
We are not a club or a Sunday school class, but a school of the woods. 
我們不是俱樂部或是主日學才藝班，而是探索大自然的學校。
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Secretary

Complete the following:

1. Show a general knowledge of the responsibilities of the Group and District 
such as Patrol Leaders’ Council, leaders’ meeting, Group Council and District 
Council.

2. Choose one of the following activities in the presence of the assessor:
(a) Write, with a good legible handwriting, 250 words of prose; or
(b) Type 100 words using a word processor ensuring that there are no 

more than five mistakes before printing out. Know how to clean a 
typewriter and change tapes or change ink or toner of a printer.

3. Understand the procedures of committee meetings and prepare an agenda 
and minutes of a meeting.

4. Show a general knowledge of the financial affairs of the Group headquarters 
and prepare an income and expenditure statement for the Patrol or Troop. 
Know how to manage a personal bank account.

5. Write a letter on a subject as assigned by the assessor, draft an invitation 
letter to an outsider to attend a Group or Patrol event.

6. Know the local and overseas postal rates. Know where to enquire 
information on sending parcels, registered mail and overseas mail.

7. Write a press release for a Group, or write an article for a Scout magazine 
reporting a Group or District event. 
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8. Act as secretary for the Patrol-in-Council, Patrol Leaders’ Council or other 
organisation for at least three months and perform to the satisfaction of the 
person in charge.

 
 
Completion of this Badge and the total number of hours in learning or 
practising is not less than six months would be counted as an equivalent of 
the relevant item under the Skills Section of the Bronze Award of the Hong 
Kong Award for Young People.


