create mailing
address, email address and phone lists for easier communication.

Purchase Club ltems Online at the LCI Shop

The MyLCI Shop is an easy way to order the most commonly used supplies and Lions Clubs
International branded merchandise.

Here are some quick links to the most frequently requested items:

1 Club Meeting Supplies - This section of the club supplies online catalog contains gavels, gongs,
meeting forms, and member name badges.

T New Member Kits - The items contained in the New Member Kit welcome a Lion into the
organization and recognizes the new member’s sponsor as well.

1 Lions Apparel - This area contains club vests, shirts, caps and other popular clothing items;
many that may be customized with your club’s information.

9 Peace Poster Kit - Please note that these kits are available for purchase only from January 15
through October 1 each year.

1 Awards and Medals - Browse this department for various medals and certificates.

.
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