Wisconsin-Upper Michigan Key Club District

Secretary-Treasurer Duties and Responsibilities

1. 
Serve as chief financial officer and record keeper of the District. Must attend all District Board meetings, the Board training session, the District Conventions at the beginning and end of the term of office, and the International Convention during the term of office.

2.         
Maintain all District records in an up-to-date, orderly, and well-conditioned manner. The records should be prepared for an official inspection by any District Board member, and/or the District Administrator upon request.

3.
Work closely with the District Administrator and Financial Consultant having computer access day and evening hours to ensure proper accounting of receipts, reimbursements and operation within the proposed District budget. All vouchers must be returned with funds reimbursed to district board members within ten (10) days of the Financial Consultant receiving the original receipts.
4.         
Record and distribute the complete minutes of the District Board meeting to the board members, Kiwanis Committee, District Administrator, and the International office no later than (15) fifteen days after the board meeting. A summary of each board meeting will be sent to all Key Club secretaries and treasurers or posted on the District web page no later than (30) thirty days after each meeting.

5.            
Issue a quarterly financial report to the Key Club District Board and Administrator(s).
6.         
Publish and distribute the District Directory to all clubs, District Board members, and necessary K-Family members before October 1st.

7.
Record and maintain a club service log for all clubs within the District.  Report, by division, the total service hours completed at each Board Meeting and District Convention. 
8.         
Distribute a quarterly newsletter to all Key Club secretaries and treasurers by May 15th, September 15th, December 1st, February 1st, and submit an article for each issue of the "Key to Caring".
9.        
Be willing to travel to various divisional and district Key Club functions including OCMs/DCMs,  Regional Training Conferences/Fall Rallies, and provide the necessary report forms to all Key Clubs when requested.
10.         
Serve on the Executive Committee and such committees as appointed by the Key Club District Governor.
11.         
Complete a total of fifty (50) hours of service to your home, school, and community during the term of office.
12.        
Abide by the Key Club Code of Conduct at all K-Family function.
13.       
Maintain a good quality of schoolwork and stay up-to-date so permission may be obtained from parents and school authorities for occasional absences for Key Club business.
14. 
Daily access to email.
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