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4RK9s MEMBERSHIP SECRETARY HANDBOOK
Introduction
According to the Club By-Laws, the Membership Secretary has the following duties.  The Membership Secretary keeps a complete record of all membership applications.  The Membership Secretary notifies each new member of acceptance into the club, and makes available to all members a current copy of the By-Laws and a list of membership, its Officers, Directors and Committees.  The Membership Secretary keeps a complete roll of members and their contact information.  The Membership Secretary is responsible to see that members are notified of all meetings.

Additional duties include 
· present membership report at monthly meetings, 
· Track Members volunteer hours
· Remind or collect New Member and Annual Dues

· Provide, track and collect payment for building keys.
In addition to the above recognized duties, the Membership Secretary also is often one of the first contacts with potential new members. While all members have the responsibility to present the club as an enjoyable association to join and serve, the Membership Secretary needs to be prepared to reinforce these concepts at any time.
Duties

Membership Applications

The Membership Secretary keeps a complete record of all membership applications and notifies each new member of acceptance into the club.

Individuals can apply for membership once they have taken two classes offered by 4RK9s.  When the second class is complete they can obtain a Membership Application Form from any Club Member.  (Application Form is in the Members Handbook)  They can submit the form to the Membership Secretary with or without three club Member sponsor’s signatures.  If without three sponsors the Membership Secretary can help the Applicant gather three.  Applicant is now a provisional member and the Membership Secretary should do 2 things: (1) Notify the webmaster so applicant can be added to the club e-mail list and (2) Put applicant and their information on the membership list as a provisional (P) member.  The Membership Secretary ensures the Applicant attends three meetings and that the Applicant volunteers 12 hours of time to the club.  On the third club meeting, if the hours are completed, the Membership Secretary calls for a club vote, counts the ballets and informs the Applicant of the Club’s decision.  The applicant should be notified that same night by phone or e-mail.  And a general e-mail to all club members is sent out welcoming the person to the club.
By-Laws
The Membership Secretary makes available to all members a current copy of the By-Laws.
The Membership Secretary keeps a current copy of the By-Laws.  She (or he) makes a copy available to any member upon request. 

Membership Lists
The Membership Secretary keeps a list of membership, its Officers, Directors and Committees
This list is kept in the Members Handbook.  The Membership Secretary is responsible to ensure it is correct.
The Membership Secretary keeps a complete roll of members and their contact information
At the beginning of the Membership’s Secretary Term of office, the Secretary should receive the current membership roll from the departing Secretary.  This roll can be in the form of a table embedded in a Microsoft Word Document or in a Microsoft Excel Spreadsheet.  In any case the roll should contain the following information:

· Member(s) name and address

· Membership Status (Active, Inactive, Provisional)

· Number of Members (1 for single membership, more than 1 for family membership)

· Email address(es)

· Phone Number(s)

· Dog Breed(s)

· Handling Experience (Agility, Obedience, Rally Obedience, etc)

When a member changes from (P) provisional to (A) active the Membership Secretary changes this on the membership list and sends the updated list to all members via email.  Members can print the list for themselves.  Members who don’t have computers should be given a paper copy.  If there is a minor change, such as a member changing their email address, the entire document does not need to be sent, just the notification of the change to all members.
Meetings
General Meetings 
The Membership Secretary should be prepared to give a membership report at the monthly General Meetings.  The typical Membership Report consists of the number of Club Members.  When there are Provisional members the Membership Secretary reports on the status of those members in terms of how many more hours they need and how many more meetings they need to attend before their membership vote.
The Membership Secretary also can also remind members at meeting regarding bi-annual key rental money as well as annual dues.

 Board Meetings 
The Membership Secretary should attend all Board Meetings as called by the President.
Meeting Notification

The Membership Secretary is responsible to see that members are notified of all meetings.  For a typical meeting the President of the Club calls for Agenda topics via email.  This call can serve as meeting notification.  If no other notification is sent, the Membership Secretary should send one and call any member not receiving email.

Building Keys
Provide Keys

Per the Members Handbook, Building keys are given to Members for two reasons.

1) The member has official club duties that require they have access to the Building.  Class Instructors are one example to this usage.

2) The member wishes to work her or his dog during non-scheduled Building times.

In either case the Keys are provided and returned to the Membership Secretary.

Track Keys 
The Membership Secretary should keep a complete list of the club membership and whether they have a set of keys to the Club Building.  If they have keys, the list should note whether the keys are for personal use or official Club use.

Upon return of a key or delivery of a new key, the Membership Secretary should modify the list accordingly

Collect Payment for Keys 
In January and July of each year, the Membership Secretary should send reminders for key payments, collect payments and report collections to the General Meeting.

Volunteer Hours
Tracking Hours

The Membership Secretary should provide a place for Members to record their volunteer hours.  This place has typically been a container kept at the Building with an index card for each Member.

The cards should be refreshed at least yearly.

Annual Dues
Collecting Dues

At the beginning of every year each Member needs to pay their Dues.  Payments can be given to the Membership Secretary or directly to the Treasurer.  After a reasonable period of time the Membership Secretary reminds Members of their payment.  Additionally, the Membership Secretary collects the first full or part-year payment from new Members.

The Membership Secretary needs to turn over any collection to the Treasurer in a timely manner.
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