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Introduction 
Hi everyone. Welcome to the October edition of my monthly newsletter. I 
hope that you are all enjoying school and even if you aren’t, that you are doing 
well. This issue is a very informative one to give you some tips on how to do 
necessary skills. I hope that you enjoy. 
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Email Etiquette 

Whether you are an executive board member or a regular Key 
Clubber, we all need to know how to write professional emails. 
Here are some generals rules and tips so that you can write the 
best and most professional emails. 

Have a clear appropriate subject 

For the subject of your email, make sure that it is clear and 

appropriate. Emails subjects should address the main subject😂  
(duhhh)of your email. Eg. District Finances Review 

If writing for the first time, introduce yourself 

If writing an email for the first time to someone, briefly introduce 
yourself so that the reader has an idea of who they are receiving 
the email from. 

Have a signature 

At the end of each email written, a signature should be included. 
This can be set up automatically and it includes your name, 
contact information and your position. 

Respond to emails in a timely manner 

When writing an email you expect to be replied to in a timely 
manner. Therefore you should do exactly what you expect others 
to do. Emails should be replied to within a 24-48 hour period. 

Proofread your emails 

Before you send any documents you have to make sure that you 
have correct grammar and spelling as incorrect grammar and 
spelling can lead to an unprofessional looking email. It is therefore 
imperative that you proofread your email at least once before you 
send it. 
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Matthew’s Corny 
Corner
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More Tips On Balancing Schoolwork and Key 
Club Work 

Schoolwork especially during the years of tackling CSEC, CAPE, SAT and other exams is already a 
hefty load to take on by itself but when you add being a Key Club board member in the mix it can 
seem unbearable. But there is no need to fear as proper organization can help to make juggling the 

two a lot more bearable. The following tips will help you to keep a sane mind😂  whilst at school. 

Keep a updated schedule 

There are many things you can use to keep a schedule. Technology is so useful nowadays 
that there are many apps out there that have calendars and reminders that can keep you 
organized. I recommend the app Any.do. And even if you are not tech savvy a daily 
planner book is more than enough to keep an up-to-date schedule. When you know your 

schedule you are not as overwhelmed as if you are constantly being reminded of tasks you did not 
plan on doing. 

 

Work Ahead. (Don't Procrastinate) 

Planning ahead is one of the most useful tools in the organization toolbox. Tasks seem 
to build up and build up and become overwhelming if they are not done in the early. 
Work should be done as early as when it is given so that tasks do not build. 
Procrastination may give you some free time at first but it leads to stress later on. 

 

Prioritize Your Work 

Organize your work in a meaningful way based on when projects, papers, and other work 
events are due. Recurring things like homework and studying are easier to schedule ahead 
of time, but sometimes papers and projects tend to sneak up on you. Make sure you have 

time in your schedule to account for unexpected projects. 
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Notices and Reminders 
Remember to PAY your dues. The Early bird deadline is October 25th. Dues can be paid 
directly to your club Treasurer. 

 

Look out for DCON payment plans produced by the District Treasurer and I. Let’s 

make DCON as convenient and affordable as we can😁  

Kiwanis One Day is on Saturday, 28th of October. Be sure to go to your clubs event and 

participate🎉  

Conclusion 
Thank you for reading my newsletter😁  

Yours in Service, 

Matthew Weatherhead  

District Assistant Secretary-Treasurer 

 Caribbean-Atlantic District 

Cell: 1(246)287-9907 

Email: matthewwcad@gmail.com
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