FALL COUNCIL 2025
CLUB SECRETARY WORKSHOP

"No one knows what I do until I don't do it".

DUTIES AND RESPONSIBILITIES OF THE SECRETARY

A.

Meetings & Meeting Preparation

1. Review the business meeting agenda with the president to ensure that no
reports, new business or unfinished business has been omitted

2. Work closely with the president to ensure that all records and materials needed
for the meeting are available.

- if there is a summary of executive board action to be read or approved by
the membership, you need to have it available to read

- if you have correspondence, have it available to read and/or summarize or
pass around

3. Determine the number of members present who are eligible to vote and, in
consultation with the parliamentarian, determine the number required for a quorum
at board and club business meetings.

- a quorum to conduct business should be in your club standing rules and is
typically a majority of the vote-eligible membership.

- The president is included in a quorum.

- Emeritus members and members on leave of absence are NOT counted
when determining the quorum. These members do not have the right to vote

4. Be prepared to call a meeting to order in the absence of the president, president
elect, and vice president and preside until a chair pro tem is elected.
- become familiar with parliamentary procedure, i.e. calling it to order,
determining quorum, etc.

FOUR GOALS OF PARLIAMENTARY PROCEDURE
1. Extend courtesy to everyone.

2. Focus on one thing at a time.

3. Observes the rule of the majority.

4. Ensures the rights of the minority.



5. Minutes
Record and transcribe minutes of club and board meetings.

Distribute copies of minutes or notes at least one (1) week prior to club meeting,
sooner if your club members use them as a reminder of what they need to do or
where they need to be.

Program meetings do not need minutes, but you should take notes for the club
records.

Minutes are kept indefinitely and should be put in with the other club archived
records.

PURPOSE OF MINUTES

. To serve as the official and legal records of the decisions and actions taken
by the club and executive board

. To record a history of the club

. To protect the club

. As reference for finished and unfinished business

. As reference for what needs follow up, club members use to remind them
what they agreed to do or bring or where to be

. As reference for what actions are taken

TIPS FOR EFFECTIVE NOTE-TAKING:
. Be Prepared
. Listen Actively
. Keep it Concise
. Use Technology Wisely
. Post-Meeting Follow-Up
- should be done within 7-10 days
- run them by the President before distributing to club members

WRITING MINUTES

. minutes are a record of action taken and what was done at the meeting
. minutes are NOT records of discussions

. minutes are NOT word-for-word transcripts

. minutes are NOT to be used as a newsletter for the club

INCLUDED IN THE MINUTES

. Name of the club
. Type of meeting (club, executive board, etc.)



. Date and place of the meeting
. Identify the presiding officer

. Who called the meeting to order and at what time
. Attendance - a list of those present (with titles if appropriate)
. All actions taken such as

- approval of the previous meeting minutes (no motion required, approved
as distributed)
- approval of any e-votes taken (does require a motion and second to ratify
those minutes)
- treasurer’s report statement (no motion required, filed for audit, report is a
separate doc)
- any appointments made by the chair
- any motions that were voted on whether or approved or not
For motions, list the name of person who made the motion but not
who seconded
List the outcome/vote
Ex: It was moved by Polly Smith and seconded that the club hold
another yard sale on Saturday, November 15" at Charlotte’s office.
Motion carried.
. Any pertinent announcements such as when the next meeting will be
. Time the meeting was adjourned.

NOT INCLUDED IN THE MINUTES

. Motions that were not ever on the floor, i.e. did not get a second, or were
withdrawn before they received a second
. Discussion about the motions

. Officer and Committee Reports - you should put in the minutes that the
report was given and by whom, not the whole report. You could highlight
key events/dates but typically their reports are provided separately to the
minutes and are not part of the actual minutes.

Correspondence

1. Draft all communications as directed by the club, president or executive board.
- Only authorized correspondence should be written in the name of Pilot by
any officer or member.

- Communications reflect on the entire membership - check for accuracy,
grammar, etc.

2. Prepare all letters for the signature of the president on Pilot club letterhead.
- Provide a copy for the president’s files.



3. Inform the executive board about all correspondence (pertinent excerpts are
acceptable) coming in and going out.

C.  Membership Records

Maintain a file of members including home and business addresses, telephone
numbers, e-mail address, employment info, spouse/significant other contact info,
when they joined the club

D.  Reports and Forms

1. Work closely with the treasurer to be sure that membership records are in
agreement so that the proper amount of dues can be sent to Pilot Headquarters,
Florida District and PSHF. Forms can be emailed to most of the required people,
mailed with the checks. Can be you or treasurer that mails the checks in. Please
note that District dues can be paid on line via Zeffy using Debit, Credit or ACH.

2. Report any changes to your individual members as they occur such as change in
email address, mailing address, etc. (Use Change in Membership Form)

3. Report any changes in membership as they occur such as resignations, deaths,
transfers, reinstatements. Please don’t wait. (Use Change in Membership Form)

4. Report New members promptly (Use New Membership Form)

5. Notify the district inspirational leader and the international inspirational leader
of the death of a Pilot or family member.

CONCLUSION - Your work contributes to the success of the club!

Charlotte Edenfield

2025-26 Florida District Secretary
3181 Chaires Cross Rd
Tallahassee FL 32317
850-544-0302

cedenfield2(@gmail.com



New Membership Form

Please type or print.

Membership Type  Dues Paying: [_] Pilot [ |Pilot International
Dues Waived:|_| Pilot [_] Pilot International [ JHonorary [_JEmeritus

Pilot Student
Pilot Club of District
Name
Mailing Address

Country

Phone Email
Date of Birth Spouse’s Name, if applicable
Date joining the club Sponsored by
Signature Date

In order to create an efficient membership database, the following categories should be used to
determine the membership type.

Dues Paying: Pilot: Active club member
Pilot International:  Active club member without home club affiliation
Dues Waived: Pilot: Fifty year members and deployed military members
Pilot International:  Fifty year members and deployed military members without home
club affiliation
Emeritus: Club charter member or Pilot for 15 consecutive years (Bylaw VII)
Honorary: Non-Pilot in recognition of meritorious achievement (Bylaw VII)
Pilot Student: Student that was a graduating Anchor or Scholarship recipient
Dues Schedule July-September  October-December January-March April-June
International Dues $70.00 $53.00 $35.00 $18.00
US Insurance* $6.00 $6.00 $6.00 $6.00

District Dues
’ Club Dues
L TOTAL
*members outside of the US are exempt to insurance fee

Cl ffi ’ Checklist

[[] Member initiated on [[] Copy of Membership Form and dues to
District Treasurer

[] Copy Membership Form and keep for club records [J Copy of Membership Form to District
Secretary

[J Membership Form and dues to PIHQ [CJCopy of Membership Form to District
Governor

Rev. 8/2025



Change in Membership Form

Please type or print.
Type of Change Reinstatement Transfer Deletion

Change in Name Change of Address [_| Change of Membership Status
Pilot Club of District
Name
Mailing Address

Country

Phone Email

*If deletion, please check appropriate box.
[JMoved [ ]Health []Death [] Resignation [] No Interest [ ] Non-payment [] Time

*If change in name, address, membership status, or club transfer, please write previous information.]

Date of change

In order to create an efficient membership database, the following categories should be used to
determine the membership type. Please indicate the current membership status.

Dues Paying: Pilot: Active club member
Pilot International:  Active club member without home club affiliation
Dues Waived: Pilot: Fifty year members and deployed military members

Pilot International:  Fifty year members and deployed military members
without home club affiliation

[] Emeritus: Club charter member or Pilot for 15 consecutive years
(see Bylaw VII for additional requirements)
[ Honorary: Non-Pilot in recognition of meritorious achievement

(see Bylaw VII for additional requirements)

Dues Schedule July-September  October-December January-March April-June
International Dues $70.00 $53.00 $35.00 $18.00
US Insurance* $6.00 $6.00 $6.00 $6.00

District Dues
Club Dues

TOTAL
*members outside of the US are exempt to insurance fee

4

ce
[ Copy of Membership Form and dues to
District Treasurer
[ Copy Membership Form and keep for club records ~ [] Copy of Membership Form to District
Secretary
[] Membership Form and dues to PIHQ [] Copy of Membership Form to District
Governor

Rev. g/2025
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