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ALOHA TREASURERS,
Welcome to the mysteries behind 

the dues payment process and the 
Membership Update Center. In this 
manual, you will find a step-by step 
explanation on the dues payment 
process as well as navigating through 
the Membership Update Center. 

Dues season can seem 
intimidating and stressful but do not 
fret… this manual will help to ease 
your stress. The process is all about 
proactiveness. If you have not already 
done so, please attempt to login to 
the MUC and follow the steps found in 
the manual. I encourage all clubs to 
aim for the early bird dues deadline of 
November 1st to ensure proactive 
dues payment. 

Throughout the manual, I have 
included tips and tricks that I have 
learned through the years. If you ever 
have any questions, comments, or 
concerns, feel free to contact me and 
I will be happy to provide you 
assistance! As always, thank you for all 
that you do for your club, division, and 
out California-Nevada-Hawaii District. I 
commend you for all of your hard 
work this term. 

It's always a beautiful day to save 
LIVES, 

Kara Yoshiyama 
District Treasurer
cnhkc.dt1819@gmail.com
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Don’t forget join the 
Treasurers google 
reflector for email 

updates and 
reminders 
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DUES BREAKDOWN
INTERNATIONAL

$7.00
Membership card & Pin

Administrative Budget

Officer and Board Budget 
(International President, VP & 

Trustees)

Key Club Magazine 

Recognition Awards

And MORE!

CNH DISTRICT
$4.50

Administrative Budget

Officer and Board Budget 
(Executive Officers, LTG’s, 
Leadership & Coordinator 

Team)

Key Leader Scholarships 

Recognition Awards

And MORE!

TOTAL $11.50
- Dues are $11.50 per member 
- Send all dues payments to Key Club International 

Key Club International 
PO BOX 6069-Dept 123
Indianapolis, IN 46206-6069

- Strive to recruit as many members as possible! (There's no such thing as a 
max amount of members) 

- Dues are annual therefore, members must renew their membership every 
year 
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*You can submit dues as many times as you need to. Send in dues for all 
members who pay even if you need to submit multiple times.* 
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IMPORTANT DATES 
Use this time to ensure that your board has access to the 

Membership Update Center before the fall season hits. Work with 
your club advisors and Lieutenant Governor for assistance. 

The club you serve can now begin to pay their dues. Work with your 
club to submit dues by the early bird deadline!

If your dues are sent and received by this date, congradulations! 
The club you serve is now considered Early Bird. You are now eligible 

to to receive an award from Key Club International. 

This date is CRUCIAL. Make sure that Key Club International has 
received your dues by this date or else, the club you serve will be 

considered as delinquent.  

SEPTEMBER 4TH, 2018 - MEMBERSHIP UPDATE CENTER OPENS

OCTOBER 1ST, 2018 - FIRST PAYMENT DATE 

NOVEMBER 1ST, 2018 - EARLY BIRD DEADLINE

DECEMBER 1ST, 2018 - REGULAR ON-TIME DEADLINE

NOTE: If the club you serve did not pay dues for the 2017-2018 year, 
you have until September 30th, 2018 to pay all dues or your charter 

will be revoked. Once a charter is revoked, you must pay 
reactivation fees plus your outstanding dues.  Clubs are allowed to 

pay their dues after the December 1st on-time deadline! 
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COLLECTING DUES 
PROMOTE
● Promote the benefits of dues payment 

○ Running for office
○ Apply for awards
○ Member Recognition Program 
○ Attend events 

COLLECTING INFORMATION
● Create a member application or recommitment form that 

holds all the necessary information needed for the Membership 
Update Center 
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MEMBERSHIP UPDATE CENTER 

http://keyclub.org/muc

Login to the Membership Update Center (MUC). Your 
designated advisor should have this information!

STEP #1

http://keyclub.org/muc
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MEMBERSHIP UPDATE CENTER 

HOME PAGE

T
A
B
S MAKE SURE 

YOUR 
ADVISORS 

NAME IS HERE!

STEP #2: HOME PAGE

Bumble  Bee

Bumble Bee
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MEMBERSHIP UPDATE CENTER 
STEP #3: MEETING LOCATION

● Update your club officers 
for the current year 
(2018-2019) 
○ President 
○ Vice President 
○ Secretary
○ Treasurer 
○ Class Directors 

● Officers can be deleted 
by clicking the trash can 

● All officers must be dues 
paid members!

Add or update 
your meeting 
location

STEP #4: UPDATE OFFICERS
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MEMBERSHIP UPDATE CENTER 
STEP #5: ADD NEW MEMBERS

CLICK TO ADD MEMBERS, BULK 
ADD AND SEE DELETION 
HISTORY!

● Click on 
“Add new 
member”

● Add in 
member 
information 

● Save!

Bee       Bumble      9847208    bumblebee@gmail.com
Bee     Honey        3342974    honeybee@gmail.com

mailto:bumblebee@gmail.com
mailto:honeybee@gmail.com
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MEMBERSHIP UPDATE CENTER 
STEP #6: DELETE MEMBERS

STEP #7: INVOICE

● Delete members who have graduated or 
are no longer in your club 

● Deleting Single Names: Click on the box to 
the right of each member’s row then press 
“delete”

● Deleting by class: Sort by graduation year 
and press “select all” then delete

• After all members are 
inputted into the MUC, you 
can generate an invoice

• Copies of invoice 
should be provided to 
book keeper and 
faculty advisor

• Follow up with school 
bookkeeper to see if check 
mailed 

• Lack of communication 
= LATE DUES

Bee Bumble 24393857 busybee@gmail.com

Bee Honey 49349874 beesarebuzin@gmail.com 

mailto:busybee@gmail.com
mailto:beesarebuzin@gmail.com
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MEMBERSHIP UPDATE CENTER 
STEP #8: SEND IN DUES
● Send a copy of the printed invoice, along with a check 

payable to Key Club International to (Keep a copy for 
records!)

Key Club International
PO Box 6069, Dept 123

Indianapolis, IN 46206-6069
• If paying via credit card, pay on the MUC
*You can submit dues as many times as you need to. 

Send in dues for all members who pay even if you 
need to submit multiple times.* 

STEP #9: CHECK THE DUES REPORT

• Search up “Key Club SLP Dues Report” and click on “Service 
Leadership Club Reports - Kiwanis International”

• Scroll down to Key Club International and click on desired link

Membership count
Invoice date, last paid date, billed 
members, breakdown of dues
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TROUBLESHOOTING
HOW DO I KNOW WHO MY DESIGNATED 

ADVISOR IS? 

#1: Look up “Key Club SLP Dues Report” 

#2: Scroll down to 
“Club Information Listing” 

THIS ONE!

Designated Advisor = Advisor that is in charge of helping your club pay their 
dues and knows the MUC login information
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TROUBLESHOOTING
HOW DO I KNOW WHO MY DESIGNATED 

ADVISOR IS? 

THIS ONE!

Designated Advisor = Advisor that is in charge of helping your club pay their 
dues and knows the MUC login information

#3: Locate your club and 
advisor’s name

This is the advisor that has 
access to the MUC!
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TROUBLESHOOTING
WHAT DO I DO IF I NEED TO CHANGE 

THE ADVISOR NAME? 
Former Advisor should Contact 

Member Services 
○ memberservices@kiwanis.org
○ 1(800)KIWANIS
TIP: For faster member service, call! As it gets closer to the dues payment 

dates, member services tend to get busy so bee PROACTIVE!

NEW ADVISOR?

CLICK “HERE” 

ENTER EMAIL TO 
RECEIVE LOGIN 
INFORMATION

mailto:memberservices@kiwanis.org
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RESOURCES 
EXECUTIVES

Governor Jonathan Lum
cnhkc.dg1819@gmail.com

Secretary Zoe Yao
cnhkc.ds1819@gmail.com
Treasurer Kara Yoshiyama
cnhkc.dt1819@gmail.com

ADMINISTRATORS
District Administrator Doug Gin

dgin.kiwanis@gmail.com
Assistant Administrator Marshall Roberson

cnhadan@gmail.com
Assistant Administrator Alan Quon

alan@alanquon.com
SLP Director Bruce Hennings

bruce@cnhkiwanis.org

WEBSITES
Cyberkey

www.cnhkeyclub.org
Membership Update Center

www.keyclub.org/muc
Club Treasurer Google Reflector

www.groups.google.com/group/cnh-kc-treasurers 

If you have any questions, comments or concerns, please feel 
free to contact anyone above and they will happily assist you. 

YOUR TIME AND SERVICE IS TRULY APPRECIATED!
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mailto:cnhkc.dg1819@gmail.com
mailto:cnhkc.ds1819@gmail.com
mailto:cnhkc.dt1819@gmail.com
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