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Object of Rotary

The Object of Rotary is to encourage and foster the ideal of service as a basis of
worthy enterprise and, in particular, to encourage and foster:

First. The development of acquaintance as an opportunity for service;

Second. High ethical standards in business and professions; the recognition of the
worthiness of all useful occupations; and the dignifying of each Rotarian’s occupation
as an opportunity to serve society;

Third. The application of the ideal of service in every Rotarian’s personal, business,
and community life;

Fourth. The advancement of international understanding, goodwill, and peace through
a world fellowship of business and professional persons united in the ideal of service.
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This is the 2006 edition of the Club Secretary’s Manual (229-EN) It is intended for use by 2007-08, 2008-09, and
2009-10 club committees. The information in this publication is based on the Standard Rotary Club Constitution, the
Recommended Rotary Club Bylaws, the Constitution of Rotary International, the Bylaws of Rotary International, and

the Rotary Code of Policies. Changes to these documents, by the 2007 Council on Legislation or the Rl Board,
override policy as stated in this publication.
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Leadership Education and Training Division
Rotary International

One Rotary Center

1560 Sherman Avenue

Evanston, IL 60201-3698 USA

EFE 4 ¢ leadership.training@rotary.org

Introduction

Rotary International is the association of Rotary clubs. Rotary
International is effective if its member clubs are effective. As
club secretary, your primary responsibility is to foster the
effective administration of your club. The Club Secretary’s
Manual includes RI policies and the practices of successful
club secretaries to help you understand and perform your
responsibilities. In addition to guidelines related to the club
secretary’s function, this manual includes the Standard
Rotary Club Constitution, Recommended Rotary Club
Bylaws, and the Planning Guide for Effective Rotary Clubs.
The Club Treasurer section at the end of the manual
should be removed and given to the club treasurer.
Before your district assembly, review the entire manual.
Consider the discussion questions from the club secretary
sessions of the district assembly (included in this manual) so
that you can fully participate in the facilitated discussions.

After you’ve completed your training and preparation for your
year in office, this manual will remain a functional resource to
support you in fulfilling your responsibilities. Because
procedures, problems, and solutions are different for each
club, club secretaries should adapt the suggestions in this
manual to fit the specific needs of their clubs.

Comments?

If you have questions or comments about this manual, please
submit them to:
Leadership Education and Training Division

Rotary International

One Rotary Center

1560 Sherman Avenue
Evanston, IL 60201-3698 USA

E-mail: leadership.training@rotary.org

E 2% : 1-847-866-3000 Phone: 847-866-3000
{51 : 1-847-866-0974 Fax: 847-866-0974
RE LB EFH Club Secretary's Manual
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1 #BEgHE 1 Role and Responsibilities

KBWHERENAR Club Secretary’s Role

B & 3 st Al % 1+ & ﬁ] {7 ’f% By e B e ﬁ;ﬁ Your primary role as club secretary is to help the club function

effectively. The Rl Board has determined that an effective

BE o B PRk B T SR T AL B SR IR JE AL club is able to
o MEH M E AH * Sustain or increase its membership base

s M HEHE &;{; HEFHENEE #‘ﬁﬁy‘ T E £ * Implement successful projects that address the needs of

its community and communities in other countries

FHBEFAERER I ERGE S E » Support The Rotary Foundation through both program
participation and financial contributions
o BEERGMAHIBMRE L LR HEHNAEE A » Develop leaders capable of serving in Rotary beyond the
club level

BABBMANE FeREREEEE 8K FZ e - As club secretary, you receive information from the board,
club committees, club members, the district governor, your

?JJ: % CHEAE - BEAE AR RmARBRESTNER assistant governor, Rotary International, and The Rotary
s AR JEAE o B A E B B S R B B AR By kAL - Foundation of RI. Think critically about how the information

can be used to benefit the club.

FYEEEHES WS BRI E By{E 52 > 3 fn Monitor trends in club activities to help identify the club’s
strengths and weaknesses and communicate this information

HNE ?f?/\/%zﬁu\?;éﬁlﬁ—‘jbﬁ;@jj ol - f'% &R I to your fellow club leaders for further action. For example:
HEHHEBEREWM N ETEER TS E eyt What do attendance reports indicate about club member

satisfaction? Have you noticed an increase in the number of

HABEMT 2 WREATFXARBE S ETWHR BR members who miss meetings? If you're responsible for
j;@ 738 E}iﬁﬁtﬁﬂ:— W ELE L RED? EHETER submitting financial contributions to The Rotary Foundation,

consider how this year’s club contributions compare to those

BEARB R EAR 7 (R A0 5 o E AR ] SR 7 of previous years. Is the club on target to meet its annual
giving goal? With whom should you discuss trends and
concerns?

RHEZR@ENENTREHEFRT - FRAMERREEZRRRKBRLMA (EF T E) FHELR

Your club’s constitution and bylaws outline its operating procedures. Use the Standard Rotary Club Constitution and Recommended
Rotary Club Bylaws (in chapter 7) as models.

RE LB EFH Club Secretary's Manual
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Club Secretary’s Responsibilities

KEHERENTEWT
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c HETURLE EEARK—KAETR 15 RNHH
B ALE SR E A R

s AREmH HIECREZACTRMAGTEM

s WHEGRERWL  HECZ AT EHRDK

c AHBMALARELR BRI 0
— HEFEHRE(RLEHMSAAHTATERTIATH)

— BUHBHLENHEEE (REEHM2AE1 A1 H
®k7THAH1H)

— MEEHE (HRLEHHMSBEAT A1H)

— RBRE* (LEBERELELEHR)

-~ WEAFABEENFLE (THEHHLEEH D
Member Access - E Gk %k &)

— HEREHE WHESPKRLERMAZE (THH
B Z% A\ 0 Member Access 1 & & k& A2 )

— BREBRETHL (AXE4#) (TZHEHLEEHFND
Member Access - E Gk %k &)

o WEL THE X #4# 4 #/, The Rotarian 3TH %™ > I [E % B
Bty (I ERE— TR BB SR (RIL: T T+
XH#HHF . FHRREFLFBERZES) -

o BATH ME ¥ B A E R -

EXZHHFESEINE]

RETHREEIER

The club secretary has the following responsibilities:
* Maintain membership records.

* Record attendance at meetings, and report monthly
attendance figures to the district governor within 15 days of
the last meeting of each month.

* Send out notices of meetings of the club, board, and
committees.

* Record and maintain minutes of club, board, and
committee meetings.

* Make required reports to RI. These include:

— Semiannual reports of membership* (due 1 July and 1
January)

— Per capita dues for each active member* (due 1
January and 1 July)

— Council on Legislation dues* (due 1 July)

— Insurance charges* (for United States and its
territories only)

— New active members as they are elected to
membership (submit through Member Access or on
Membership Data form)

— Membership changes, such as terminations or
address changes, as they occur (submit through
Member Access or on Membership Data form)

— Club officer information for the Official Directory (submit
through Member Access or on Club Officers Report
Form)

* Collect and remit subscriptions to The Rotarian (submit to

RI* with semi-annual report) or Rotary regional magazine

(submit to regional magazine office or editor).

* Perform any other duties that usually pertain to the office

of secretary.
See appendix 1 for important dates.

Online Administration Tools

Bttty 2 BEEIT AL -1 EEH A0 Member
Access Bl [E kAT BUE HEHE RI-CAS— At ¥ B R EE &
RHEREARES FFEEARBEOEREEN TH R
B Rk B R IE AR AT 4%

HEEHBAND

# B EH A O Member Access % # B & # # 4 3k
(www.rotary.org) £ - T f ft kA B R EE 0 TR
TEEFR - BAZREMA T EBALEIEENER - o)
At ERRETAR L —EH N\ D ETHER R
BERES > 8% :

BN BIFR I TN X R LRI TE
BRABRIAIE I -

Two tools from RI — Member Access and RI-CAS — can
help you perform administrative tasks more quickly and
easily, provide more continuity between years of leadership,
and ensure that Rl has accurate records.

Member Access

Member Access at www.rotary.org allows Rotarians to
perform Rotary business at any time, day or night, from the
convenience of their homes, offices, or anywhere they
access the Internet. You and your club’s president have
access privileges to the following club administration
functions:

* When submitting payment to RI, be sure to include your club number, invoice
number, and purpose of payment on your check or draft.

A F| B I 3% %% 48 35 www.rotary.org #) Member Access (L EZHN\NH) EEREXRH BN IFEFH - —

K24 NPT ENFIA -

Use Member Access at www.rotary.org to view and change membership records or pay dues 24 hours a day.

RBHREFM
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e EE S FEHHEME W Jg 7]4 » Viewing and changing club membership data

. E'{ﬁ' #\%ﬁ@%&}i—_ﬂ@% }ﬂ ( 653 uﬁ- ﬁ] _};—j{ﬁ—) * Paying RI per capita dues and other fees (by credit card
only)

s EHEAEXR (FHleri  HE - -REEH) * Updating club data (meeting time and place, offi cer
information)

s L AMBEBLEMESEH * Searching club and district data worldwide

s EEERHEHAW ?}’iﬁ@%é}’@%}% B * Viewing reports for club contributions to The Rotary
Foundation

. /ffj'\&'ﬁ]' uﬁ%ﬁﬁ;ﬁ#\%;ﬁ: g %]3 ﬁgﬁgﬂj mlﬁéj] s @% : * You also have access to functions available to all
Rotarians, including:

o WY E}jjn Fﬁ??ﬁ?ﬁ’@%ﬁ * Registering for Rl meetings

s R A FHE S E * Contributing to The Rotary Foundation

. ﬁ%‘@f/&ﬁ’]%ﬁﬁ%é@a‘%%ﬂﬂ P * Viewing your personal Rotary Foundation contribution
history

o ATHAE A v B PRk 2T B W E S F * Managing your personal e-mail subscriptions from RI

. ﬁg@;‘f}_ E 15 A * Viewing member benefi ts

RI-CAS RI-CAS

B S TR B > BB RI-CAS it =% A\ o0 Rl club administration software, or RI-CAS, can be
‘ downloaded in Member Access.
Member Access T # o

HHE AT ﬁﬂgﬁ : Use it for the following administrative tasks:

. /fg‘é I 3E 4% (/'fi B~ 3}; %%};& E) * Managing contacts (club members, non-Rotarians)

. %}E-g—?ilg B (EEXR- e T_,l_g /\g(zﬁg-]—) * Managing club information (attendance, club meetings,
membership statistics)

. ?ﬁ/}fﬁ%?ﬁé 5 @’ﬁ‘%?ﬁi@ﬁﬁéﬁ%/\/\% * Making assignments for club committees and other
leadership positions in the club

. ﬁﬁﬁ‘%i‘i@é}] (é%@@% ~ WA ESE) * Tracking club events (committee meetings, fellowship
events)

s FEEIFHULEHE :':x BB A » Sending e-mails to contacts in the database

kB 3 A2 S A R Your Club Constitution and Bylaws

Tfiiﬁﬁf»&%ﬁ'%ﬁ%ﬁ F:ﬁ?ﬁ A ?k$ﬁﬁﬁf’?ﬁ(%§ﬁiﬁﬁ: 1 E]%:fi The club secretary often is asked questions about Rotary

club policies and procedures. To answer those questions,

2k ’ (e ,‘ \/ 2 =4 ’ % . . . .
SRR R LA TR AR B R R A A P RO R you need to be thoroughly familiar with the Constitution and
] ﬁ &;ﬁ;\_/ﬁlﬂ B © Bylaws of Rotary International as well as those of your club.

%‘1-74[-: , EE%&%&%ﬁ%%ﬁ%%%ﬁﬁ%ﬁ %%};&ﬁﬁ;}:ﬁﬁ: (E, At your first opportunity, review your club constitution to

ensure it is the same as the current Standard Rotary Club

FTE) WEREEFHMBANRTREHAZME (F2 Constitution (see chapter 7). Also review your club’s bylaws
EET ﬁ g@gg%%%;;&(zm DR U] gi@é\ﬁ:ﬁﬁ’ﬂ/fﬁﬁ , to verify that they're up-to-date (see the Recommended

Rotary Club Bylaws also in chapter 7 as a reference). They

B HE T é ﬁﬁ&é é @'?ﬂ%@ ’ 7‘]:’\2:5: ﬁ' /E’\%H-ﬁﬁ& N should refl ect the operation of your club, including officer
HmERAml (2EEFFRE L & # ¥4 48 35 responsibilities and club committee structure, but must not

N . . contradict your club’s constitution or the RI Constitution and
WWW'rOtary'org> ° %ﬂ‘%ﬁ_%i%{a\f’[f ’ Eﬁi%&ﬁﬁﬁlﬂ A B Bylaws (see the Manual of Procedure or go to
ﬁ. é\%;ﬁﬁ HE www.rotary.org). Work with the club president to ensure your

club constitution and bylaws are current.
ﬁﬂ A &—@»% J}H?f/\\’]‘% # ?fq%}?&ﬁ A B ﬁh{‘%%(%ﬁ ﬁgp 2 When legislation adopted by the Council on Legislation
. L . changes the Standard Rotary Club Constitution, those
ﬁ%%ﬁ-ﬁ& QI‘J—‘%B@ 3R R Jﬁﬁ% BEAmn - changes automatically become a part of your club’s
constitution. Determine whether changes to the constitution

require changes to the club’s bylaws.

RE LB EFH Club Secretary's Manual
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Club Administration Committee

RWHTBEELZ A2 5 ERRYHZREZ— (R5
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s HEBAG e R E
c MHMELHEL AR FEY > BBMEEHL R

o fRiEA & R Ay 2 I F
* RAEHT
© MEAEMTIRER BB EE

B &

The club administration committee is one of the five
recommended standing club committees (for more
information on the club committee structure, see appendix 2).
As club secretary, you should be a member of this
committee. The club administration committee conducts
activities associated with the effective operation of the club.
Its responsibilities include:

* Organizing weekly and special programs

* Helping the club secretary track club attendance and
encourage make-ups
* Promoting fellowship among club members

* Producing the club bulletin

e Conducting any other activities associated with the
effective operation of the club

Weekly Meetings

B R RAITHE
& & T E

HEReoFEFAPEZHE - MNEHR
R EHELE

WoHRkEGEAGCEEEH
B85 ROk E S R
PR R AR R A RZ R RL LM

B Z HFEER
XA AL T A e B R AR R R
1 Bh 2 o RUEHEA PR 24 (IRAT

© RO R B W R R

BSOS ORH )

sk

Work with the president and the club administration
committee to prepare the programs for the club’s weekly
meeting. The secretary’s duties for the weekly meeting may
include:

* Assisting the president in preparing announcements

» Supervising the distribution and collection of name badges

* Providing special name badges for visiting Rotarians and
guests
* Recording attendance of members

» Paying the hotel or restaurant for meals, if applicable

* Assisting with arrangements (travel, expenses, letters of
appreciation) for outside speakers

* Providing visiting Rotarians with documentation of
attendance

Club Dues

7TA HREE RERARSE R BT A ELF
SHUHR -HEEHWEREGELAME-—HEXF LT
—kF H3EANVKE EXFI1EA1TKE  -HER
MEBEAUERE MR E —WEES -

%%%ﬁ%ﬁ&%&% T HEHHEEE TR ERZEER

T ABABA TR LNMBRFIOKE ER -
HEERBRRES BEHMESeREHE Skt

ERME AAHEEETHMEK 0 HWABZHLE - E W
MEFL LRIV E TR L wEFA R 10 HW T
BE AHHEERTHEEGRE T UL -

Statements of club dues should be sent to all members as
soon as you take office on 1 July. Prepare these according to
the custom established by your club — semiannually,
quarterly, or monthly. The statement should include any other
amounts payable, such as the cost of meals.

Record all collections and issue membership identification
cards, if applicable. Forward all money collected to the club
treasurer weekly; be sure that you always receive a receipt
from the treasurer.

Report delinquencies in dues to the board regularly. The
Standard Rotary Club Constitution states that members
failing to pay their dues within 30 days of the due date will be
notified in writing by the club secretary at their last known
address. If dues are not paid within 10 days of the notifi
cation date, the membership may be terminated, subject to
the discretion of the board.

# #4157 Rotary Membership Identification cards =] % i B & ks TR (L E#F S

R, www.rotary.org )

Rotary membership identification cards are available through authorized vendors (listed at www.rotary.org).

RBHREFM
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Special Notices

REZARFRARABGHE TREEEETH A H
CEA BEWNE R eRE A R KA P& AL
KM EERHEIHE -

HEg e

As secretary, you are responsible for sending out special
notices to club members. This may include notices of all
meetings of the board of directors, an important committee
meeting, or to those members who are in danger of losing
their membership because of failure to attend the weekly
meetings.

Meetings of the Board of Directors

RARZBHWULT RELALRESCHRL LALRE
F—mERFE - FITUERHEET LR EAHTIEESR
M- AHEZRELHARETBELZA XS E0E
LSRR A KB K

A

In most clubs, the club secretary records the minutes of
board meetings and prepares a digest of them for club
members. You can deliver this digest either during a club
meeting or through the club bulletin. Promptly notify club
committee chairs of any board action related to their
committees. File a copy of the minutes in the club’s archives.

Club Bulletin

MRz ER AR B ER BT HEEY CHE AP

T2 EE R A B R BB A B A AR R B

BRI AR -

%Hwﬁ‘i TREEZACTEAREMAT - A A2 R E—
TREHEEAREALTNNE WX R eREMESTE

‘Hﬁ% P RALE A B T ISR A T IR E

REHLR

The club bulletin should keep club members informed about
the club, including upcoming programs for weekly meetings,
recognition of outstanding service by a club member, and
details for upcoming club service projects and activities.

The club administration committee is primarily responsible for
producing the bulletin. As a member of this committee, you
should provide information for the bulletin’s contents, such as
committee reports, board decisions, and items from the
governor's monthly letter and The Rotarian or a Rotary
regional magazine.

Proposals for Membership

WEREENLE 6 FEFH - LHHH 1
B Bl ARE R

F (R EFE L RRETE-FREBERLELEMAR
BAk o

REMERFLAZ ISR
LABH A B RREZA G RBL AR & 4 B
CEDE S EES B IS RS )

8 RIS B A B kB R S A AAH RAE E o BRI — 72
AARES  EERTFHERARE -

LESEREREEZ R o R ML ERRES B REAHR
HZHRE

S EFERAKIEEMIORNZERTH EHEFEELER
HRERREEA -

4 WwHBEVIERE R B REE AJE W EE A A%
WHZFEREA—MHEZRERERN R EFHL
BEREZFLRRFE  LAFELEL KBESB (WR
T REELT) HEtbNH -

3 6 WM=EF

As club secretary, you are involved in three of the six steps
for proposing and electing new members (steps 1, 3, and 6).

Follow through carefully and promptly on each step to keep
the potential member interested in joining the club.

Recommended Procedure for Proposing and

Electing Members

1. An active member of the club or the membership
committee submits the name of a prospective member to
the board in writing, through the club secretary. A
transferring or former member of another club may be
proposed to active membership by the former club. The
proposal is kept confi dential (except as otherwise noted
in this procedure).

2. The board ensures that the proposal meets all the
classification and membership requirements of the club
constitution.

3. The board approves or disapproves the proposal within
30 days of submission and notifies the proposer, through
the club secretary, of its decision.

4. If the board decision is favorable, the club or the proposer
informs the prospective member of the purposes of
Rotary and the privileges and responsibilities of
membership. The prospective member signs the
membership proposal form giving the club permission to
publish his or her name and proposed classification (no
classification is proposed for honorary membership), and
the club publishes the information.

RBHREFM
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5. TR Ii Al AL BT REM TR EE RREE
HREERL - BEARE > WREABNABMNLT
BoBRAERME - wHEMRHELNE  ZEEH
RTREREFRER WREZFEMTE ABEEA
EHRMANEE R RAERALER -
BANZHKBHER -EhWwE 2 A BB AT FH
AT -

6.EZRMLE  HRBEAHHLE RHANLERR - HHHE
75 3 37 BRIk B OURR © AR BB B R A BT B & R R4 B IR
kgt RBEHIR—MUH B MBI HLE 2Rkt Lo
R E B —FH R REH -

Ie] . B AR BT R B S ke

5. The Recommended Rotary Club Bylaws allow seven days
for club members to consider the proposal and file written
objections. If no objections are received, the prospective
member is considered elected to membership, upon
payment of the admission fee. If an objection is received,
the board votes on the prospective member's membership
at its next meeting. If approved despite the objection, the
proposed member is considered elected to membership,
upon payment of the admission fee.

The admission fee is waived for transferring or former
members of another club and honorary members.

6. Following a new member's election, the president
arranges for the member’s induction, membership card, and
new member Rotary literature. The president or secretary
reports the new member information to RI. The president
designates a current member to help the new member
become involved in the club and assigns the new member
to a club project or function.

Informing the District Governor & RI

et EAE KBRS TN ES ST E - RE
MBS R TE R B L MR R ALE A T B Aol S B TR A
BERABEMBEN Z AR BERGHERTI Y R4
35 (www.rotary.org) @ttt 54 -

BER

Regularly inform the district governor and RI of the club’s
activities and plans. The governor can then share this
information with other clubs within the district through the
monthly letter, the district Web site, or assistant governors,
and Rl may publicize it to the Rotary world through its
publications or on www.rotary.org.

Correspondence

TS HHImAT REATEEL LR WEF- F Rt
HRBI—FRF HREEETENF FHAERL - WX
HHH B DR R E - SR BRIk T RS
A F Mt (Visual Identity Style Manual ) > # {15 4% L 45 IE
B EARE - RN R BRI R R E L
Eome T ok o kEBE T B B IR 3k 8 A shwww.rotary.org T
# o

AMiBEBEEARE

In most Rotary clubs, the club secretary responds to
correspondence received by the club. Work with the club
president to set up a process for responding to e-mails,
letters, and faxes.

Use RI's Visual Identity Style Manual to ensure that the
Rotary emblem is correctly reproduced on club stationery, if
your club has its own. Your club’s name and district number
should appear directly above or below it. The Rotary emblem
logo can be downloaded at www.rotary.org.

Publicizing Nominations

BT — 5 Lk 5 R R ARSI S % LR IR IR A
RRGEAZESL RERA S MR T 288 T
JeHRE AREMAEREA BRABHEFIHREEAZ
HERLRAEF2HEAE

I i 3k i 4 S L 7€ 28 b T B PR R BT o 2 0 - Rt ML AR
TeMEEHZHT - LAkt R BRI ERE
(W EAEXBEERREE) EEERTISHNUET
AW 2 Bk wmB Rk E R -

AR wESE

After club officers have been nominated for the upcoming
Rotary year, you should publish their names and election day
details to all members of your club. Also publish the names of
any club members proposed as candidates for district
governor, Rl director, or RI president.

The RI Bylaws prohibit campaigning for any RI office. A
complaint about any such improper activities must be filed
with your RI international office within 45 days of the election
and must be submitted by an RI officer (such as the district
governor or an Rl director) or by a club.

Contributions to The Rotary
Foundation

TFF St WRERAHRERBE L ERREGRE R
o MERARMEL  HEATUFACH  FEET T
&9

In many clubs, the secretary processes and maintains
records of contributions to The Rotary Foundation of Rotary
International, if the treasurer is not assigned this task. When
carrying out this task, be certain to:
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EHAAERRK LG TORT R EE i

— T £H R JEF ZE  The Rotary Foundation, 14280
Collections Center Drive, Chicago, IL 60693
— & mE KZHEHKEFZE The Rotary
Foundation-Canada, P.O.Box. 9988 Postal Station A,
Toronto, ON M5W2J2
— EEXBERMERUIIHEEREF HRB HALZ BEERK
B PR R R B B 2 M MR
B ZERABRELARM — R RHE BB K
(123-EN) - gk & #& ¥] 4% B 5% 4k % 48 35 www.rotary.org T
# o
o R FTHBCGR K E H R -

s HmEMNFTERBHE EFMTHEE

BAHTHEREL  ZHRAERE "Rt s e, WMk THE
Rtw c BATURKXE -GFAF BEEXRITLE - £
BRARX wHBES  RRE - M- RESE Th#
BHhamt Ry THwmE L e WEZHEBREER (Gift
Administration Department ) = i # & #5 i B I8 3 = & 1% B
WEAG R B -

g H0E > FHEERMOTH S VIR M F L5 - BAFTR
ZARRR R B R F Ak A o B IR RR PR A R R R
MEFMERRES IR RHMEFERRIZEETES
B WU ERTHERX B ERE TR RS
(www.rotary.org) W BEHANDES kB HEHLRE
UM EEA AT RRELEZ R e FTELEA

KR

Forward contributions received from club members to the

appropriate address:

— In the United States: The Rotary Foundation, 14280
Collections Center Drive, Chicago, IL 60693

— In Canada: The Rotary Foundation-Canada, PO Box
9988, Postal Station A, Toronto, ON M5W 2J2

— Outside USA/Canada: Rl international office or the fiscal
agent serving the clubs in your country

e Submit the Appreciation/Contribution Form
available at www.rotary.org.

(123-EN),

* Maintain receipts for of all contributions as they are
received and forwarded.
* Prepare periodic reports on contributions for the club or
district.
Contributions may be forwarded at any time. They may be
made by check, credit card, money order, or traveler’s check
and made payable to “The Rotary Foundation” (not to “Rotary
International”).
Other forms of contributions include stock, life insurance
policies, property, and will bequests. Contact the
Foundation’s Gift Administration Department at RI World
Headquarters or your international office for assistance in
transmitting these types of contributions.
As secretary, you will receive tax receipts, wherever
available, for contributions made by the club. Receipts for
contributions made by individuals will be sent directly to
those contributors. Contact the district Rotary Foundation
committee chair or district annual giving subcommittee chair
with questions. Club contribution records and the recognition
summary reports are available to club presidents and club
secretaries through Member Access at www.rotary.org.
Share these with your Rotary Foundation committee as
appropriate.

Resources

HE R T AR RBATIR N E T

EH

o g 75 gt 7 Appreciation/Contribution Form ( 123-EN)
—BEHFRMELTNERG B ILE -

s REME LRI —F I KM EFEIAREY -

o prf7 7 E F # £ How to Propose a New Member
(254-EN) — it ## R REML B0/ N FH/H > WEHLE
i & % Membership Proposal Form -

o # ZFm Manual of Procedure (035-EN) — #& &y i1 242
FrBERHwEEe Rt eRhEZEeRERER
BRI NRA RN - B2 LA RET RS GRYE
EHBAT BEKRBEREN € LT RE—HIRE -

The following resources are available to help you fulfill your
responsibilities:

Informational Resources

* Appreciation/Contribution Form (123-EN) — Form that
should accompany contributions and donor appreciation
requests to The Rotary Foundation.

* District directory or Web site — Listing of district leaders
and activities

* How to Propose a New Member (254-EN) — Brochure
outlining the procedure for selecting and electing
members. Includes a Membership Proposal Form.

* Manual of Procedure (035-EN) — Policies and procedures
established by legislative action, the Rl Board of Directors,
and the Trustees of The Rotary Foundation and the RI
constitutional documents. Revised and issued every three
years following the Council on Legislation, with a free copy
sent to every club secretary.
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o 2\ st £ ## Offficial Directory (007-EN) — %7 B B I 4 #% ~
FamEeemE -Za g BRAEH AR ERBEE
e BRHEREELR S HRUENRKRLEER
BELHM Atk REROEREH - 2 DLFHE
Fhatk BRENKBHGEER (BEREREHED - &£
AESIAE - EFTREMFRBBEND R FIA L%
# >t E 42 48 35 www.rotary.org &3 o BB KB o

RBEHBULE  HKWHEAFBHERZ LR (AAZ#)
HELEM AR ER®R -

s HfF# # F#% Rl Catalog (019-EN) — 7|7 B % 4 % 1)
Widh ~ RBEEE - REERARSE  BEEN - HEWERA
FE R -

« $B4 % % 4 Rotary Code of Policies & # #4 & 4 & B %
# %5 Rotary Foundation Code of Policies— % % 2 B [&
FMmERREI MEERfRESeREBESsTRY
ZEEHENBERER EBRAREZE -HETH
%I e BR o 7 L4 www.rotary.org EF ©

o ##Z# /X Rotary World (050-EN) —Ef4T 4384t B 3
B 4 0 R AT R @A £ e

* X ## A 7/ The Rotarian = 3 %y #3385 ¢ Rotary
regional magazine — & A i} I iy Bl k8 A X g k0 R
FBEARMEEHNEA BERBEFTgHRRKERK
WmEeREM - WEHBITTHEEELAA -

o 7 £ # 7% =t F A Visual Identity Style Manual( 547-EN )
— kiR & RALBR T R B 2 E R B A (T IE
R RIBE ~ WM& - 0B EWALRTTE ~ A
BE - HE - BXUREBR -

Bkt e B B B $5eT0 - B A

www.rotary.org T & °

www.rotary.org

RS SRR TN ARERRRITHEE
HEER - kwmELe  BERK&RE IE - LR H®
BX% RNMK - B R LESREY  HIEE %t
Wl e R~ M BE o RCT WAk E AR -
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* Member Access t#t 8 ZH N\ 0 — & )& R #4445 R
%o A% BEREmATBUE H % RI-CAS - @it EF R
HRITEFE S Rt & Raék -

* Club-District Support # @ # % # E X #

(www.rotary.org/support ) — fi $ Byt & 3k #n 3t [ B B 3E
FAWER  AERFTNERF LA RS HE L E

e

i E=

* Club Leadership Plan # #% # 4 % 3 2
(www.rotary.org/clubplan) — 7 Bl % & 4 48 w5t & th 5
KREIR -

 Official Directory (007-EN) — Contact information for RI
and Foundation officers, committees, task forces, and
Secretariat staff; worldwide listing of districts and
governors; alphabetical listing within districts of clubs,
including contact information for presidents and
secretaries and meeting times and places. A list of the
licensed suppliers for Rotary merchandise (including lapel
buttons, badges, gavels, flags, or other Rotary emblem
items) is included in the back and at www.rotary.org. A
CD-ROM version is available.
Note: Rotarians, Rotary clubs, and districts are prohibited
from making the Official Directory available as a
commercial mailing list.

* RI Catalog (019-EN) — List of RI publications, audiovisual
programs, forms, and supplies, updated annually.
Available in print and online.

* Rotary Code of Policies and Rotary Foundation Code of
Policies — Policies and procedures established by the RI
Board of Directors and the Trustees of The Rotary
Foundation in support of the RI Constitution and Bylaws,
revised following each Board or Trustees meeting
(available at www.rotary.org).

* Rotary World (050-EN) — Quarterly newspaper for Rotary
club and district leaders; can be used for club bulletins and
other newsletters.

* The Rotarian or Rotary regional magazine — RI’s official
magazines, published monthly; resource on club and
district projects, RI Board decisions, and Rl meetings. Gift
subscriptions are available.

* Visual Identity Style Manual (547-EN) — Reference for the
design of publications at all levels of Rotary. Includes
information on the proper use of the Rotary emblem, the
Rotary colors, elements of good publications, grids and
page layouts, typography, graphics, and photographs.

Rl publications can be ordered from the RI Catalog or
downloaded at www.rotary.org.

www.rotary.org

The RI Web site provides online resources and up-to-date
information on all aspects of Rotary, including membership,
The Rotary Foundation, Rl programs, news, club and district
support, and training. Visitors may shop the online catalog,
locate the meeting time and place of any Rotary club, and
download Rotary publications.

Click on:

* Member Access — Secretariat services for Rotarians only,
including RI-CAS. Club secretaries and presidents have
access to additional club reports and records.

e Club-District  Support  (www.rotary.org/support) —
Resources for club and district officers, including the
current Recommended Rotary Club Bylaws and Standard
Rotary Club Constitution.

Keyword search:

* Club Leadership Plan (www.rotary.org/clubplan) — Policy
and resources for the Club Leadership Plan.
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Human Resources

* Assistant governor — Rotarian appointed to assist the
governor with the administration of designated clubs. Your
assistant governor will visit your club quarterly and is
available to assist your club. (Contact information available
from your district.)

* Past club secretaries — Knowledgeable Rotarians who
understand your club procedures and history.

¢ RI Club and District Support representatives — Staff
members at RI World Headquarters and international
offices available to answer administrative questions and
direct other inquiries to appropriate Rl and Foundation
staff. (Contact information can be found in the Official
Directory and at www.rotary.org.)
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fis% 1
APPENDIX 1

RBHRELSFTERE Club Secretary’s Calendar

P T %?fiﬁﬁﬁ:ﬂ%ﬁﬂ§ilﬁ i’}] Q'J ﬁg@ {:__fﬁ 21—‘ y %—v ﬁ%;}:&% %ﬁﬁ This is a sample calendar of activities for the club secretary.

You should modify it to reflect the activities of your club and

FredBHESFHAEBHR - district.
EHHE T Regular Reminders

@‘.ﬁ = V%%ﬁ%%#?@ﬁ%@&ﬁ %@% , m iZIJ fi%’@’ Weekly: Assist the president with arrangements for weekly
meetings and any special meetings, such as board meetings

@% ’ ’ﬁﬁﬁﬂ@ﬁ » H %ﬁ ﬁ'% ° and club assemblies; respond to correspondence.
ZhHE _/5_,}:] %%"U’(m@’ﬁ%%& » ER 15 | W}{%Z}Rﬁ_ Monthly: Send the club’s membership attendance report to

the governor no later than 15 days after the last meeting of

ZHEHRBREARGHEAE - the month.

LBEHT B EER R ?% B B Bl TR 4 BS B 35 Sl Quarterly: Help prepare for/follow up on the assistant
governor’s visits.

fr’-c/fﬁxf DB EE R K /g:—g BHHE A ﬁ’]@iﬁ?ﬁ B e Annual: Help prepare for/follow up on the district governor’s
offi cial visit.

ZEA-WA-FZA—A (B EE) March-April-May-June (before taking offi ce)

. Bﬁﬁéﬁﬂ’éﬁ?}’i%‘ﬁﬂz%%ﬁ‘fﬁﬁﬁ%?ﬁ’ﬁ:ﬁﬁ&%%%%‘ﬁ * Begin studying the Club Secretary’s Manual and the

Standard Rotary Club Constitution and Recommended

ha Al Rotary Club Bylaws.
s HMHEEZARBHEHMEZEST - * Confer with the president-elect and the outgoing secretary.
s WEHE#HETE - * Attend the district assembly.
o E ;]%_]__T{ fi$ m@»% o * Attend meetings of the incoming board of directors.

s NEBH B LA £ JE H 715]‘ kA EEE Assist the incoming president, as needed, in setting club
(Planning Guide for Effe&ive Rotary C|UbS) ?T/IZ)KTJJ: goals, using the Planning Guide for Effective Rotary Clubs.
t EAR -

o }g &% EEAEHREHE @» Z BEATH ,—‘&ﬁﬁ Eﬁ(@' » Attend the club assembly held by the president-elect after

the district assembly to discuss club plans for the

o LLETER AL A R E AT e AL upcoming Rotary year.
. ﬁZlJ %E‘(I%’ﬁ%% , E% i }% fﬂ.ﬁ: il $@_@.§§ R * Attend current board meetings, if invited.
€ A July
o HEE E’ FERRTS B ﬁ‘ﬁ R » Take office and assume official duties.

o 3 Bx 3 B4 4 oh www.rotary.org tw 8 $ HAag Register with Member Access at www.rotary.org.
Member Access it -

. rﬁﬂ%iﬂfiﬁﬁﬂ%a‘%%ﬁﬁﬁ%% ﬂﬁ%%fi“}’ﬂ?}% , @J%%% » Secure all club records from the outgoing secretary, and

take custody of club property, including the current Manual
w2 7 1t (Manual of Procedure ) » of Procedure.

. % Iﬁ/i\ﬁ%’ﬁ: 54 ﬁ:% ﬁ y f‘é%ﬁ%{% Zﬁ‘i% o . S‘Td statements of club dues to all members, and record
collections.

o BHEMEWLED FABIAET A1 ML EEHH ° Prepare both the semiannual report and dues payment,

due to Rl on 1 July.*
e FE I MEWELEENFALET A1 HERELEHE Note: The semiannual report should list all individuals who

will be members as of 1 July.

ﬁ o
o i B B S 5 FF 2R By A R & 4% Official Directory o * Receive the Official Directory from RI.
*H— 2T B iE A EFHF A T Member Access 2 # B # 2 o * Can also be submitted to RI through Member Access at www.rotary.org.
RE LB EFH Club Secretary's Manual
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T=A

o BGHHBBATE EEERESH LEAKE 12 A 31 H
W4T EHRLEE R HFAAHIRANAKEL# Offical
Directory #* - 3 & : tn REEHEWmZ AWK E » AKX
L e ETIHAEREN L E

—A

s FkoBHEREHLFTREME BB HE

s BHAXEHLERHFEIHET A1 HAFABEBHEG" - F
B XEHEPREAIAEN AT HRERAELENSE
_% o

s MM R AMEELFARAULLEH L EHFFEFTHE -

=H
cEFHOURERE-—UHAEAMEREFEEA BRFxh
ERERERELEZRE -

M A
c HBEHEEAAARERELEATHERE -

AiA
s AHFERRWFEZIAREEEAE

~H
c BEEEHE -
s MBEANEWH S BRXAUMFATHE  HERME -

* UL — R # AR P E i A EFHA T Member Access £ # B # i -

December

* Prepare for and assist with the annual meeting to elect
officers, which must be held by 31 December to guarantee
inclusion in the next edition of the Official Directory.* Note:
If Rl doesn't receive this form, current officers will be listed
again.

January

* Send statements of club dues to all members, and record
payments.

* Prepare both the semiannual report and dues payment,
and send to Rl on 1 January.* Note: The semi-annual
report should list all individuals who will be members as of
1 January.

* Cooperate with the president and the board of directors in
reviewing the club’s program of activities and preparing the
midyear progress report.

February

* If your club has decided to propose one of its members as
a governor-nominee candidate, send a letter with the
proposal to the district nominating committee.

April
* Begin briefing your successor on the various aspects of
the job.

May

* Prepare credentials for delegates to the Rl Convention.

June
* Prepare your annual report to the club.

* Meet with your successor, and turn over all club records
and property.

* Can also be submitted to RI through Member Access at www.rotary.org.

RBHREFM 13
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APPENDIX 2

RI Board Policy for the Club Leadership Plan

B AL ST E A AR A RO A B R B AT B

EHEH KRB - ARRFBENER S
o REFSM UM B AR

o IR HT B E A A E R R E TR R E

c BBEHERESHEAER IR EL T
* BRAEA KRR E UL ERB ki ERA

ATIITHRBHEEAE HAE TE KA EHRBLER

INTE
VAR AR BE NS TR — RN E -

200 TREZ R E S, AR EELER

JO& Am 3k B B R R AT 3 A A R

# AR

S EFKWHEMBTR GH > LHFHLE S HERNAE

R MRAkRmEsEEY -

dERBBMEHK - EEE R EEZ  HWUEHE R

B 4L B

SAEFERMAER ML BEREAFNH S
BAWEE -

6.EXBHRAAMURMKBMEET B ERERKBEHEIA

WAEREE-
TR 2 B e

8.7 R (E A B AR 2 —(H Rtk 3t & R E—FW

% o

OB R EHB W IR EUAR
* REAEEAL R HE I RE A
s EHRHE B E I

c HAEHEHARFTHHRAHE

CHEMAE  CRHEZRECZMARRENAE -
PLFE R R R4

R ERARAREREFLFERAHL EFARESR
EAMBFERZT TRk WE AR E- A EREF T

kWtELZRE

kit Z 8 & A RE WL KRR AR5 T AT R BTk

FRERRRHMEFR - HREEA K RAAETHE

JEh e ERARNEFERRERE - WRAT

J& 245

FHEERE—ZRe=4F LH#ER-—FKE - HREEAR
ARECEREZHABZAE > HRZAEZALUAMATR Z
FoBRZRGEZ LERATGHR RANREGHES
REZBHAEZ - RABRUTERZREWZARE

Z

The purpose of the Club Leadership Plan is to strengthen the
Rotary club by providing the administrative framework of an
effective club. The elements of an effective club are to

¢ Sustain or increase its membership base

* Implement successful projects that address the needs of
its community and communities in other countries

e Support The Rotary Foundation through both financial
contributions and program participation

* Develop leaders capable of serving in Rotary beyond the
club level

To implement a Club Leadership Plan, current, incoming, and

past club leaders should:

1 Develop a long-range plan that addresses the elements of
an effective club.

2 Set annual goals using the Planning Guide for Effective
Rotary Clubs in harmony with a club’s long-range plan.

3 Conduct club assemblies that involve members in the
planning process and keep them informed of the activities
of Rotary.

4 Ensure clear communication between the club president,
board, committee chairs, club members, district governor,
assistant governors, and district committees.

5 Provide for continuity in leadership, including the concept
of succession planning to ensure development of future
leaders.

6 Amend bylaws to reflect the club committee structure and
roles and responsibilities of club leaders.

7 Provide opportunities to
members of the club.

8 Ensure that every member is active in a club project or
function.

increase fellowship among

9. Develop a comprehensive training plan that ensures
¢ Club leaders attend district training meetings

* Orientation is consistently and regularly provided for
new members
* Ongoing educational opportunities are available for
current members
Club leaders should implement the Club Leadership Plan in
consultation with district leaders as described by the District
Leadership Plan. The plan should be reviewed annually.

Club Committees

Club committees are charged with carrying out the annual
and long-range goals of the club based on the four Avenues
of Service. The president-elect, president, and immediate
past president should work together to ensure continuity of
leadership and succession planning. When feasible,
committee members should be appointed to the same
committee for three years to ensure consistency. The
president-elect is responsible for appointing committee
members to fill vacancies, appointing committee chairs, and
conducting planning meetings before the start of the year in
office. It is recommended that the chair have previous
experience as a member of the committee. Standing
committees should be appointed as follows:

RBHREFM
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e Membership

This committee should develop and implement a
comprehensive plan for the recruitment and retention of
members.

e Club Public Relations

This committee should develop and implement plans to
provide the public with information about Rotary and to
promote the club’s service projects and activities.

¢ Club Administration

This committee should conduct activities associated with the
effective operation of the club.

* Service Projects

This committee should develop and implement educational,
humanitarian, and vocational projects that address the needs
of its community and communities in other countries.

* The Rotary Foundation

This committee should develop and implement plans to
support The Rotary Foundation through both financial
contributions and program participation.

Additional committees may be appointed as needed.

Training Requirements

Club committee chairs should attend the district assembly
before serving as chair.

Relation to the District Leadership Team

Club committees should work with assistant governors and
relevant district committees.

Reporting Requirements

Club committees should report to the club board on the
status of their activies on a regular basis and at club
assemblies, as appropriate.

RBHREFM
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2 Beginning Your Term in Office

The club secretary, along with other club officers and board
members, takes office on 1 July each year.

Pre-induction Activities

FRCLLAT > 0F F& S AR AL R 10 T 8 A AR R Y 3
wo AERARERERER U EERANES - HREEA
EETAVHUMBENERENEZIRZAEWMELIAE
EUBE R ARFE W EAR - B iE ek AW B AL B AR REt
E-RUBFERTA I 0B IRTE AR — (87 e o kB
77 BT R A

(ot A S E T B DR R LR R
EERAZAEREDHR - wilil s BFRAELEE
S RETHRARALATRAR A AR TR
5 -

HBEFRYRER

Before you take office, meet with the incoming president in
order to arrive at a mutual understanding of club operations,
particularly how various functions are divided between
president and secretary. The club president-elect may call
informal meetings of the newly elected board of directors and
committees before 1 July, in order to develop goals for the
coming year. Participating in these meetings will ensure that
you're aware of club goals and plans, allowing you to see the
club as a whole and understand your role in maintaining an
effective club.

You and the president-elect should meet with the outgoing
offices to assess the state of the club and the status of
ongoing projects and activities. Attending meetings of the
current board, if appropriate, will allow you to gain a greater
knowledge of the club’s administrative procedures and also
help ensure continuity of club operations.

Club Records and Procedures

HWEREZY UEReHEERE AL  HOW
b AR H A St o e g~ N REE - Pl E B RS - 2
HEXREE R AR TR R BHATENAE
R EREESCRRAECHLE KRB LRA R F
ReRFsAmt R2BUHA LM HLHmERERK
TEEFRMEE - Btk h {8 4t B W AE
MEZERELEFREE - BOEFHALEHEZEE R
REEEH HERE—BZAAME  RREBHETLILH
Wl

R ERE A R A P RAATREERF A
BRABBLRERE wHLE AR LGSR EA

Make arrangements with your predecessor to receive the
complete records of the club, including club file, office
supplies, and any equipment (bell, gavel, club meeting
badges, club banner). Club files should include the club
charter, club constitution and bylaws, description of club
locality, club history, minutes of all clubs and board of
directors meetings, annual reports of the club officers and all
committees, and a roster of club members. Work with your
predecessor to ensure records are complete. If the club
doesn’t have a system for maintaining records, including
attendance and payment of dues, get one started.

Review current administration procedures (attendance,
payment of dues, membership proposals) in the club bylaws
with your predecessor. Work with your club president to

JE © review and adjust them, as necessary.
RE LB EFH Club Secretary's Manual
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Club Archive and Library
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Ordinarily, the secretary is the custodian of the club archive,

which contains historical information about the club and

Rotary, including:

¢ Club’s application for membership in Rl and list of charter
members

* Documentation relating to change of club name or locality

* Club constitution and bylaws with amendments
* Meeting notices and minutes
* District conference programs

* Press clippings, photos, slides, and videos relating to the
club and its activities

At the end of the year, work with the president or a special
committee (if one is appointed) to update the club archive,
including a summary of activities for the year, photographs of
officers or special events, names of new members, and
outstanding accomplishments.

A club library is useful for new and continuing member
education. It should contain Rotary publications and
audiovisual resources (ordered from the RI Catalog), along
with archived issues of the club bulletin, the governor’s
monthly letter, The Rotarian or your Rotary regional
magazine, and Rotary World.

Club Financial Review

ERAFEEFE RS R B AN EEEEMHNEHESF
E i taiss o (REHAEEW > L2 ®mA KR ERik
o BEE—METENEGH I IRF RN LEESE

PR

TR Z 2RIk B RO % - 3F £ B R A T 20 7 A 3K

&N X
IRERRTHERRFLRET -
2K BRI R REFMBHLR -
SHERBRBEMEFTM -

KERENHEFA E—REZLAFEARMARELS

% o

Review the annual club financial records with the club

treasurer, which was prepared for the outgoing board of

directors and transferred to you with the club records, to

determine if any bills require payment or debts should be

collected. A complete accounting of these should be

prepared for presentation at the first meeting of the incoming

board.

Maintain careful records on the payment of bills and

collection of debts. Many clubs use this procedure for paying

and recording bills:

1 The secretary draws a voucher and gives it to the
president for signature.

2 The secretary gives the signed voucher and the bill to the
treasurer for payment.

3 The treasurer returns the voucher to the secretary, who
files it with the club records.

Good business procedure calls for two signatures on a check

or draft.
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3HKRHE 3 Reporting Requirements
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An essential part of the club secretary’s work is to prepare and submit the required reports to Rotary International and the district, listed in
the chart below.

Required Reports to Rl and District

Report Submit to Due date
Semiannual report* RI, with a copy of the worksheet sent to | 1 July and 1 January
the district governor District governor
Monthly attendance report of club | District governor Within 15 days following the last meeting
meetings of the month
Changes in membership* RI and district governor Ongoing
Visiting Rotarians attendance reports Rotary club of visitor Ongoing
Rotarian Relocation Form Rotary club in new community Ongoing
Club information changes* RI and district governor 31 December
Official Directory information* RI and district governor

*W—# & & W] 3% 18 4 jéwww.rotary.org ks ﬁ gﬁ)\ O ¥ Reports to RI can be made through Member Access at
www.rotary.org.
Member Access £ 3 B & 1 % °
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Semiannual Report to Rotary
International

REGEEHZ —REHFFHE WERKWEA 24T
RHLREATH - BRKBREFHETARIARNFF
HEk (TANKBEERK EEMRKED) - wRTATH
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WAFERTER LRURET FBHAAET L@EF
R B Y B R bk o B R R R R R — R AR A
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R TF AL RBR TR ATRE > w3 K 4180
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Wk FAE—F R FRE A SRR EHE B R
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FANEHEE LR BE—F LARLFRE LT
RABBIAE -

BAHRBEFRRENE

One of your first and most important duties as club secretary
is to prepare the semiannual report to Rl certifying the names
and personal information of club members. RI will send you
the semiannual report forms for the July report (which you
should receive before you take office) and the January
report. If you don’t receive your club’s set of forms by 1 July
or 1 January, contact RI.

Complete each report carefully and accurately, have the club
president sign it, sign it yourself, and promptly send it to your
RI international office. Also send a copy to your governor,
and file a copy in your club records. The semiannual reports
are due on 1 July (past due on 1 August) and 1 January (past
due on 1 February).

The report and forms for reporting new members and
should be
accompanied by a check or draft to cover the per capita dues

membership changes or terminations
and subscriptions to The Rotarian or Rotary regional
magazine.

Dues and subscriptions are required for Rotary club
membership. If these dues and subscriptions aren’t paid on
schedule, your club’s membership in Rotary International can
be terminated 180 days from the due date. Terminated clubs
must be reinstated within one year of the termination date in
order to retain their charter, name, and club history. In
addition, terminated clubs may only revise their membership
list within one year of the semiannual period due date; after
that time, dues must be paid for the membership as listed on
the semiannual report.

Monthly Attendance Report to District
Governor

HEME R 2 — BRI S R B F 2 AR B3
HEABFARZESE  REATRE— KO ERISEN
FEMERE - BHEAE ABD IR SRR &
RERHBEER (FTE)-

RANMHENTBREEZEEZ A HAHLA 0T
WE R R TR TR - R LIF 7 B W Bl E it b
R -

FTESABAL R W&

b H| WA R A e R B RGT AR A A

T 065 18 32 B A% 08 St R Bl & A B BRI & o

BEHELE (S—ELLNE) mEEDE8SFEH
BUETEHRMUEREFREL LRI E - EEEEHAER

A B TR R B AT kR

One of the secretary’s duties is to record attendance at each
weekly meeting and calculate the monthly percentage of
attendance report sent to the district governor within 15 days
of the last meeting of each month. The attendance
requirements, including how to make up an absence, are
included in this section and in the Standard Rotary Club
Constitution (chapter 7).

You may want to involve your fellow club administration
committee members in educating club members about the
attendance requirement and how to make up a missed
meeting. You may also ask for their help with tracking
attendance.

Active Members Credited with Attendance

Do include active club members present at the weekly club
meeting and members credited with make-ups.

Do not include members excused by the board from
attendance or visiting Rotarians. Members whose combined
age and years of membership (in one or more clubs) totals at
least 85 years may submit a written notice to the club
secretary, asking to be excused from attendance; the board
must approve the request before the member is excluded
from attendance figures.
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Make-ups.

You may give attendance credit to a member who misses a

club meeting if, within 14 days before or after the missed

meeting, the member meets one of the following conditions:

* Attends at least 60 percent of the regular meeting of
another Rotary club or a provisional Rotary club

* Is present at the usual time and place of another club’s
regular meeting and that club is not meeting

* Is serving on Rotary business as an Rl committee officer
or member, a Rotary Foundation trustee, or district
governor’s special representative in the formation of a new
club, or in the employ of Rotary International

e Attends or travels with reasonable directness to or from

any of the following meetings:
RI Convention

Council on Legislation
International Assembly

Rotary institute meeting held by direction of
RI committee meeting district governor or Rl Board
Any meeting held by direction/ of Directors
approval of Rl Board of Regularly announced intercity
Directors meeting of Rotary clubs
Multi-zone conference

District conference
District assembly
Any district committee

* Participates directly and actively in a service project
sponsored by the district, RI, or The Rotary Foundation in
a remote area where a make-up opportunity isn’t possible

» Attends a regular meeting of any of the following: Rotaract
club, Interact club, Rotary Community Corps, a provisional
Rotaract or Interact club or Rotary Community Corps or a
meeting of a Rotary Fellowship

* Attends and participates in a club service project or
club-sponsored community event or meeting authorized by
the board

* Attends a board meeting or, if authorized by the board, a
meeting of a service committee to which the member is
assigned

* Participates through a club Web site in an interactive
activity requiring an average of 30 minutes of participation

Canceled meetings

When calculating the club’s monthly attendance report, you
can omit a regular club meeting that is canceled for one of
the following reasons:

* Legal holiday

* Death of a club member
* Epidemic or disaster affecting the entire community

* Armed conflict in the community that endangers the lives
of club members

Additionally, the board may cancel up to four meetings per

Rotary year for causes not otherwise specified, provided that

the club does not fail to meet for more than three consecutive

meetings. Don’t include these canceled meetings when

calculating attendance.
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Calculating Attendance Percentages

Calculate the attendance percentage for each week by
dividing the number of active members credited with
attendance for that week by the number of active members in
the club. The following chart illustrates the method of
calculating the average attendance percentage each month.

A i B # C 1
A R EAR b aY R S R BlE R E
(T&2RHER) | WAEAR A (B/A) x100=C
10 A2H 52 50 48 96%
10 A9 H 52 50 45 90%
10 A 16 H 54 Pl E Bl H e E
10 A 23 H 54 52 44 85%
10 A 30 H 55 53 48 91%
T3t E=91%
Column A Column B Column C
No. of Members Used
Total Membership in Calculating No. of Members Weekly Percentage
Meeting Date (except honorary) Attendance Present or Made Up (B/A) x100=C
2 October 52 50 48 96%
9 October 52 50 45 90%
16 October 54 Holiday Holiday Holiday
23 October 54 52 44 85%
30 October 55 53 48 91%

Average Attendance = 91%

HABERSE

Changes in Membership

—FHHEBAHTZE  GEHFLE - EHEEREM -
Bk % E —BEF % F A4 8 8 A\ 0 Member Access
HEEHK (7 F) A - FU BB EHAE > T4
h—ERFALFHEE -

#EHHR

CELES R D EREN Pk kS XA 5 S IPNN g
Retsdd  mid BRVER TR T 30k A Tl S BH
EZ B WRFHE R LG T HRBH R R EAEF
8 R E R RIS Rkt BRI SR AR R A
oo T B IRk B AR AR B SRt A AR E

FREFBEHANORERE

HAMRERB R EHN DR G AR 3R
T B AR - R R R R EHA T
fo i # ok — Gtk B R A 24 B % B R ST BT E A A

During the year, most clubs experience changes in club
membership, including new members, changes in members’
contact information, and membership terminations. Report all
changes to Rl as soon as they become effective, using either
Member Access or the Membership Data Form (chapter 7).
Be sure to notify your district governor and update club
records.

Reporting New Members

When RI receives this information, the new member’s name
is entered in the club membership record and the member’s
subscription to The Rotarian or Rotary regional magazine is
activated. If the new member is a former Rotarian, provide
the member’s previous Rotary club name and member ID
number (if available) so that the member’s history, such as
Foundation giving or Rl offices held, is retained.

Reporting Changes through Member Access

Membership changes reported through Member Access are
made directly to the RI database and processed immediately.
Be aware, however, that if you add or terminate a member,
the change to the individual's membership status is
immediate and permanent.
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Visiting Rotarians Attendance Report

FOARFAL B R RAL A G R R S SR A AT
BB AL R - BRI URE—R T &S
R E B TR SR LT E R A R A B
HIRE o

kWA BB R

Provide visiting Rotarians with documentation of their
attendance at your weekly club meeting so their own club will
give them attendance credit for the make-up. This
documentation could be a card the visitor takes back to his or
her club or an e-mail that you send to the secretary of the
visitor’s club.

Rotarian Relocation Form

K BB WMBA TR SRR EE NI EAE

HEWkRE - FHTUREAERS Z A B AT HENRE

(T ERBWENEMEE BT FEIEE) - 7 A R@WL
# # % Rotarain Relocation Form ( # #¢ #48 3

www.rotary.org T # ) i ATt B R E AL R AR E &K

HaFAL B AN TIHAHLE -

AR BRUHE T FHANALE SBT3 A 0 it

KWL EHNBE

Rotarians who leave your club because they are moving may
be eligible for membership in the Rotary club in their new
community. Your club can propose a relocating Rotarian for
Rotary club membership in a new community (a member of
the new club may also make the proposal). Use the Rotarian
Relocation Form (available at www.rotary.org) to notify the
president or secretary of the new club that a prospective
member is moving to their locality.

Note: Transferring members aren’t required to pay an
admission fee in their new club.

Club Information Changes

R EREREAZE — W EAR R B H K
BoRBMHEUARIMNETRZERA R TEE — AT
WAL EEHAND R AR R B E X & %k (Club
and District Support representative ) # iz b 4 ¥ 3# 40 3 &
ME R B Rtk

"ot (AAE#) TH

Any change of club information — for example, a new
meeting time, place, or day, a new president or secretary, or
a change of address for a president or secretary — should be
reported immediately to your district governor and RI through
Member Access or by contacting your Club and District
Support representative.

Official Directory Information

10 A o (R R B IR o F A kB ALK B &
Club Officers Report Form » fit {3 # Bk B G £ T
KRG, ZH - BFEAALALE  EFEG#HE - 12
A31 HuE i B EH A DA EABERE - F0%—0
BABHEBEMEEREA MMFEREBRER LENRKRBH
RRREHE - KEAE—NEE -

In October, you'll receive a copy of the Club Officers Report
Form for submitting your club’s data for the Official Directory
from RI. Complete the form, or submit the information
through Member Access, following the annual meeting and
return to Rl by 31 December. Share this information with the
district governor-elect, who needs to make contact early with
incoming club presidents, and the current governor. Retain a
copy for your records.
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4 Working with the Club
President

The secretary and the president must work as a team to
ensure that the club is effective. You and the president-elect
should meet as soon as possible after your election to
discuss each other’s responsibilities and how the club will be
run.

Board of Directors Meetings

HHER AR ERESEHERM - HREEFES S
BEMRENREWT ¢

cTFRHERAMGAES

c HREFHFAD

cHHEWHT  BEFHNEMAESM

© MAURIFE BT HERE
'ﬁ%ﬁﬁ%%ﬁﬂﬁ%@ﬁm

© S EREAE  BE MM E 2R
&E%%Aﬂ@%%iﬁ%ﬁ$%@’%%@ﬁﬁ%°ﬁﬁ
REBAGFHRELERTRRNL  LEFFRARE
{8k A SR M ER AT T Sk B O

AT &R

Review your club bylaws to find out when the board meets.
The club president will preside at the board meeting. Usually,
the club secretary has the following duties:

* Send notices to all board members.

* Confirm board members’ participation.

* Invite your assistant governor, if appropriate.

* Set the agenda, in cooperation with the president.
* Have copies of support materials available.

* Take minutes and generate a report for the club.

The club president-elect may call meetings of the incoming
board to prepare for the year. Work with the president-elect to
make these meetings productive, and follow up as necessary
to ensure the club is ready for the start of the Rotary year.

Club Assemblies

HETBRERELEME HEREZREEZWEE &
ARLEMAFNRANSHAEREY LHFHE - L HL)E
LA B BE R HTEF RERELRIERE
B BATH R

A club assembly is a meeting of all club members, including
offi cers, directors, and committee chairs. Club assemblies
are an opportunity to discuss your club’s programs and
activities, and educate members. New members should
particularly be encouraged to attend club assemblies to learn
about the workings of your club. Work with the club president
to organize club assemblies.
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Club assemblies allow for:
* Goal setting and developing action plans
¢ Coordination of committee activities

* Awareness of how your club’s action plans are
implemented
* Informal discussions that stimulate creative solutions

* Ongoing education about Rotary and its programs

* Review of your club’s strengths and weaknesses

Relevant topics for discussion include:

* Annual and long-range goals

* Service projects and club activities

* Membership growth and retention strategies

* District conference or other district and RI meetings

* The programs of Rotary

* Any topic raised in an open forum

Four to six club assemblies during the year may be the most

effective number. Many clubs hold monthly assemblies.

The secretary issues the call for club assemblies, records the
minutes, and assists the president.

District Governor’s Offi cial Visit

REREARGTHALEF AT REEN—HBARE - £ 7
A1 B MEERARIEIRG S R B AR
RHAXGHNEH - 2T EEREABAXGE A1
REUAFEEH - RBALHITRERUAEH L EREE
BeRbEaHRE LWARLKRE " FHERGHAFY
FoFTREERZERER B EAERE R HAE
ol B A 5 AT BOE ok A EL PR T B R [ED B AR A BT RE 4R M Y
FRAKMOER FRERGFURZ WA EGL—E& -
" THERBGHAR GG (FTE) R—HBENTEER
THE HYRKREEEATEEL AR SREEREL
ERUIT R - FHAERBHA BT W "R E#
HRFM, T LEAHRERAINKERHEET €
AR EHARERARREREARL A L ENRBHEEA
EREFETRURBETET A - FHERB LA

HHIEFRARSEEER T ERIER

One of the most important events during the year will be the
district governor’s official visit to your club. Before 1 July, the
governor-elect or the assistant governor assigned to your
club should notify your club of the date of the official visit. To
prepare, the president may call a special club assembly to
request written committee reports and discuss the progress
made toward club goals established in the Planning Guide for
Effective Rotary Clubs. The assistant governor should attend
the club assembly associated with the governor’s visit and be
available to respond to any questions or concerns the club
may have. Work with the club president to determine how
you'll prepare for this meeting.

The Planning Guide for Effective Rotary Clubs (see chapter
7) is a practical, goal-setting tool that helps club leaders
establish annual goals and includes possible strategies to
achieve these goals. The Planning Guide for Effective Rotary
Clubs form is included in the Club President's Manual and
reviewed at the presidents-elect training seminar and the
district assembly. You'll have an opportunity to work on the
planning guide with your club president-elect and other
incoming club leaders during the district assembly. The
Planning Guide for Effective Rotary Clubs can be used
throughout the year to help measure progress toward
established goals.
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Nomination of Candidates for Club

4 MH I H KA o
ICes

W B T_Il_l% P]ATHE /'H: 2 H) c]: B8 A B ,—ri .:]: B B @21%/\ z i To help the president carry out the nominating procedures for

e . - " L candidates for club offices as outlined in the bylaws, decide
o REARELZER RE—FATFEEARTHAT FIW nat needs to be done and who wil carry out each task. For

é?(‘i%i&ﬁ:g#%,{ﬁ‘ﬁ]’%&»%ﬁ&%p%&%ﬁ%%/\}gQ‘{%Zgﬁﬁ% example, with the approval of the president, you might

- oL e g e e PN publish the qualifications of candidates for president and

o MERBLERAT  MAZRFERTREN 12 A secretary. The Standard Rotary Club Constitution states that

31 H#47 - the annual meeting for the election of officers must be held
no later than 31 December.
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5 District Meetings and the
RI Convention

District meetings and the RI Convention inform Rotarians
about Rotary and its Foundation and provide a forum for your
club to vote on issues facing the district and the organization
as a whole. Encourage your fellow club members to attend
these meetings and fully participate.

District Assembly

—UHREN KRR RE - HHBRZEEELRY
FRBEFERE e RWEERARLM—FEIRGHATH —
FoAMAFE A ERRE - Ch LR ETRA—RE
Htbkstt oA EARNE B Rkt B - IR R —

FHAMEmB EA N EREY

HEFE

Incoming club presidents, secretaries, treasurers, and
committee chairs are expected to attend the district
assembly. This annual training meeting brings together club
leaders to discuss their roles and responsibilities as well as
goals for the upcoming year. It's also an opportunity to meet
your fellow club leaders from other clubs in the district and
the district-level Rotarians who will support your club’s

projects and activities throughout the year.

District Conference

B 82 E o R4S o T R e B M R LR R R B
fEERIw - EH LR EE— S RERWIES -
EFETRRAAREZ T aME SHBERKRESZEH
REBZBAZHE HITUMHE - HEFEREZNRD
B 3 FBRT—RMWILEeH  HRGELY R SRR
KR FeREFR -

FHUARATHEFREFERRZEM L FHESF
et RAANGF- ERMEFEZAERBENEEEH
BBHAEE  FHBHES Y -

The purpose of the annual district conference is to further the
program of Rotary through fellowship, inspirational
addresses, and the discussion of district affairs and Rotary
International in general. This conference can serve as a
legislative body for the district and is an opportunity for
discussion of any special matters submitted by the Rl Board
of Directors. The conference elects a representative to the
Council on Legislation, which meets every three years, and
sometimes adopts proposed legislation for the Council’s
consideration.

You should attend the district conference, working with the
president as leader of the delegation from your club. Use the
promotional materials you the district
conference committee to generate interest among club
members and promote attendance.

receive from
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Designating Electors

Work with the president in making arrangements for the club
to designate the necessary number of electors to attend the
district conference. An elector must be an active member of
the club. Each club is entitled to one elector for every 25
members, or major fraction thereof (not including honorary
members), based on the club’s membership records as of the
most recent semiannual payment preceding the last day of
the month before the conference is held. Each club is entitled
to at least one elector.

According to the RI Bylaws, proxies for any absent electors
may be designated only when a member club is located in a
country other than the one in which its district conference is
held. Only active clubs can vote at the district conference.

Duties of the Club Secretary
1. Complete the credential certifi cate.

Credential certificate forms are provided by the district
governor (if your club doesn’t receive one, prepare your
own).

— List the electors’ names.

— Insert the club’'s membership total (see guidelines
above) and the corresponding number of electors to
which the club is entitled.

— Sign the credential certificate, and have it signed by the
club president.

2. Deliver the credential certificate.

Give the original of the certificate to the electors; they will
present it to the credentials committee at the beginning of
the conference.

3. File the duplicate copy in the club fi les.

RI Convention

hWmBERFERMBNEEER  eRMMEREARE
o EXEBRMMRKE - F—HRBWHEFEERED—BRX
SmEE FTRAXRAMRFTAFCFHATREER -

HEWTEEEEF R R RIL— R R 2 2%%
Wkt B ETH BB A ERBEES -

TRE R

Bkl e BAKWERFEZE—MHF XA
FRRKRZE L Fh SRR R E TR ZEN
FTUEA -FHERRE FRRREAREAZERFS
W TEFFMH

The RI Convention is the association’s annual meeting,
during which the business of the association is conducted
and the officers of the association are officially elected. Each
club should send at least one delegate to the convention in
order to represent the club in all business decisions made by
the convention.

This meeting is also an opportunity to experience the
international family of Rotary and learn about the service
projects and fellowship activities conducted by Rotarians
around the world.

Designating Delegates

The RI Bylaws require each delegate and alternate at the RI
Convention to hold a certificate signed by the club president
and secretary. For more information on qualifying delegates,
alternates, and proxies, see the Manual of Procedure.
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1. Election of delegates

Each club must elect at least one delegate, not exceeding
the number to which it is entitled, whether or not anyone
from the club is planning to attend the convention. A
delegate must be an active member of the club. Each club
is entitled to one delegate for each 50 members or major
fraction thereof (not including honorary members)
according to the club’s membership records as of 31
December immediately preceding the convention. Each
club, no matter how small, is entitled to at least one
delegate.

If a club is entitled to two or more delegates, the club may
authorize one delegate to cast all of the club’s votes. The
club should indicate its authorization by giving the delegate
a credential certificate (which includes the voting delegate’s
card) for each vote the delegate is authorized to cast. Thus,
a delegate authorized to cast two votes should be given two
credential certificates; a delegate authorized to cast three
votes should be given three credential certificates, and so
on.

2. Selection of alternates

Alternates can be elected to substitute for convention
delegates who are unable to serve. Only Rotarians who are
planning to attend the convention should be appointed as
alternates.

Any club may, at the time of electing its delegate or
delegates, choose an alternate for each delegate and, in
the event such alternate should be unavailable to serve, a
second alternate. Alternates are entitled to vote only if the
delegates for whom they were chosen as alternates or
second alternates are absent.

3. Designation of proxies

A club not represented at the convention by a delegate or
an alternate may designate a proxy to cast one or more of
the votes to which it is entitled. The proxy may be an active
member of any club within the same district.

Duties of the Club Secretary
1. Complete the credential certifi cate(s).

For each delegate, the club secretary should fill out a
credential certificate, which will be sent to you from RI
World Headquarters. Include the following information:

— Number of club members as of 31 December
immediately preceding the convention (not including
honorary members)

— Number of delegates to which club is entitled

— Date on which delegate (and the alternate or proxy) was
selected
— Name of delegate

— Name of alternate, if selected
— Name of proxy, if designated, and proxy’s Rotary club

name and district number

Sign the credential certificate, and have it signed by the
club president.

WEHEARKERERFE  FREERNRENER—CREARERTREARREEEALR

If your club won’t be represented at the convention, remember to designate a proxy within your district so that a quorum of voters will be

reached.
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2. %G ¥ ek 2. Deliver the credential certifi cate(s)

® ’é A2 BH 3 ';‘37" =31% > JE Bp BEHENR X _F‘ XAt T " § The complete credential certificate, with voting delegate’s
card attached, should be given to the Rotarian who will

jj&%jﬁj Htw B F%‘{F‘/@Zﬁ% RAREA - EER % iﬁgﬂ% attend the convention as the club’s delegate or proxy with

i@ 3‘5 Jg j:g%;&— % % /@» o 3%7] %E Jé 7]‘%??2 B % 3‘5 }3%&%% o instructions to present it to the credentials committee at the
Voting Delegates Booth at the convention site. Do not send

credential certificates to RI.

3. Jg 7%%‘& B %%{gljiﬂﬁ;@% 3. File a copy of the certificate(s) in the club fi les.

AL REHRBBEBEEeRRERER Materials for Convention Delegates
RIEE A F B EEe R XA B H 58k 8 % A k4 Youshould provide delegates to the RI Convention with any

NN s information concerning candidates for RI offices and special
B 3Lk 2 — ] § ﬂ ° legislation you receive from Rl or your district.

WRERFERFRIHERERNE  FHREA TN ERLE L RELERRE SN 12 A 31 HZHBMALE A
BoF2UumE (REEHREMNE) AR LEES -

If you don’t have the credential certificate from RI, prepare a letter naming the delegate(s) and stating the number of active club members
as of 31 December before the convention. Have two officers (preferably the president and secretary) sign the letter.
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6 Concluding Your Term in
Office

Before your term in office ends, you should make sure that
club records are up-to-date and materials are orderly for your
successor.

Use the following checklist:

* Are all of the club’s records on attendance, membership,
payment of club dues, and contributions to The Rotary
Foundation in order?

* Is the file containing the club’s constitutional documents,
charter, and locality description complete and in order?

* Have you placed copies of all necessary reports in the
appropriate club fi les?

* Is club equipment (songbooks, bell, gavel, club meeting
badges, club banner) in good condition? What needs to be
ordered?

Meeting with Your Successor

RUWREFAAEH BRETEARMMNTATE R
{0 RERERTARTFERE - WRAHTHELSF - %
ST AT A - 6 B — K i IR R
HEF 0 MR RSN TR -

2 HE

Meet with your successor so that he or she will be prepared
to assume office on 1 July and, in particular, to complete the
July semiannual report. Review all administrative procedures
and how the club files are organized. After the last club
meeting in June, turn over all files, records, supplies, and
equipment to your successor.

Annual Report

REEHMKER RREGE—H2FRE WEFETK—
RAEBATH AR T - B R AR #E
BEEZIR

SERERTALSEETCRTHREME - 2544 8 HBR
NBABRE RARBEFRARREMEETHTE

Near the end of your year as secretary, you should prepare
an annual report for presentation at the final club meeting of
the year. Confer with the club president to ensure you will not
duplicate any part of the president’s report.

The annual report should include brief statements about
actions taken by the club’s board of directors, membership
gain or loss for the year, monthly attendance percentages,
and any continuing projects that aren’t covered in the
president’s report.
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7T EEXH 7 Important Documents

AEBASEMELEZRER This chapter contains reference materials for the club

secretary, including:

s WEHEE et A + Discussion Questions for the District Assembly
s HEEHX «  Membership Data Form

Planning Guide for Effective Rotary Clubs

* Rk A E HEH

o Bt EMH * Standard Rotary Club Constitution
o M 4m A * Recommended Rotary Club Bylaws
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Discussion Questions for the District
Assembly

S EHE e AR RREHNE TR ABFES
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Studying the Club Secretary’s Manual before you attend the
district assembly will help you prepare for your training, which
includes facilitated discussion sessions. Use this manual to
complete the following discussion questions.

What other duties does your club assign to the secretary?

How can you prepare for your year as club secretary?

How will you work with the club president?

How can you support your club’s committees?

What procedures does your club have in place for club

administration?

What is one annual goal you will work toward in the coming
year? How does this support your club’s long-range goals?
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If you have access to the Internet, membership
changes can be reported through Member Access
at www.rotary.org instead of using this form.

Membership Data Form

This form can be used to report new or ferminating members or membership information changes to RI. Use a separate form for each member.
Please print legibly or download this form at www.rotary.org to fill it out electronically. Send one copy to your district governor. keep a copy for
your club files. and send the original form to:

ROTARY INTERNATIONAL, 1560 Sherman Avenue, Evanston. IL 60201-3698. USA Fax: (847) 733-9340  E-mail: data@rotary.org

Rotary Club of District

STATE/PROVINCE COUNTRY
Member Name

FIRST MIDDLE INITIAL LAST
Rotary Member ID #*
* Only for resigning and transferring members. All new members will be provided with ID # by RI.

Member Mailing Address

NUMBER AND STREET CITY

STATE/PROVINCE COUNTRY POSTAL CODE

PLEASE CHECK THE APPROPIRATE BOX BELOW:

[ NEW MEMBER DATE OF ADMISSION
MM/DD/YY
[] Male [] Female [ Active member [] Honorary member
Transferring member? [ONo [OvYes. If yes, provide member ID# above. [J past RI Director  [] Past District Governor
Former Rotary Club of District
STATE/PROVINCE COUNTRY
Language Skills**; Occupation®*;

** Please refer to Language and Occupational Codes on the RTI Web site or with the Semiannual Report.

Subscription? [] The Rotarian OR [] Rotary regional magazine

Former Rotary Foundation Alumnus? [] No [] Yes. If yes. which program(s)? [[] Ambassadorial Scholarship [] Group Study Exchange
[] Rotary Grants for University Teachers [ ] Rotary World Peace Fellow [] Other

[0 CHANGE OF ADDRESS DATE OF CHANGE
MM/DD/YY
Old Mailing Address: New Mailing Address:
NUMBER AND STREET CITY NUMBER AND STREET CITY
STATE/PROVINCE COUNTRY STATE/PROVINCE COUNTRY
POSTAL CODE POSTAL CODE
[] CHANGE OF NAME
FORMER NAME NEW NAME
[] CHANGE MEMBERSHIP TYPE TO: [ ]| Active [ ] Honorary
] MEMBERSHIP TERMINATED DATE OF TERMINATION
MM/DD/YY
Reason for Termination (check one):
[ Classification (1) [] Business transfer**#(2) [ Moved***(3) [] Attendance (4)
[[] Business pressure (5) [] Disinterest (6) [] Health / Personal (7) [ Deceased (8)
[] None Given (9) [] Other (10). Please specify: [ Joined other club (12)

=== [f reason for termination is business transfer or moved. please use the Membership Referral form to notify appropriate Rotary clubs of a former
Rotarian moving to their locality: www.rotary.org/membership/prospective/referral.html.

CLUB SECRETARY (PRINT NAME) SIGNATURE OF CLUB SECRETARY MM/DD/YY
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PLANNING GUIDE FOR
EFFECTIVE ROTARY CLUBS % Rotary International

The Planning Guide for Effective Rotary Clubs is a tool to help clubs assess their current state and establish
goals for the coming year. It is based on the Club Leadership Plan. The strategies listed in each section are
common ways clubs might choose to pursue goals. Clubs are encouraged to develop alternative strategies
to achieve their goals when appropriate. Presidents-elect should complete this form in cooperation with
their club and submit a copy of it to their assistant governor by 1 July.

Download a Microsoft Word version at www .rotary.org.

Rotary Club of Rotary year of office:

Name of president:

Mailing address:

Telephone: Fax: E-mail:

MEMBERSHIP

Current State
Current number of members:
Number of members as of 30 June last year: ______ 30 June five years ago:
Number of male members: Number of female members:
Average age of members: _____
Number of Rotarians who have been members for 1-3years: _____ 3-5years:_____ 5-10years:____
Number of members who have proposed a new member in the previous two years: ______
Check the aspects of your community’s diversity that your club membership reflects:
|:| Profession |:| Age |:| Gender |:| Ethnicity

Our classification survey was updated on and contains classifications, of
which are unfilled. (date) (number)

(number)

Describe club’s current new member orientation program:

Describe club’s continuing education programs for both new and established members:

Our club has sponsored a new club within the last 24 months. |:| Yes |:| No

Number of Rotary Fellowships and Rotarian Action Groups members participate in:

What makes this club attractive to new members?

What aspects of this club could pose a barrier to attracting new members?

Planning Guide for Effective Rotary Clubs 1
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Future State

Membership goal for the upcoming Rotary year: members by 30 June
(number) (vear)

Our club has identified the following sources of potential members within the community:

How does the club plan to achieve its membership goals? (check all that apply)

Develop a retention plan that focuses on maintaining high levels of enthusiasm through participation
in interesting programs, projects, continuing education, and fellowship activities

Ensure that the membership committee is aware of effective recruitment techniques
Develop a recruitment plan to have the club reflect the diversity of the community
Explain the expectations of membership to potential Rotarians

Implement an orientation program for new members

Create a brochure that provides general information about Rotary as well as specific information
about the club for prospective members

Assign an experienced Rotarian mentor for every new club member
Recognize those Rotarians who sponsor new members

Encourage members to join a Rotary Fellowship or Rotarian Action Group
Participate in the RT membership development award programs

Sponsor a new club

ooy oogoo o

Other (please describe):

Action steps:

SERVICE PROJECTS

Current State

Number of Rotary Youth Exchange students:  Hosted _____ Sponsored

Number of sponsored Interact clubs: _____ Rotaract clubs: _____ Rotary Community Corps:
Number of RYLA (Rotary Youth Leadership Awards) activities: ____

Number of Rotary Friendship Exchanges: ______

Number of registered Rotary Volunteers: ______

Number of World Community Service (WCS) projects: __

Number of other current club service projects:

Planning Guide for Effective Rotary Clubs 2
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Future State
Our club has established the following service goals for the upcoming Rotary year:

For our local community:

For communities in other countries:

How does the club plan to achieve its service goals? (check all that apply)
Ensure the service projects committee is aware of how to plan and conduct a service project

Review the club’s current and ongoing service projects to confirm that they meet a need and are of
interest to club members

Identify the social issues in the community that the club wants to address through its service goals
Assess the club’s fundraising activities to determine if they meet project funding needs

Involve all members in the club’s service projects

Conduct or obtain a needs assessment of the community or communities in other countries
Recognize club members who participate in and provide leadership to the club’s service projects

Identify a partner club with which to carry out an international service project

OOOoogono oo

Participate in:

|:| Interact |:| Rotary Friendship Exchange |:| World Community Service
[ ] Rotaract ] Rotary Volunteers ] Rotary Youth Exchange
L] Rotary Community Corps LIRYLA (Rotary Youth Leadership Awards)

|:| Use a grant from The Rotary Foundation to support a club project

|:| Other (please describe):

Action steps:

THE ROTARY FOUNDATION

Current State

Number of grants awarded:

District Simplified Grants: ____ Volunteer Service Grants:

Matching Grants: ______ Health Hunger and Humanity (3-H) Grants: _____
Number of Ambassadorial Scholars: Nominated ___~ Selected __~  Hosted
Number of GSE team members: Nominated __  Selected __~  Hosted
Number of Rotary Grants for University Teachers: Nominated _____ Selected _____
Number of Rotary World Peace Fellows: Nominated __  Selected __~  Hosted
Number of Rotary Conflict Studies Fellows: Nominated __ Selected

Number of PolioPlus or PolioPlus Partners activities:

Planning Guide for Effective Rotary Clubs 3
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Current year’s contributions to Annual Programs Fund:
Current year’s contributions to Permanent Fund:
Number of club members who are
Paul Harris Fellows: ___ Benefactors: ____ Major Donors: ______
Rotary Foundation Sustaining Members: ______ Bequest Society Members:
Number of Foundation alumni tracked by your club: ______
Future State
Our club has established the following Rotary Foundation goals for the upcoming Rotary year:
Our club’s Annual Programs Fund contribution goal is
Our club’s Permanent Fund contribution goal is

Our club will participate in the following Rotary Foundation programs:

How does the club plan to achieve its Rotary Foundation goals? (check all that apply)

Ensure the club’s Rotary Foundation committee understands the programs of The Rotary Foundation
and is committed to promoting financial support of the Foundation

Help club members understand the relationship between Foundation giving and Foundation
programs

Plan a club program about The Rotary Foundation every quarter, especially in November, Rotary
Foundation Month

Include a brief story about The Rotary Foundation in every club program

Schedule presentations that inform club members about The Rotary Foundation

Ensure club’s Rotary Foundation committee chair attends the district Rotary Foundation seminar
Use Rotary Foundation grants to support the club’s international projects

Recognize club members’ financial contributions to The Rotary Foundation and their participation in
Foundation programs

Encourage each club member to contribute to the Foundation every year

OO0 Ooddo o o o

Participate in:

L] Group Study Exchange [ PolioPlus/PolioPlus Partners

|:| Matching Grants |:| Host/Sponsor Ambassadorial Scholar(s)
[ ] District Simplified Grants [] Sponsor a Rotary World Peace Fellow
|:| 3-H Grants |:| Sponsor a University Teacher

[] Volunteer Service Grants L] Sponsor a Rotary Conflict Studies Fellow

|:| Invite Foundation program participants and alumni to be part of club programs and activities
|:| Other (please describe):

Action steps:

Planning Guide for Effective Rotary Clubs 4

RE LB EFH 47 Club Secretary's Manual



[/ 7 25 3520 4 [F Fr 44 A1 # Z PDG Dens # £ Jan. 2007

HY 7

FEARR

B AR

HF T 5 & sk kB R A A
wWE#EREE:___ hERWESHTE:
WEHEHEE: ___ WEERAREE:
WEFE:

SEREREG R E AR

i iE — o B I AL B R R

AR
AHEBITETIER AT —RBEEERKBAIA

FHE EoMERARERA? (ERERENY)

O #REBADFHBEERERANRGRAERT &

O #FaZ2Ae 2 hRENERT €

O sl Emmit kb FREAEARE &

[ 48 A4 B0 32 AL B vy 3 3 ik

O sl#it RERSHAEEZ B & HEASHRSY

O] AR R B A ki DR R B HAR D TR R 2k
O $fe GRRYD -

FHPR

N3 RE

MR
SIS RERREEG REENER (REES MK - ERF)

& AR,
B A B8 R Tk R A SR EAE

BB MR RALRMARER? (EBERENY)

O ek A MR E B & E %80 (T AT 488 5 105 B 11 91 4K

) &8 M ot E 007 A BRI A

O USEREEAL AN LET—F RN E SR ER BB E YRR S Ao &
O #4nsRsa g h—EERAEE

Rk EEE S

RE LB EFH Club Secretary's Manual
48



BT # Bz 3520 # 7 5y 44 £ 45 1# % PDG Dens # # Jan. 2007

LEADERSHIP DEVELOPMENT

Current State

Number of club leaders who attended
District assembly: ___ District Rotary Foundation seminar:
District membership seminar: _____ District leadership seminar: ______
District conference:

Number of club members involved at the district level:

Number of visits from the assistant governor this past Rotary year:

Future State

Our club has established the following goals for developing Rotary leaders for the upcoming Rotary year:

How does the club plan to develop Rotary leaders? (check all that apply)

Have the president-elect attend PETS and the district assembly

Have all committee chairs attend the district assembly

Encourage interested past presidents to attend the district leadership seminar

Use the expertise of the club’s assistant governor

Encourage new members to assume positions of leadership through participation in club committees

Ask club members to visit other clubs to exchange ideas and share what they learn with the club

Himninnnn

Other (please describe):

Action steps:

PUBLIC RELATIONS

Current State

List club activities covered by the media and the type of media (radio, newspaper, television, etc.):

Future State

Our club has established the following public relations goals for the upcoming Rotary year:

How does the club plan to achieve its public relations goals? (check all that apply)
Ensure that the public relations committee is trained in how to conduct media campaigns
Conduct public relations efforts for all service projects

Conduct a public awareness program targeted at the business and professional community about
what Rotary is and what it does

[ oo

Arrange for a public service announcement to be broadcast on a local television channel

Planning Guide for Effective Rotary Clubs 5
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[] Other (please describe):

Action steps:

CLUB ADMINISTRATION

Current State

How often and when does the club board meet?

When are club assemblies held?

How is the club budget prepared? _____ Isitindependently reviewed by a qualified accountant? ______
Does the club have a long-range plan in place? ___

Has the club developed a system for continuity of leadership on its board, committees, etc.?

Has the club developed a system for keeping all members involved in the club?

Does the club use Member Access on www .rotary.org to update its membership list?

How often is the club’s bulletin published?

Describe how weekly club programs are organized:

How often is the club’s Web site updated?

Does your club observe the special months of the Rotary calendar, such as Rotary Foundation Month and
Magazine Month?
How often does your club conduct fellowship activities?

How does the club involve the families of Rotarians?

Future State

What plans have you made to carry out the administrative tasks of the club? (check all that apply)
|:| Regular board meetings have been scheduled.
The club’s long-range and communication plans will be updated.

club assemblies have been scheduled on the following dates:
(number)

The club has either adopted the latest version of the Recommended Rotary Club Bylaws or revised its
own bylaws (recommended after each Council on Legislation).
Club elections will be held on

(date)

At least delegates will be sent to the district conference.
(number)

OO o o oOg

A club bulletin will be produced to provide information to club members.

Planning Guide for Effective Rotary Clubs 6
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The club’s Web site will be updated times per year.

(number)
A plan has been developed to have interesting and relevant weekly club programs.
RI Club Administration Software (RI-CAS) or similar software will be used to assist with
administration activities.
Monthly attendance figures will be reported to the district leadership by the ______ day of the following
month. (number)

Member Access will be used to maintain club records (by 1 June and 1 December to ensure accurate
semiannual reports).

Membership changes will be reported to RI within days.
(number)

Reports to Rl, including the semiannual report, will be completed on a timely basis.

0 O o o oo o

The following fellowship activities for all club members are planned for the year:

Other (please describe):

Action steps:

Our club would like assistance from the assistant governor or governor with the following:

Our club would like to discuss the following issues with the governor or assistant governor during a
visit to our club:

Club President Signature Rotary Year Assistant Governor Signature
Date Date
Planning Guide for Effective Rotary Clubs 7
KB REFH Club Secretary's Manuall

53



BI/%# #7 3520 # [z ff 44 £ 7 2 % PDG Dens # # Jan. 2007

kamFEEERRE

AHEMRREO TERREENERER S H RS H O KRB HE R RE - & T RERT T Er41 -
SHRE ARG EERE LS > CRAEDH—HER - AFYEFH R TR & B RAHEE -

H L i B

# * E B

g i M i

# i i i
8 B AR
_ #6AS0HZHHEABK ] ] O] ]
(%) (%)
R B AR
HRMEHHE : ] ] [] []
AEMER LR [] ] [] []
hIEe e EHAR
AW E R EL SR EEA [] ] [] []
AW AAEEEREEA
AEMBRTAKBEL & E [] ] [] []
FRARRZER

[] [] ] ]
2 3% il £ B AR

[] [] ] ]
RWEATHRE E EAR

] ] O] O]
A B AR

] ] O] O]
H A EAR

] ] ] ]

ARkt #ldd 8

RE LB EFH Club Secretary's Manual
54




B E # 27 3520 # [7 ff 44 £ 4 1% # PDG Dens # # Jan. 2007

SUMMARY OF GOALS FOR ___ ROTARY YEAR

For each goal your club has identified for the upcoming Rotary year, indicate which Avenue of Service it
addresses. To ensure a balanced service effort, you should have at least one goal that address each Avenue
of Service. Most goals will address more than one avenue.

[<F) —
2~ & g
= | 8 i g
b & =] p=
¥ S v U ©
v B U E © c o
= = o=
5| 22| Ez| &z
= R o o Y
U - N U w» =

Membership goal

L]
]
[
]

members by 30 June
(number) (vear)

Service goals

For our local community:

L]
[]
[
[]

For communities in other countries:

The Rotary Foundation goals

Our club’s Annual Programs Fund contribution goal is . ] ] ] ]
Our club’s Permanent Fund contribution goal is

Our club will participate in the following Rotary Foundation

programs: [] [] [] []

Leadership development goals

Public relations goals

Club administration goals

Other goal |:| |:| |:| |:|
Other goal |:| |:| |:| |:|
(506)
Planning Guide for Effective Rotary Clubs 8
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October 2004

Clg)nstitution of the Rotary Club
o]

F—% x&

BRIEXHF AHAERYN  AFRUTHELLZWT *
1. 23§ AHESE

2. f R A A R

3. HE AHEEEZ—F

4. HEAHEEHE I ZHE

5.RI: B[4

6. £%:7 A1 HR%MI12MEA

¥_8# g4
ArEgE_ Hemi
(ABEEHREmz g at)

F=F ARy
AMFTERTTT

FUE FE

PWRZFEARBBE R RURG L ERATREXZE

o AR FERTB LR

(—) R a2 R 2 g

(D ELESXRBXETRBAELRE AR —VFH
PR EZEE RE—BEAREEL LAY

ZFREFE VURBAE
ES)BE—HERUBRBZEERARLEA FXRLE
ZEE

(W EBEEARBLERZZEEEREEAL U
PR MERRMZ R HERAE -

Article 1 Definitions

As used in this constitution, unless the context otherwise
clearly requires, the words in this article shall have the
following meanings:

1. Board: The Board of Directors of this club.
2. Bylaws: The bylaws of this club.
3. Director: Amember of this club’s Board of Directors.

4. Member: A member, other than an honorary member, of
this club.

5. RI: Rotary International.

6. Year: The twelve-month period which begins on 1 July.

Article 2 Name

The name of this organization shall be Rotary Club of

(Member of Rotary International)

Article 3 Locality of the Club
The locality of this club is as follows:

Article 4 Object

The Object of Rotary is to encourage and foster the ideal
of service as a basis of worthy enterprise and, in particular,
to encourage and foster:

First. The development of acquaintance as an opportunity
for service;

Second. High ethical standards in business and
professions; the recognition of the worthiness of all useful
occupations; and the dignifying of each Rotarian’s
occupation as an opportunity to serve society;

Third. The application of the ideal of service in each
Rotarian’s personal, business, and community life;
Fourth. The advancement of international understanding,
goodwill, and peace through a world fellowship of business
and professional persons united in the ideal of service.

*E R EGF— BRI BRI/ 758 K2 BBt 5 SRS
B—HREZBERBHEE -

* The bylaws of Rotary International provide that each club
admitted to membership in Rl shall adopt this prescribed
standard club constitution.

BEE K
1 bl
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Article 5 Meetings
Section 1 — Regular Meetings.

(a) Day and Time. This club shall hold a regular meeting
once each week on the day and at the time provided in
the bylaws.

(b) Change of Meeting. For good cause, the board may
change a regular meeting to any day during the period
commencing with the day following the preceding regular
meeting and ending with the day preceding the next
regular meeting, or to a different hour of the regular day,
or to a different place.

RBHREFM
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(c) Cancellation. The board may cancel a regular
meeting if it falls on a legal holiday or in case of the death
of a club member, or of an epidemic or of a disaster
affecting the whole community, or of an armed conflict in
the community which endangers the lives of the club
members. The board may cancel not more than four
regular meetings in a year for causes not otherwise
specified herein provided that this club does not fail to
meet for more than three consecutive meetings.

Section 2—Annual Meeting. An annual meeting for the
election of officers shall be held not later than 31
December as provided in the bylaws.

Article 6 Membership

Section 1 — General Qualifications. This club shall be
composed of adult persons of good character and good
business and professional reputation.

Section 2 — Kinds. This club shall have two kinds of
membership, namely: active and honorary.

¥3fk BRAHE
NEFBEBRERELFLEE 2HEHR AL BHENR

HABBWALE -

Fafk BHRAHBLE

HERBEEBLRAHLE ABRAEE - BARBELEGE

AETHERBRGEIER TR AEBR NN E T KR

HARZEXRBXEZMELS T > MEERHEZLEHLFER

EARLERRBHE LT - A2 EER AL E T REER

BHatEEA S —HZHBMMAE - BHR A S ZWE

ABTEELEIH EREATRALE - FRRNERY

B A 38 SA K 0 HE T IR ) o

5k BEHFE

FEAATHEAERE bR E AL R 2 &

e FAATHREALFAEHEALEREELEZ S0 -

FEMATRREREAAIABEE AR FTERFEE 5

Z 5

¥6fk LEALE

(QEZBHEZER - LNHBTHREARTHAZEFA
Tt RERMIFERBEY B AR E AT BHE
BAHELEBHLE ZELBEHRZIHREEESG®
T o — AT ESERBLEELELE -

L)VEF R4 - EEHERBNLERLEEH > BHE
B W EERNBEEEMRE - 2B HETHAEA
BENE IS MAHZEEEC LT AALZ M
i Atz Z B BT HEL MR RLETHEAEF
RAEME > EETB%RL 8 2 BFTE A —Hmit

Section 3 — Active Membership. A person possessing
the qualifications set forth in article V, section 2 of the RI
constitution may be elected to active membership in this
club.

Section 4 — Transferring or Former Rotarian. A
member may propose to active membership a transferring
member or former member of a club, if the proposed
member is terminating or has terminated such
membership in the former club due to no longer being
engaged in the formerly assigned classification of
business or profession within the locality of the former
club or the surrounding area. The transferring or former
member of a club being proposed to active membership
under this section may also be proposed by the former
club. The classification of a transferring or former member
of a club shall not preclude election to active membership
even if the election results in club membership temporarily
exceeding the classification limits.

Section 5 — Dual Membership. No person shall
simultaneously hold active membership in this and
another club. No person shall simultaneously be a
member and an honorary member in this club. No person
shall simultaneously hold active membership in this club
and membership in a Rotaract club.

Section 6 — Honorary Membership.

(a) Eligibility for Honorary Membership. Persons who
have distinguished themselves by meritorious service in
the furtherance of Rotary ideals and those persons
considered friends of Rotary for their permanent support
of Rotary's cause may be elected to honorary
membership in this club. The term of such membership
shall be as determined by the board. Persons may hold
honorary membership in more than one club.

(b) Rights and Privileges. Honorary members shall be
exempt from the payment of admission fees and dues,
shall have no vote, and shall not be eligible to hold any
office in this club. Such members shall not hold
classifications, but shall be entitled to attend all meetings
and enjoy all the other privileges of this club. No honorary
member of this club is entitled to any rights and privileges
in any other club, except for the right to visit other clubs
without being the guest of a Rotarian.
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Section 7 — Holders of Public Office. Persons elected
or appointed to public office for a specified time shall not
be eligible to active membership in this club under the
classification of such office. This restriction shall not apply
to persons holding positions or offices in schools,
colleges, or other institutions of learning or to persons
who are elected or appointed to the judiciary. Members
who are elected or appointed to public office for a
specified period may continue as such members in their
existing classifications during the period in which they
hold such office.

Section 8 — Rotary International Employment. This
club may retain in its membership any member employed
by RI.

Article 7 Classifications
Section 1 —General Provisions.

(a) Principal Activity. Each member shall be classified in
accordance with the member’s business or profession.
The classification shall be that which describes the
principal and recognized activity of the firm, company, or
institution with which the member is connected or that
which describes the member’s principal and recognized
business or professional activity.

(b) Correction or Adjustment. If the circumstances
warrant, the board may correct or adjust the classification
of any member. Notice of a proposed correction or
adjustment shall be provided to the member and the
member shall be allowed a hearing thereon.

Section 2 — Limitations.

This club shall not elect a person to active membership
from a classification if the club already has five or more
members from that classification, unless the club has
more than 50 members, in which case, the club may elect
a person to active membership in a classification so long
as it will not result in the classification making up more
than 10 percent of the club’s active membership.
Members who are retired shall not be included in the total
number of members from a classification. The
classification of a transferring or former member of a club
shall not preclude election to active membership even if
the election results in club membership temporarily
exceeding the above limitations. If a member changes
classification, the club may continue the member’s
membership under the new classification notwithstanding
these limitations.

Article 8 Attendance

Section 1 — General Provisions. Each member should
attend this club’s regular meetings.

A member shall be counted as attending a regular
meeting if the member is present for at least 60 percent of
the meeting, or is present and is called away
unexpectedly and subsequently produces evidence to the
satisfaction of the board that such action was reasonable,
or makes up for an absence in any of the following ways:

(a) 14 Days Before or After the Meeting. If, within fourteen
(14) days before or after the regular time for that
meeting, the member

(1) attends at least 60 percent of the regular meeting
of another club or of a provisional club; or

(2) attends a regular meeting of a Rotaract or Interact
club or Rotary Community Corps, or Rotary
Fellowship or of a provisional Rotaract or Interact
club or Rotary Community Corps, or Rotary
Eellowship; or

(3) attends a convention of RI, a council on legislation,
an international assembly, a Rotary institute for past
and present officers of RI, a Rotary institute for past,
present, and incoming officers of RI, or any other
meeting convened with the approval of the board of
directors of RI or the president of RI acting on
behalf of the board of directors of Rl, a Rotary
multizone conference, a meeting of a committee of
RI, a Rotary district conference, a Rotary district
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assembly, any district meeting held by direction of
the board of directors of RI, any district committee
meeting held by direction of the district governor, or
a regularly announced intercity meeting of Rotary
clubs; or

(4) is present at the usual time and place of a regular
meeting of another club for the purpose of attending
such meeting, but that club is not meeting at that
time or place; or

(5) attends and participates in a club service project or
a club-sponsored community event or meeting
authorized by the board; or

(6) attends a board meeting or, if authorized by the
board, a meeting of a service committee to which
the member is assigned.

(7) participates through a club website in an interactive
activity requiring an average of 30 minutes of
participation.

When a member is outside the member’s country of
residence for more than fourteen (14) days, the time
restriction shall not be imposed so that the member may
attend meetings in another country at any time during the
travel period, and each such attendance shall count as a
valid make-up for any regular meeting missed during the
member’s time abroad.

(b) At the Time of the Meeting. If, at the time of the
meeting, the member is

(1) traveling with reasonable directness to or from one
of the meetings specified in sub-subsection (a) (3)
of this section; or

(2) serving as an officer or member of a committee of
RI, or a trustee of The Rotary Foundation; or

(3) serving as the special representative of the district
governor in the formation of a new club; or

(4) on Rotary business in the employ of RI; or

(5) directly and actively engaged in a
district-sponsored or RI- or Rotary
Foundation-sponsored service project in a remote
area where making up

attendance is impossible; or

(6) engaged in Rotary business duly authorized by the
board which precludes attendance at the meeting.

Section 2 — Extended Absence on Outposted
Assignment. If a member will be working on an
outposted assignment for an extended period of time,
attendance at the meetings of a designated club at the
site of the assignment will replace attendance at the
regular meetings of the member’s club, provided there
is a mutual agreement between the two clubs.

Section 3 — Excused Absences.
A member’s absence shall be excused if

(a) the absence complies with the conditions and under
circumstances approved by the board. The board may
excuse a member's absence for reasons which it
considers to be good and sufficient.

(b) the aggregate of the member’s years of age and years
of membership in one or more clubs is 85 years or
more and the member has notified the club secretary
in writing of the member’s desire to be excused from
attendance and the board has approved.

Section 3 — RI Officers’ Absences.

A member’s absence shall be excused if the member is a
current officer of RI.

Section 4 — Attendance Records.

Any member whose absences are excused under the
provisions of subsection (b) of section 3 or 4 of this article

shall not be included in the membership figure used to
compute this club’s attendance nor shall such absences
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or attendances be used for that purpose.

Article 9 Directors and Officers
Section 1 — Governing Body.

The governing body of this club shall be the board
constituted as the bylaws may provide.

Section 2 — Authority.

The board shall have general control over all officers and
committees and, for good cause, may declare any office
vacant.

Section 3 — Board Action Final.

The decision of the board in all club matters is final,
subject only to an appeal to the club. However, as to a
decision to terminate membership, a member, pursuant to
article Xl, section 6, may either appeal to the club or
request arbitration. If appealed, a decision of the board
shall be reversed only by a two-thirds vote of the
members present, at a regular meeting specified by the
board, provided a quorum is present and notice of the
appeal has been given by the secretary to each member
at least five (5) days prior to the meeting. If an appeal is
taken, the action taken by the club shall be final.

Section 4 — Officers. The club officers shall be a
president, a president-elect, and one or more
vice-presidents, all of whom shall be members of the
board, and a secretary, a treasurer, and a
sergeant-at-arms, who may or may not be members of the
board as the bylaws shall provide.

Section 5 — Election of Officers.

(a) Terms of Officers other than President. Each officer
shall be elected as provided in the bylaws. Except for
the president, each officer shall take office on 1 July
immediately following election and shall serve for the
term of office or until a successor has been duly
elected and qualified.

(b) Term of President. The president shall be elected as
provided in the bylaws, not more than two (2) years
but not less than eighteen (18) months prior to the day
of taking office and shall serve as president-nominee
upon_election. The nominee shall take the title of
president-elect upon the election of a successor. The
president shall serve as president-elect for the year
immediately preceding the year as president. The
president shall take office on 1 July and shall serve for
a period of one (1) year or until a successor has been
duly elected and qualified.

Qualifications. Each officer and director shall be a
member in good standing of this club. The
president-elect shall attend the district presidents-elect
training seminar and the district assembly unless
excused by the governor-elect. If so excused, the
president-elect shall send a designated club
representative  who shall report back to the
president-elect. If the president-elect does not attend
the presidents-elect training seminar and the district
assembly and has not been excused by the
governor-elect or, if so excused, does not send a
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designated club representative to such meetings, the
president-elect shall not be able to serve as club
president.

Article 10 Admission Fees and Dues

Every member shall pay an admission fee and annual
dues as prescribed in the bylaws, except that any
transferring or former member of another club who is
accepted into membership of this club pursuant to article
VI, section 4 shall not be required to pay a second
admission fee.
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Article 11 Duration of Membership

Section 1 — Period. Membership shall continue during
the existence of this club unless terminated as hereinafter
provided.

Section 2 — Automatic Termination.

(@) Membership Qualifications. Membership shall
automatically terminate when a member no longer
meets the membership qualifications, except that

(1) the board may grant a member moving from the
locality of this club or the surrounding area a special
leave of absence not to exceed one (1) year to
enable the member to visit and become known to a
Rotary club in the new community if the member is
still active in the same classification and continues
to meet all other conditions of club membership;

(2) the board may allow a member moving from the
locality of this club or the surrounding area to retain
membership if the member remains active in the
same classification and continues to meet all other
conditions of club membership; and

(3) a member whose classification is lost without
default of the member may retain such classification
and be granted a special leave of absence not to
exceed one (1) year to enable the member to obtain
new employment in the current or a new
classification. Such member must continue to meet
all  other conditions of club membership.
Termination of membership would take effect only at
the end of the period of leave granted to the
member.

(b) How to Rejoin. When the membership of a member
has terminated as provided in subsection (a) of this
section, provided such person’s membership was in
good standing at the time of termination, may make
new application for membership, under the same or
another classification. A second admission fee shall
not be required.

under the same or another classification.
admission fee shall not be required.

(c) Termination of Honorary Membership. Honorary
membership shall automatically terminate at the end
of the term for such membership as determined by the
board. However, the board may extend an honorary
membership for an additional period. The board may
revoke an honorary membership at any time.

Section 3 — Termination — Non-payment of Dues.

(a) Process. Any member failing to pay dues within thirty
(30) days after the prescribed time shall be notified in
writing by the secretary at the member’s last known
address. If the dues are not paid on or before ten (10)
days of the date of notification, membership may
terminate, subject to the discretion of the board.

(b) Reinstatement. The board may reinstate the former
member to membership upon the former member’s
petition and payment of all indebtedness to this club.
However, no former member may be reinstated to
active membership if the former member’s
classification is in conflict with article 7, section 2.

Section 4 — Termination — Non-attendance.
(a) Attendance Percentages. A member must

(1) attend or make up at least 60 percent of club
regular meetings in each half of the year;

(2) attend at least 30 percent of this club’s regular
meetings in each half of the year.

If a member fails to attend as required, the member’s
membership shall be subject to termination unless
the board consents to such non-attendance for
good cause.

(b) Consecutive Absences. Unless otherwise excused by
the board for good and sufficient reason or pursuant to
article VIII, sections 2 or 3, each member who fails to
attend or make up four consecutive regular meetings
shall be informed by the board that the member’s

A second
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non-attendance may be considered a request to
terminate membership in this club. Thereafter, the
board, by a majority vote, may terminate the member’s
membership.

Section 5 — Termination — Other Causes.

(@) Good Cause. The board may terminate the
membership of any member who ceases to have the
qualifications for membership in this club or for any
good cause by a vote of not less than two-thirds of the
board members, at a meeting called for that purpose.

(b) Notice. Prior to taking any action under subsection (a)
of this section, the member shall be given at least ten
(10) days’ written notice of such pending action and an
opportunity to submit a written answer to the board.
The member shall have the right to appear before the
board to state the member’s case.

Notice shall be by personal delivery or by registered letter
to the member’s last known address.

(c) Filling Classification. When the board has terminated
the membership of a member as provided for in this
section, this club shall not elect a new member under
the former member’s classification until the time for
hearing any appeal has expired and the decision of
this club or of the arbitrators has been announced.

Section 6 — Right to Appeal or Arbitrate Termination.

(a) Notice. Within seven (7) days after the date of the
board’s decision to terminate membership, the
secretary shall give written notice of the decision to the
member. Within fourteen (14) days after the date of
the notice, the member may give written notice to the
secretary of the intention either to appeal to the club or
to arbitrate as provided in article XV.

(b) Date for Hearing of Appeal. In the event of an
appeal, the board shall set a date for the hearing of
the appeal at a regular club meeting to be held within
twenty-one (21) days after receipt of the notice of
appeal. At least five (5) days’ written notice of the
meeting and its special business shall be given to
every member. Only members shall be present when
the appeal is heard.

(c) Mediation or Arbitration. The procedure utilized for
mediation or arbitration shall be as provided in article
15.

(d) Appeal. If an appeal is taken, the action of the club
shall be final and binding on all parties and shall not be
subject to arbitration.

(e) Decision of Arbitrators or Umpire. If arbitration is
requested, the decision reached by the arbitrators or, if
they disagree, by the umpire shall be final and binding
on all parties and shall not be subject to appeal.

(f) Unsuccessful Mediation. If mediation is requested but

is unsuccessful, the member may appeal to the club or
arbitrate as provided in subsection (a) of this section.

Section 7 — Board Action Final.

Board action shall be final if no appeal to this club is taken
and no arbitration is requested.

Section 8 — Resignation.

The resignation of any member from this club shall be in
writing, addressed to the president or secretary. The
resignation shall be accepted by the board if the member
has no indebtedness to this club.

Section 9 — Forfeiture of Property Interest.

Any person whose club membership has been terminated
in any manner shall forfeit all interest in any funds or other
property belonging to this club.
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Article 12 Community, National, and International
Affairs

Section 1 — Proper Subjects.

The merits of any public question involving the general
welfare of the community, the nation, and the world are of
concern to the members of this club and shall be proper
subjects of fair and informed study and discussion at a
club meeting for the enlightenment of its members in
forming their individual opinions. However, this club shall
not express an opinion on any pending controversial
public measure.

Section 2 — No Endorsements.

This club shall not endorse or recommend any candidate
for public office and shall not discuss at any club meeting
the merits or demerits of any such candidate.

Section 3 — Non-Paolitical.

(a) Resolutions and Opinions. This club shall neither
adopt nor circulate resolutions or opinions, and shall
not take action dealing with world affairs or
international policies of a political nature.

(b) Appeals. This club shall not direct appeals to clubs,
peoples, or governments, or circulate letters,
speeches, or proposed plans for the solution of
specific international problems of a political nature.

Section 4 — Recognizing Rotary’s Beginning.

The week of the anniversary of Rotary’s founding (23
February) shall be known as World Understanding and
Peace Week. During this week, this club will celebrate
Rotary service, reflect upon past achievements, and focus
on programs of peace, understanding, and goodwill in the
community and throughout the world.

Article 13 Rotary Magazines
Section 1 — Mandatory Subscription.

Unless, in accordance with the bylaws of RI, this club is
excused by the board of directors of Rl from complying
with the provisions of this article, each member shall, for
the duration of membership, subscribe to the official
magazine or to the magazine approved and prescribed for
this club by the board of directors of RI. The subscription
shall be paid in six (6) month periods for the duration of
membership in this club and to the end of any six (6)
month period during which membership may terminate.

Section 2 — Subscription Collection.

The subscription shall be collected by this club from each
member semiannually in advance and remitted to the
Secretariat of Rl or to the office of such regional
publications as may be determined by the board of
directors of RI.

Article 14 Acceptance of Object and Compliance with
Constitution and Bylaws

By payment of an admission fee and dues, a member
accepts the principles of Rotary as expressed in its object
and submits to and agrees to comply with and be bound
by the constitution and bylaws of this club, and on these
conditions alone is entitled to the privileges of this club.
Each member shall be subject to the terms of the
constitution and bylaws regardless of whether such
member has received copies of them.

Article 15 Arbitration and Mediation

Section 1—Disputes. Should any dispute, other than as
to a decision of the board, arise between any current or
former member(s) and this club, any club officer or the
board, on any account whatsoever which cannot be
settled under the procedure already provided for such
purpose, the dispute shall, upon a request to the secretary
by any of the disputants, either be resolved by mediation
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or settled by arbitration.

Section 2—Date for Mediation _or_Arbitration. In_the
event of mediation or arbitration, the board shall set a
date for the mediation or arbitration, in consultation with
disputants, to be held within twenty-one (21) days after
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receipt of the request for mediation or arbitration.

Section 3—Mediation. The procedure for such mediation
shall be that recognized by an appropriate authority with
national or state jurisdiction or be that recommended by a
competent professional body whose recognized expertise
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covers alternative dispute resolution or be that
recommended by way of documented guidelines
determined by the board of Rotary International or the
trustees of The Rotary Foundation. Only a member of a
Rotary club may be appointed as mediator(s). The club
may request the district governor or the governor's
representative to appoint a mediator who is a member of
a Rotary club and who has appropriate mediation skills
and experience.
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outcomes acceptable to the parties involved shall be
prepared for the information of the club. Either party
through the president or secretary may call for further
mediation if either party has retracted significantly
from the mediated position.

(b) Unsuccessful Mediation. If mediation is requested
but is unsuccessful, any disputant may request
arbitration as provided in section 1 of this article.

Section 4 —Arbitration. In _the event of a request for
arbitration, each party shall appoint an arbitrator and the
arbitrators shall appoint an umpire. Only a member of a
Rotary club may be appointed as umpire or as arbitrator.

Section 5 — Decision _of Arbitrators _or _Umpire. If
arbitration is requested, the decision reached by the
arbitrators or, if they disagree, by the umpire shall be final
and binding on all parties and shall not be subject to
appeal.

Article 16 Bylaws

This club shall adopt bylaws not inconsistent with the
constitution and bylaws of RI, with the rules of procedure
for an administrative territorial unit where established by
RI, and with this constitution, embodying additional
provisions for the government of this club. Such bylaws
may be amended from time to time as therein provided.

Article 17 Interpretation

Throughout this constitution, the terminology “mail,”
“mailing,” and “ballot-by mail” will include utilization of
electronic mail (e-mail) and internet technology to reduce
costs and increase responsiveness.

Article 18 Amendments
Section 1 — Manner of Amending.

Except as provided in section 2 of this article, this
constitution may be amended only by the council on
legislation in the same manner as is established in the
bylaws of RI for the amendment of its bylaws.

Section 2 — Amending Article Il and Article IIl.
Article Il (Name) and Article I

(Locality of the Club) of the constitution shall be amended
at any regular meeting of this club, a quorum being
present by the affirmative vote of not less than two-thirds
of all voting members present and voting, provided that
notice of such proposed amendment shall have been
mailed to each member at least ten (10) days before such
meeting, and provided further, that such amendment shall
be submitted to the board of directors of Rl for its approval
and shall become effective only when so approved.
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*Bylaws of the Rotary Club of

*NOTE: These bylaws are recommended only and may be changed by
any Rotary club to meet its own conditions, provided such changes are
not out of harmony with the standard Rotary club constitution and with
the RI constitution, RI bylaws, and the Rotary Code of Policies. If any
doubt exists, the proposed changes should be submitted to the general
secretary for the consideration of the Board of Directors of RI.

Articlel Definitions

1. Board: The Board of Directors of this club.
2. Director: A member of this club's Board of Directors.

3. Member: A member, other than an honorary member, of

this club.
4. RI: Rotary International.
5. Year: The twelve-month period that begins on 1 July.

Article2 Board

The governing body of this club shall be the board consisting of
members of this club, namely, directors
elected in accordance with article 3, section 1, of these bylaws,
and the president, vice-president, president-elect (or
president-nominee, if no successor has been elected),
secretary, treasurer, and the immediate past president.

Article 3 Election of Directors and Officers

Section 1 — At a regular meeting one month prior to the
meeting for election of officers, the presiding officer shall ask for
nominations by members of the club for president,
vice-president, secretary, treasurer, and

directors. The nominations may be presented by a nominating
committee or by members from the floor, by either or by both as
a club may determine. If it is determined to have a nominating
committee, such committee shall be appointed as the club may
determine. The nominations duly made shall be placed on a
ballot in alphabetical order under each office and shall be voted
for at the annual meeting. The candidates for president,
vice-president, secretary, and treasurer receiving a majority of
the votes shall be declared elected to their respective offices.
The candidates for director receiving a majority
of the votes shall be declared elected as directors. The
candidate for president elected in such balloting shall be the
president-nominee and serve as a director for the year
commencing on the first day of July next following the election,
and shall assume office as president on the first day of July
immediately following that year. The president-nominee shall
take the title of president-elect upon the election of a successor.

Section 2 — The officers and directors, so elected, together with
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the immediate past president shall constitute the board. Within
one week after their election, the directors-elect shall meet and
elect some member of the club to act as sergeant-at-arms.

Section 3 — A vacancy in the board or any office shall be filled
by action of the remaining directors.

Section 4 — A vacancy in the position of any officer-elect or
director-elect shall be filed by action of the remaining
directors-elect.

Article 4

Section 1 — President. It shall be the duty of the president to
preside at meetings of the club and the board and to perform
other duties as ordinarily pertain to the office of president.

Duties of Officers

Section 2 — President-elect. It shall be the duty of the
president-elect to serve as a director and to perform such other
duties as may be prescribed by the president or the board.

Section 3 — Vice-President. It shall be the duty of the
vice-president to preside at meetings of the club and the board
in the absence of the president and to perform other duties as
ordinarily pertain to the office of vice-president.

Section 4 — Secretary. It shall be the duty of the secretary to
keep membership records; record attendance at meetings;
send out notices of club, board and committee meetings; record
and preserve the minutes of such meetings; report as required
to RI, including the semiannual reports of membership on 1
January and 1 July of each year, and prorated reports on 1
October and 1 April of each active member who has been
elected to membership in the club since the start of the July or
January semiannual reporting period, report changes in
membership; provide the monthly attendance report, which
shall be made to the district governor within 15 days of the last
meeting of the month; collect and remit RI official magazine
subscriptions; and perform other duties as usually pertain to the
office of secretary.

Section 5 — Treasurer. It shall be the duty of the treasurer to
have custody of all funds, accounting for it to the club annually
and at any other time upon demand by the board, and to
perform other duties as pertains to the office of treasurer. Upon
retirement from office, the treasurer shall turn over to the
incoming treasurer or to the president all funds, books of
accounts, or any other club property.

Section 6 — Sergeant-at-Arms. The duties of the
sergeant-at-arms shall be such as are usually prescribed for
such office and other duties as may be prescribed by the
president or the board.

Article 5 Meetings

Section 1 — Annual Meeting. An annual meeting of this club
shall be held on the in each year, at
which time the election of officers and directors to serve for the
ensuing year shall take place.

(Note: Article 5, section 2 of the standard Rotary club
constitution provides that “An annual meeting for the election of
officers shall be held not later than 31 December...”)
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meeting shall be given to all members of the club. All members
excepting an honorary member (or member excused pursuant
to article 8, sections 3 and 4 of the standard Rotary club
constitution) in good standing in this club, on the day of the
regular meeting, must be counted as present or absent, and
attendance must be evidenced by the member’s being present
for at least sixty (60) percent of the time devoted to the regular
meeting, either at this club or at any other Rotary club, or as
otherwise provided in the standard Rotary club constitution,
article 8, sections 1 and 2.

Section 3 — One-third of the membership shall constitute a
quorum at the annual and regular meetings of this club.

Section 4 — Regular meetings of the board shall be held on

of each month. Special meetings of the board
shall be called by the president, whenever deemed necessary,
or upon the request of two (2) directors, due notice having been
given.

Section 5 — A majority of the directors shall constitute a quorum
of the board.

Article 6 Fees and Dues

Section 1 — The admission fee shall be $ to be
paid before the applicant can qualify as a member.

Section 2 — The membership dues shall be $ per

annum, payable semiannually on the first day of July and of
January, with the understanding that a portion of each
semiannual payment shall be applied to each member’s
subscription to the Rl official magazine.

Article 7 Method of Voting

The business of this club shall be transacted by viva voce* vote
except the election of officers and directors, which shall be by
ballot. The board may determine that a specific resolution be
considered by ballot rather than by viva voce vote.

(Note: Viva voce vote is defined as when club voting is
conducted by vocal assent.)

Article 8 Four Avenues of Service

The four Avenues of Service are the philosophical and practical
framework for the work of this Rotary club. They are Club
Service, Vocational Service, Community Service, and
International Service. This club will be active in each of the four
Avenues of Service.

Article9 Committees

Club committees are charged with carrying out the annual and
long-range goals of the club based on the four Avenues of
Service. The president-elect, president and immediate past
president should work together to ensure continuity of
leadership and succession planning. When feasible, committee
members should be appointed to the same committee for three
years to ensure consistency. The president-elect is responsible
for appointing committee members to fill vacancies, appointing
committee chairs and conducting planning meetings prior to the
start of the year in office. It is recommended that the chair
have previous experience as a member of the committee.
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Standing committees should be appointed as follows:

+ Membership

This committee should develop and implement a
comprehensive plan for the recruitment and retention of
members.

* Club Public Relations

This committee should develop and implement plans to
provide the public with information about Rotary and to
promote the club’s service projects and activities.

e Club Administration

This committee should conduct activities associated with the
effective operation of the club.

- Service Projects

This committee should develop and implement educational,
humanitarian and vocational projects that address the
needs of its community and communities in other countries.

» The Rotary Foundation

This committee should develop and implement plans to
support The Rotary Foundation through both financial
contributions and program participation.

Additional ad hoc committees may be appointed as needed.

(a) The president shall be ex officio a member of all committees
and, as such, shall have all the privileges of membership
thereon.

(b) Each committee shall transact its business as is delegated
to it in these bylaws and such additional business as may be
referred to it by the president or the board. Except where
special authority is given by the board, such committees
shall not take action until a report has been made and
approved by the board.

(c) Each chair shall be responsible for regular meetings and
activities of the committee, shall supervise and coordinate
the work of the committee and shall report to the board on
all committee activities.

(Note: The above committee structure is in harmony with both
the District Leadership Plan and the Club Leadership Plan.
Clubs have the discretion to create any committees that are
required to effectively meet its service and fellowship needs. A
sample listing of such optional committees is found in The Club
Committee Manual. A club may develop a different committee
structure as needed.)

Article 10

The duties of all committees shall be established and reviewed
by the president for his or her year. In declaring the duties of
each, the president shall make reference to appropriate RI
materials. The service project committee will consider
vocational service, community service and international service
avenues when developing plans for the year.

Duties of Committees

Each committee shall have a specific mandate, clearly defined
goals, and action plans established by the beginning of each
year for implementation during the course of the year. It shall be
the primary responsibility of the president-elect to provide the
necessary leadership to prepare a recommendation for club
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committees, mandates, goals and plans for presentation to the
board in advance of the commencement of the year as noted
above.

Article 11

Upon written application to the board, setting forth good and
sufficient cause, leave of absence may be granted excusing a
member from attending the meetings of the club for a specified
length of time.

Leave of Absence

(Note: Such leave of absence does operate to prevent a
forfeiture of membership; it does not operate to give the club
credit for the member’s attendance. Unless the member attends
a regular meeting of some other club, the excused member
must be recorded as absent except that absence authorized
under the provisions of article 8, sections 3 and 4 of the
standard Rotary club constitution is not computed in the
attendance record of the club.)

Article 12  Finances

Section 1 — Prior to the beginning of each fiscal year, the board
shall prepare a budget of estimated income and expenditures
for the year, which shall stand as the limit of expenditures for
these purposes, unless otherwise ordered by action of the
board. The budget shall be broken into two separate parts:
one in respect of club operations and one in respect of
charitable/service operations.

Section 2 — The treasurer shall deposit all club funds in a bank,
named by the board. The club funds shall be divided into two
separate parts: club operations and service projects.

Section 3 — All bills shall be paid by the treasurer or other
authorized officer only when approved by two other officers or
directors.

Section 4 — A thorough review of all financial transactions by a
qualified person shall be made once each year.

Section 5 — Officers having charge or control of club funds shall
give bond as required by the board for the safe custody of the
funds of the club, cost of bond to be borne by the club.

Section 6 — The fiscal year of this club shall extend from 1 July
to 30 June, and for the collection of members' dues shall be
divided into two (2) semiannual periods extending from 1 July to
31 December, and from 1 January to 30 June. The payment of
per capita dues and RI official magazine subscriptions shall be
made on 1 July and 1 January of each year on the basis of the
membership of the club on those dates.

Article 13  Method of Electing Members

Section 1 — The name of a prospective member, proposed by
an active member of the club, shall be submitted to the board in
writing, through the club secretary. A transferring or former
member of another club may be proposed to active
membership by the former club. The proposal shall be kept
confidential except as otherwise provided in this procedure.

Section 2 — The board shall ensure that the proposal meets all
the classification and membership requirements of the standard
Rotary club constitution.

Section 3 — The board shall approve or disapprove the
proposal within 30 days of its submission, and shall notify the
proposer, through the club secretary, of its decision.
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Section 4 — If the decision of the board is favorable, the
prospective member shall be informed of the purposes of
Rotary and of the privileges and responsibilities of membership,
following which the prospective member shall be requested to
sign the membership proposal form and to permit his or her
name and proposed classification to be published to the club.
Section 5 — If no written objection to the proposal, stating
reasons, is received by the board from any member (other than
honorary) of the club within seven (7) days following publication
of information about the prospective member, that person, upon
payment of the admission fee (if not honorary membership), as
prescribed in these bylaws, shall be considered to be elected to
membership.

If any such objection has been filed with the board, it shall vote
on this matter at its next meeting. If approved despite the
objection, the proposed member, upon payment of the
admission fee (if not honorary membership), shall be
considered to be elected to membership.

Section 6 — Following the election, the president shall arrange
for the new member's induction, membership card, and new
member Rotary literature. In addition, the president or secretary
will report the new member information to Rl and the president
will assign a member to assist with the new member's
assimilation to the club as well as assign the new member to a
club project or function.

Section 7 — The club may elect, in accordance with the
standard Rotary club constitution, honorary members proposed
by the board.

Article 14

The club shall not consider any resolution or motion to commit
the club on any matter until the board has considered it. Such
resolutions or motions, if offered at a club meeting, shall be
referred to the board without discussion

Resolutions

Article 15  Order of Business

Meeting called to order.

Introduction of visitors.

Correspondence, announcements and Rotary Information.
Committee reports if any.

Any unfinished business.

Any new business.

Address or other program features.

Adjournment.

Article 16

These bylaws may be amended at any regular meeting, a
quorum being present, by a two-thirds vote of all members
present, provided that notice of such proposed amendment
shall have been mailed to each member at least ten (10) days
before such meeting. No amendment or addition to these
bylaws can be made which is not in harmony with the standard
Rotary club constitution and with the constitution and bylaws of
RI.

Amendments
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Club Treasurer

As club treasurer, your responsibilities include:

* Helping to develop the club’s budget

* Maintaining all club funds and the appropriate accounts

* Keeping accurate records of club expenditures and income
* Preparing financial reports

« Performing other fiscal duties normally associated with your

office

The club treasurer should show good stewardship of all club

funds. This includes:

* Preparing a report on the club’s financial status once a
year and at any other time one is requested by the board

* Depositing all club funds in a bank named by the board,
and separating the funds for club operations from those for
service projects

* Requiring approval of payment of all expenses by two
other officers or directors before payment is made

* Having an annual financial review by a qualified
professional

* Obtaining a bond (a signed obligation that funds will be
handled honestly or a penalty will be issued), if required
and paid for by your club

At the end of the year, the treasurer turns over all funds,

account books, and other club property to the incoming

treasurer or the president.

Club Dues
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According to the custom of your club, the secretary or
treasurer prepares and mails statements of club dues
(monthly, quarterly, or semiannually). Other items, such as
the cost of meals, may be included on the statement.

The Standard Rotary Club Constitution states that members
who fail to pay their dues within 30 days of the due date will
be notified in writing by the club secretary at their last known
address. If dues are not paid within 10 days of the natification
date, the membership may be terminated, subject to the
discretion of the board. Provide your club secretary with a list
of members whose dues are 30 days past due so that proper
notification can be sent. Once those notices are sent, provide
your secretary with the list of members who still haven't paid
their dues after 10 days.
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Whenever you receive money, provide a receipt. If the
secretary collects funds, give him or her a receipt for club
records.

Contributions to The Rotary
Foundation
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If you process and maintain records of contributions to The
Rotary Foundation of Rotary International, be certain to:

» Forward contributions received from club members to the
appropriate address:
— In the United States: The Rotary Foundation, 14280
Collections Center Drive, Chicago, IL 60693

— In Canada: The Rotary Foundation-Canada, PO Box
9988, Postal Station A, Toronto, ON M5W 2J2

— Outside USA/Canada: RI international office or the
fiscal agent serving the clubs in your country

e Submit the Appreciation/Contribution Form (123-EN),
available at www.rotary.org.

* Maintain receipts for all contributions as they are received
and forwarded.

* Prepare periodic reports on contributions for the club or
district.

Contributions may be forwarded at any time. They may be

made by check, credit card, money order, or traveler’s check

and made payable to “The Rotary Foundation” (not to “Rotary

International”).

Other forms of contributions include stock, life insurance

policies, property, and will bequests. Contact the

Foundation’s Gift Administration Department at Rl World

Headquarters or your international office for assistance in

transmitting these types of contributions.

Club contribution records and the recognition summary

reports are available to club presidents and club secretaries

through Member Access at www.rotary.org.

Budget
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Developing and adopting a club budget will help a club plan
its service projects and fellowship activities for the coming
year. At the beginning of each fiscal year, the club’s board
should prepare a budget of estimated income and expenses
for the year. Changes to the budget should require board
approval.

Tips on Budget Preparation

e Avoid the danger of income and
underestimating expenses.

* Be conservative in setting aside amounts for club
activities.

* Plan to show a favorable balance at the end of the year.
(One way to help ensure this is to provide regular reports
on the club’s financial condition.)

» Estimate the income from club dues or fundraisers that will
be received for the year to determine the amount available
to spend on projects and activities.

overestimating
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Estimated Expenses

As club treasurer, help the board develop a budget by
considering the following potential expenditures:

Secretary’s office. tems might include printing and stationery,
postage, telephone, faxes, Web site hosting charges, rent,
badges, and miscellaneous office equipment.

Committees. Determine the amount that the club authorizes
each committee to spend, and notify the chairs of the
amounts approved. The budget for the club bulletin should be
listed under a separate heading and incorporated into the
budget under the club administration committee.

Rotary International. Include both membership dues and
subscription fees to The Rotarian or Rotary regional
magazine. Your club must maintain liability insurance for its
activities, as appropriate for your geographic region. For
clubs in the United States and its territories, insurance is
included in the July semiannual report to RI.

Rl Convention. Each club is entitled to send one voting
delegate for each 50 members, or major fraction thereof, to
the annual Rl Convention. Some clubs pay part or all of the
cost of attending for one or more of its delegates and the club
president-elect.

District conference. Each club is entitled to send one voting
delegate for each 25 members, or major fraction thereof, to
the annual district conference. Appropriations for expenses
of conference delegates vary from club to club.

Other meetings. The club should reimburse the
president-elect for travel expenses to the district assembly
and presidents-elect training seminar. Funds also might be
budgeted for attendance of club officers and committee

chairs at workshops, intercity forums, and similar meetings.

Miscellaneous expenses. Include other regular club
expenses such as flowers, road signs, musicians, bank
charges, contributions to district funds, gifts to retiring
officers, gratuities, lunch for invited guests, and RI
publications for new members. Amounts that the club intends
to spend for charitable or civic activities should be

appropriated.

Contingency fund. If at all possible, every budget should
provide for a small emergency fund from which expenses
may be authorized by the board of directors.

Special funds. Many clubs have their own special funds, such
as scholarship funds, which should be included in the budget.
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Sample Budget Form

Rotary Club of

Budget for fiscal year beginning1July Estimated income:

Membership dues
Other income
Total

Estimated expenses:

Budgeted Amount | Actual Expenses | Amount Under/ Budget
Item Last Year Last Year Over Last Year This Year

Secretary’s Office
(List each standard expense
separately.)

Committees

Club Administration
Membership

Public Relations
Service Projects

The Rotary Foundation

Other committees

Rotary International
Per capita dues
Subscriptions to

The Rotarian or Rotary
regional magazine
Other magazines

Insurance

RI & District Meetings
RI Convention

District conlerence
Presidents-elect training
seminar

District assembly

Other meetings

Other Expenditures
Miscellaneous expenses
(list)

Contingency fund
Special fund

Donations

KBt 55 s Club Treasurer






Offices of the Secretariat

RI World Headquarters
Rotary International

One Rotary Center

1560 Sherman Avenue
Evanston, IL 60201-3698
USA

Tel: 847-866-3000

Fax: 847-328-8554 or 8281
WWW.rotary.org

RI Brazil Office
Rotary International
Rua Tagipuru 209
01156-000

Sao Paulo, SP

Brazil

Tel: 55-11-3826-2966
Fax: 55-11-3667-6575
www.rotary.org.br

RI Europe and Africa Office
Rotary International
Witikonerstrasse 15
CH-8032 Zurich

Switzerland

Tel: 41-44-387-71-11

Fax: 41-44-422-50-41

RI Japan Office

Rotary International
NS3 Building 1F

2-51-3 Akabane, Kita-ku
Tokyo 115-0045

Japan

Tel: 81-3-3903-3161
Fax: 81-3-3903-3781

RI Korea Office

Rotary International

Room 705, Miwon Building

43 Yoido-dong, Yongdungpo-gu
Seoul 150-733

Korea

Tel: 82-2-783-3077 or 3078
Fax: 82-2-783-3079

RI South Asia Office

Rotary International

Thapar House

2nd Floor, Central Wing

124 Janpath

New Delhi 110 001

India

Tel: 91-11-4225-0101 to 0105
Fax: 91-11-4225-0191 or 0192
www.risouthasia.org

RI Southern South America Office
Rotary International

Florida 1, Piso 2

1005 Buenos Aires, CF

Argentina

Tel: 54-11-5032-0096 to 0098

Fax: 54-11-5032-0099

RI South Pacific and Philippines
Office

Rotary International

McNamara Centre, Level 2

100 George Street.

Parramatta, NSW 2150

Australia

Tel: 61-2-9635-3537

Fax: 61-2-9689-3169

RI in Great Britain and Ireland
(RIBI)

Kinwarton Road

Alcester

Warwickshire B49 6PB

England

Tel: 44-1789-76-54-11

Fax: 44-1789-76-55-70
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Click on Member Access at www.rotary.org to:

Update membership information
Enter new officers
View membership and contribution reports

Pay semiannual dues

Search club and district data worldwide
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