
But we’ve always done it 
this way!

Kathleen Douglass
Zonta D4 2025 Conference



What we will consider this afternoon
Internal documentation
◦ Club communications

◦ Meeting documents

◦ Record keeping

External communications
◦ Event planning tools

◦ Social media

Service project management
◦ Agreements

◦ Tracking tools



Club communications - Newsletters



Club Communications – WhatsApp group



Club communications – 
meeting management



Record keeping – using G-Drive or Cloud



Record keeping – using G-Drive or Cloud



Essential documents – Bylaws, Policies









Record Keeping – inventory of supplies
Item Number in stock Where 

located/who 

has?

Where/ when to re-

order

Pearl President pin 1 Kathleen

Past  President pin KD 2026

New member package: KD

Yellow fi le folders/Yellow duotangs 23/4 KD

Member pins 4 KD

Yellow candles KD

Small gift  bags: blue, yellow, paper bag 3 KD

Small yellow translucent bags/roses/yellow ribbon 6 KD

Awards for display table KD

ZI balloons ? KD

Yellow scarves 1 KD 2025

Little yellow tags (roses) 7 KD

Welcome to Zonta brochures 35 KD

Big Zonta banner KD

Zonta Says no pull-up banner  x  3 KD

Zonta Says no long banners ** need wall hooks KD

Podium felt banner ?

International flags + 2 flag holders KD Not current

Gavel Kathleen

Bookmarks with ribbons/without ribbons 10 KD

Postcards ~100 KD

Display items: KD

Table  centre pieces 10 KD

Plastic document holders 20 KD

50th anniversary plaques + trophy Kathleen

Yellow tablecloth ?

Tri-fold display KD

Various table items (PINS, decorative items) 1 box KD

Bingo shirts 1 -2XL blue KD

Certificate quality paper

Certificate kit (with cover)

2 pkgs ~10

1

KD

Silent voices table items (plaque, signage) Lori?

Business cards Lisa?

Raffle 2 sided tickets 6 Big rolls KD

Zonta Says No medium posters (black/orange) 1 KD

Yellow paper dinner plates ~25 KD

Zonta tote bag (gently used) 1 KD

Orange hat/toque 1 KD



Events - marketing



Event Management tools

Canva – to design invitations 

EventBrite – order/payments/marketing

Facebook – events

Square Space – payments

Remember *ZI Insurance

Checklists (to do’s)



Creative designs - Canva



FACEBOOK - events



Payment options



Event Planning
Item Who is responsible Timelines Status

Venue, date chosen

Menu and cost finalized

6 months ahead

Business plan presented to club 3 months ahead

Speakers booked and confirmed 2-3 months ahead

Fundraising plans may include silent auction, 

raffles, plants/flowers

2-3 months ahead

Zonta Says No award forms are updated and 

distributed

Recruit award recipient

2-3 months ahead

Program is finalized, invitation is created, 

Eventbrite registration

2 months ahead

Proclamations requested 2 months ahead

Zonta Governor, AD invited 2 months ahead

Insurance form from ZI 6 weeks ahead

Award recipient notified 1 month ahead

Honorarium cheque, flowers/gifts for 

speakers

2 weeks ahead

Award certificate printed 2 weeks ahead

Thank you notes 1 week ahead

Rolling slide deck 1 week ahead

Speakers notes 1 week ahead

50/50 raffle tickets, bid sheets 1 week ahead

Program printed 1 week ahead

Table signage 1 week ahead

BIG cheque to be presented 1 week ahead

Silent Auction Day of

Registration desk Day of

Membership table Day of

Banners Day of

Projector  + speaker / Laptop Day of

Square payment device

Small cash as float

Day of

Report to club Within 30 days



IWD Breakfast



16 Days of Advocacy - brunch



Service Donations (project funding)















Service to our community
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