
Sailing the High Seas of Service 

REPORTING S.O.S. 
Shea Santos 



The Low-Down 

Who – You! 

What – Report your club’s activity 

When – Each month 

Where – District, region, and division 

Why – Track progress, earn points, and 
communicate with others about what you 
are doing 

 

Reporting is the main task of the secretary! 



Duties 

• Maintain a club directory 

• Maintain up-to-date copies of your club 
bylaws and district bylaws 

• Maintain records of the club’s activities 
from prior years and the current year 

• Ask the club treasurer if dues have been 
submitted for new members, if so, add 
the members to your roster 

• At each meeting: take minutes,  

 take roll, committee updates 



The Report Skeleton 

•  Report Cover (Main Page) 

•  Activity Sheet 

•  Minutes 

•  Proofs (if necessary) 

•  Agendas 

•  Awards/Recognition 

•  Task O’ the Month 

•  Decorated Envelope 



Report Cover 

• Club Category 

• Regular Club Meetings 

• Board Meetings 

• Other Key Club Functions 

• Club Publicity 

• Kiwanis Meeting Attendance 

• Interclubs 

• Socials 

• (Bottom) Addresses & Signatures 



Report Cover 

   



Report Cover 

 

 

 

 

 

     Proof! Proof! Proof! Proof!  

All Facebook 

messages and 

emails related 

to Key Club 

count as 

BULLETINS! 



Report Cover 

4 is the *magic*  

number 
Kiwanis meetings do  

NOT count as interclubs!  

An interclub is 
any project you 
work on with 
another Key Club 



Activity Sheet 

Don’t forget to fill in your 

“NUMBER OF MEMBERS IN CLUB” 

 

Service projects, money spent or  

raised (but NOT fundraisers for  

the club) 



Activity Sheet 

  



Activity Sheet 

     For any meeting held by your 
    club, whether it be a board  
    meeting or a club meeting 

 

     Write in paragraph form 

     (Jolly Book of Wisdom example) 

 

     Always mention guest speakers 



Proofs 

• Any service project with more than 100 man hours 

• Articles written by your club 

• Articles shown in news about your club/ Any other 
publicity 

• Flyers 

• When a limited number (volunteers) is requested 

• Recognition and Awards (recognition:  scan is best; 
awards:  brief explanation) 



Extras 

• Agendas 

• Task O’ the Month 

• Decorated Envelope 



Sample Report 



Practice Main Page 

• Your Nunu High School Key Club has a membership of 82 people that meet in the 
school cafeteria every Tuesday night at 6:30.  You belong to division 88S and 
Miranda Kerr is your lieutenant governor.  For the month of March, your meetings 
are as follows: 

• Regular Club Meetings 
 March 1 – 56 members + 1 faculty advisor + 5 Circle-K members 
 March 15 – 64 members + 1 fac. adv. + 1 guest speaker 
 March 22 – 54 members + 1 fac. adv. 
• Board Meetings 
 March 1 – 10 officers out of 12 + 1 fac. adv. 
 March 8 – 11 officers out of 12 + 1 fac. adv. + 1 LTG 
• Your club submitted 9 articles to the KEYNOTER + TEX-O-KEY 
• On March 10, 4 members attended the Kiwanis meeting.  On March 24, 2 

members attended the Kiwanis meeting. 
• Hogwarts invited your club to a quidditch social which 12 of your members 

attended on March 20. 



Practice Activity Sheet 

• March 6 – 17 members helped renovate a children’s daycare.  Total 55 hrs. 30 
mins. 

• From March 10-12 your members prepared for an arts and crafts fair.  On March 
10, there were 20 members for 60 hours, March 11 there were 20 members for 50 
hours, and March 12 there were 13 members for 24 hours and 30 min. 

• March 16 15 members went to the Soup Kitchen and invited Hogwarts Key Club to 
come along (7 Hogwarts members showed up).  Your members worked for 30 
hours; Howarts worked for 14 hours. 

• March 27, 19 members volunteered at a carnival for 43 hours. 
• March 27, Meals on Wheels asked for 5 volunteers to help.  6 members ended up 

going for a total 18 hours. 
• At the end of this month, your club withdrew money so that it could send out its 

donations… 
- $350 sent to March of Dimes 

 - Your club purchased and donated 2 microwaves that cost $150 each to the 
teachers’ lounge. 

 - 105 articles of clothing were sent to the homeless shelter. 
 



Send to… 

• 1. District Secretary 
Ryan Nava 

 *Hard copy 

• 2. Regional Advisor 
Donna Newsham 

• 3. Lt Governor 

• 4. Sponsoring Kiwanis 



For Any other Secretary Info… 

• The Jolly Book of Wisdom 

• www.tokeyclub.com 

• Ryan Nava – District Sec. 

Very useful! 
 

http://www.tokeyclub.com/


Any… 


