


Overview of Secretary Role

Resources

Details of Secretary Responsibilities



Secretary Role
Leadership Manual 
Toastmasters.org



SECRETARY ROLE
Club Records, correspondence, and Minutes



SECRETARY ROLE
Keep Officer List Current on Club Central 



SECRETARY ROLE
Back up Base Camp Manager



Club Vote at International Convention

SECRETARY ROLE
Once a Year – August Only 



Each Club is unique



SECRETARY ROLE DETAILS

Club Constitution

Club Officer Agreements 

Addendum of Standard Club Options



SECRETARY ROLE DETAILS

Thank you Notes
Official correspondence on behalf of the club



SECRETARY ROLE DETAILS

Meeting Minutes – use Free Toast Host, Easy Speak, or Club Form

Check handout for specifics to be included

Executive Committee Meeting – use Club Form – Keep it the same



SECRETARY ROLE DETAILS
Keep Officer List on Club Central 







SECRETARY ROLE DETAILS
Back up Base Camp Manager



Always check with the club VPE 
BEFORE 

taking any action on a member’s account 



Club Vote at International Convention

SECRETARY ROLE DETAILS 
Once a Year – August Only 



Thank you!


