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Addendum to the Club President’s Manual

Please note the following changes to the Club President’s Manual. These changes result from decisions
taken by the 2007 Council on Legislation or the RI Board of Directors since its publication.

Page 6

Under Club President Responsibilities, the seventh
bullet has added a sub-bullet:

— Ensuring that a comprehensive training
program is implemented by the club and
may appoint a club trainer(s) to carry out the
training, if needed.

Page 9

Add the following bullet to the ninth best practice
of the Club Leadership Plan:

* A leadership skills development program is
available for all members.

Page 29
Under Sergeant-at-Arms, add the following:

Club Trainer (optional)

To ensure your club has a comprehensive
training plan, you may wish to appoint a club
trainer(s). The club trainer should work with
the club’s board and committees, the assistant
governor assigned to your club, the district
training committee, and the district governor
for support and ideas.

The comprehensive training plan should ensure
that:

* Club leaders attend district training meetings
as appropriate

* Orientation is consistent and regularly pro-
vided to new members

* Ongoing educational opportunities are avail-
able for current members

A leadership skills development program is
available for all members

Page 50
Add the following program to appendix 13:

Leadership Development Program

The purpose of the leadership development
program is to develop personal leadership skills
of club members thereby enhancing their pro-
fessional life and developing future club leaders.
The district training committee may consult on
the training aspects of the program, but the club
trainer or club president are chiefly responsible
for this meeting. Some topics could include
communication skills, leadership styles, lead-
ing and motivating volunteers, mentoring, time
management, goal setting and accountability,
strategic planning, ethics (The Four-Way Test),
building consensus, and team work.

Resource changes

The Club Committee Manual (226-EN) is now five
separate committee manuals: Club Administration
(226A-EN), Club Membership (226B-EN),

Club Public Relations (226C-EN), Club Service
Projects (226D-EN), and Club Rotary Foundation
(226E-EN).

A Menu of Service Opportunities (605B-EN)

and Communities in Action: A Guide to Effective
Projects (605A-EN) is now one publication as
Communities in Action/Menu of Service Opportunities
Kit (605-EN).

This is the 2007 edition of the Club President’s Manual (222-EN). It is intended for use by club presidents
holding office in 2008-09, 2009-10, and 2010-11. The information contained 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 RI Board of Directors,
override policy as stated in this publication. It contains the 2007 club constitution and bylaws.
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Introduction

As club president, your role is to lead an effective Rotary club. As president-
elect, you will receive training and prepare for your responsibilities. This train-
ing includes this Club President’s Manual, your presidents-elect training seminar
(PETS), and the district assembly. On 1 July, as club president, you should be
ready for an enjoyable and productive year.

Before you attend your presidents-elect training seminar, review this manual to
understand your role and responsibilities. The chapters include details related
to specific aspects of your responsibilities and the relevant resources available
to support you and your Rotary club. The first appendix of each chapter is a
short list of discussion questions to prepare you for your presidents-elect train-
ing seminar. Completing these questions in advance will allow you to partici-
pate more fully in the discussions. Each chapter also includes appendixes that
will be completed during your seminar. For this reason, you should bring your
copy of the Club President’s Manual to your presidents-elect training seminar.

Each chapter in this manual corresponds to a session you will attend at the
seminar. Once you have reviewed this manual, work with your club to set
long-range goals before you attend your presidents-elect training seminar.
Chapter 9, which covers annual and long-range planning, includes a long-
range goal-setting worksheet. Setting long-range goals in advance will ensure a
more effective goal-setting session when you meet with your assistant governor
at your presidents-elect training seminar. Chapter 10 contains important docu-
ments, such as the Planning Guide for Effective Rotary Clubs, that you'll work on
with your assistant governor at your presidents-elect training seminar.

The district assembly will build on what you learn from this manual and your
presidents-elect training seminar and allow you to finalize your plans for the
year. Chapter 10 also contains a short list of discussion questions to prepare
you for your district assembly. You should also bring your manual with you to
the district assembly as a reference. After you've completed your training, this
manual will serve as a resource during your year as club president.

CLUB PRESIDENT’'S MANUAL
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The Club President’s Manual provides an overview of the information in the
Club Committee Manual and Club Secretary’s Manual. Together, these three
manuals make up the Club Officer’s Kit. Give the Club Secretary’s Manual to
your incoming club secretary and share the club treasurer section of that
manual with your incoming club treasurer to assist these officers with their
responsibilities in the coming year.

For your presidents-elect
training seminar.
APPENDIX 2

Summary of Session 1: Role and Responsibilities

Resources

Additional Resources

Ideas to Implement Contact

1
2
3.
4

Action Steps

All PETS appendixes are
to be completed at your
presidents-elect training
seminar.

Comments?

If you have questions or comments about this manual or any of RIs training
resources, please direct 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
Phone: 847-866-3000

Fax: 847-866-0974

CLUB PRESIDENT’'S MANUAL
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1 Role and Responsibilities

Your primary role as club president is to lead your club, ensuring it functions
effectively. An effective Rotary club is able to

* Sustain or increase its membership base

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

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

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

EFrFECTIVE CLUBS
ARE ABLE TO

SUSTAIN IVPLEMENT DevELor
SUPPORT
OR SUCGESSEUL ICEADERS
JiaE RoTARY:
INGREASE SERVICE BEYOND) THE

EGUNDATION|
MEMBERSHIP PRrojJECTS CrusB ILEVEL

(CHUBNPEADERSHIP AN |

| Four AVENUES OF SERVICE
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The elements of an effective club present a functional approach to club opera-
tions — RI’s operational cornerstone. Rotary’s ideal of service is based on the
four Avenues of Service — Club, Vocational, Community, and International
— RI’s philosophical cornerstone. The elements of an effective club and the
Avenues of Service are related. For example, your club’s ability to implement
successful service projects, support The Rotary Foundation, and develop
leaders capable of serving Rotary beyond the club level is directly related to
the strength and size of your club’s membership base. If one area is weak or
absent, your club’ effectiveness in other key areas will also be reduced. Your
club should pursue service projects in each avenue in support of the Object of
Rotary.

OBJECT OF ROTARY AVENUES OF SERVICE

The Object of Rotary is to encourage and ~ The Avenues of Service were developed in
foster the ideal of service as a basis of the 1920s to clarify the Object of Rotary.
worthy enterprise and, in particular, to

encourage and foster:

FIRST. The development of acquaintance Club Service focuses on
as an opportunity for service; ‘N-'h . strengthening fellowship and
" ensuring the effective function-

ing of the club.

SECOND. High ethical standards in busi- Vocational Service encour-

ness and professions; the recognition of ages Rotarians to serve others

the worthiness of all useful occupations;  gasasres  through their vocations and

and the dignifying of each Rotarian’s occu- practice high ethical standards.

pation as an opportunity to serve society;

THIRD. The application of the ideal Community Service covers the

of service in each Rotarian’s personal, 3“'-“ projects and activities the club

business, and community life; 1"' undertakes to improve life in its
community.

FOURTH. The advancement of interna- International Service encom-

tional understanding, goodwill, and peace passes actions taken to expand

through a world fellowship of business and gdese= Rotary's humanitarian reach

professional persons united in the ideal of around the globe and promote

service world understanding and peace.
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Club President-elect Responsibilities

Your responsibilities as club president-elect are summarized below and ex-
plained throughout this manual (see reference in parentheses):

Note: An asterisk (*) indicates a responsibility outlined in the Recommended Rotary
Club Bylaws or Standard Rotary Club Constitution. Other responsibilities have been
assigned by the RI Board of Directors or are best practices.

* Reviewing this Club President’s Manual and preparing for the presidents-elect
training seminar

* Serving as a director of your club’s board, performing responsibilities pre-
scribed by the president or the board*

* Reviewing your club’s long-range goals, using the elements of an effective
club as a guide (chapters 2 and 9)

e Setting your club’s annual goals, that support long-range goals, using the
Planning Guide for Effective Rotary Clubs (chapters 2, 9, and 10)

— Assessing your club’s membership situation
— Discussing and organizing service objectives
— Identifying ways to improve support of The Rotary Foundation

— Developing future leaders by promoting attendance at important district
events

— Developing a public relations plan
— Planning action steps to carry out your club’s administrative
responsibilities
* Working with your club and district leaders (chapters 3 and 4)

— Holding one or more meetings with your board of directors; reviewing
the provisions of your club’s constitution and bylaws (chapter 4)

— Serving as an ex officio member of all club committees* (chapter 3)
— Supervising preparation of the club budget* (chapter 4)

— Meeting with your assistant governor at PETS and your district assembly
(chapter 3)

* Ensuring continuity in leadership and service projects* (chapter 3)
— Appointing committee chairs*

— Appointing committee members to the same committee for three years to
ensure continuity, when possible*

— Conferring with your predecessor*

— Arranging a joint meeting of the incoming board of directors with the
retiring board

» Ensuring regular and consistent training (chapter 4)
— Attending your presidents-elect training seminar and district assembly*
— Encouraging all club leaders to attend the district assembly
— Holding a club assembly immediately following the district assembly

— Attending the district conference

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
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|
Use the Club President’s
Monthly Checklist (sent by
your RI Club and District
Support representative and
available at www.rotary.org)
when planning your year as
president and reviewing your
responsibilities as president-
elect and president.

|
Refer to chapter 4 for a
detailed summary of Rl
online administration tools,
including Member Access.

|
The Secretariat is Rotary
International’s general secre-
tary and administrative staff
at RI World Headquarters in
Evanston, lllinois, USA, and
seven international offices
(their locations are listed in
the Official Directory and at
www.rotary.org).

Club President Responsibilities

Your responsibilities as club president are summarized below and explained
throughout this manual (see reference in parentheses):

Note: An asterisk (*) indicates a responsibility outlined in the Recommended Rotary

C

lub Bylaws and Standard Rotary Club Constitution. Other responsibilities have

been assigned by the RI Board of Directors or are best practices.

Registering for Member Access at www.rotary.org to obtain your club’s
administrative data from RI

Ensuring your club secretary has registered for Member Access in order to
keep membership and club data up-to-date

Implementing and continually evaluating your club’s goals for your year of
office, assuring that all club members are involved and informed (chapter 2)

Ensuring that each committee has defined goals* (chapter 3)
— Encouraging communication between club and district committee chairs

— Conducting periodic reviews of all committee activities, goals, and
expenditures*

Presiding at all meetings of the club* (chapter 4)

— Ensuring that all meetings are carefully planned

— Communicating important information to club members
— Providing regular fellowship opportunities for members

Preparing for and encouraging participation in club and district meetings
(chapter 4)

— Planning for all monthly board meetings*

— Attending and ensuring club representation at the district conference and
other district meetings

— Promoting attendance and ensuring representation at the annual RI
Convention

Working with your club and district leaders (chapter 3)

— Developing, approving, and monitoring the club budget while working
closely with the club treasurer® (chapter 4)

— Working with district leadership to achieve club and district goals
(chapter 3)

— Using information and resources from the district, RI Secretariat, and the
RI Web site (all chapters)

Ensuring continuity in leadership and service projects*

— Submitting a comprehensive annual report to your club on its status in
June, before leaving office (chapter 4)

— Conferring with your successor before leaving office to ensure a smooth
transition (chapter 3)

— Arranging for a joint meeting of the incoming board with the outgoing
board of directors (chapter 3)

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
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Club Leadership Plan

#TOAHE NEXT IE[ The Club Leadership Plan is the recommended administrative structure for

| Rotary clubs. It is based on the best practices of effective Rotary clubs. Because
WU cach Rotary club is unique, the Club Leadership Plan is flexible enough to

benefit from standardizing its administrative procedures based on these best

j b Lj?'%hrlp lan, § support the individual needs of clubs around the world. Every Rotary club will
practices:

* Develop long-range goals that address the elements of an effective club.

* Set annual goals that support long-range goals.

* Make sure that all club members feel involved and informed.

* Keep the lines of communication open, both in the club and with the
district.

» Ensure continuity in leadership from year to year.

* Customize the club bylaws to reflect club operations.

* Provide regular fellowship opportunities.

* Offer regular, consistent training.

The goal of the Club Leadership Plan is to create an effective club that pursues
the Object of Rotary by carrying out activities along each Avenue of Service.
The Club Leadership Plan, which provides an opportunity for your club to
assess its current operations, has many benefits:

» All members have a chance to voice their opinions on the future of their
club.

 Simplified club operations give members more time to focus on service and
fellowship.

 Greater involvement of club members develops future club and district
leaders.

* Membership retention rates increase as members have greater participation
in club activities.

* Club leaders have a larger group of members working to achieve club goals.

* Continuity between appointments and your club’s goals eases the leadership
transition from one Rotary year to the next.

* Renewed enthusiasm for Rotary comes from taking a fresh look at the prac-
tices of your club.

Implementing the Club Leadership Plan

Your club may already use some of the best practices of the Club Leadership
Plan. As president-elect, you should work with club leaders to review your
club’s current practices. Taking into account your club’s current best practices,
past, current, and incoming club officers should work together to customize a
leadership plan that standardizes processes for the following procedures:

1. Develop long-range goals that address the elements of an effective club.
Your club’s long-range goals should cover the next three to five Rotary years
and address the elements of an effective club: membership, service projects,

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
7



I
Refer to appendix 3 for Rl
Board policy for the Club
Leadership Plan.

3.

The Rotary Foundation, and leadership development. They should also
include strategies for promoting your club’s successes in each element.
As your club’s leadership plan evolves, these goals should be updated.

. Use the Planning Guide for Effective Rotary Clubs to set annual goals

that are in harmony with your club’s long-range goals.

The planning guide lists common strategies that your club might use to
achieve your annual goals, allowing you to add alternate strategies. Think of
it as a working document, one that you can update as needed. Annual goals
should address each Avenue of Service and work to help your club pursue
the Object of Rotary.

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

Club assemblies help all members of your club stay up-to-date and feel
included in club activities. Club assemblies are an opportunity for all mem-
bers to discuss decisions that affect your club and for committees to report
on their activities.

. Ensure clear communication between club leaders, club members, and

district leaders.

Regular club assemblies that include all club members and your assistant
governor help to ensure that this communication takes place. Outside of
club assemblies, you should work with club leaders to develop a plan for
communicating with each other, club members, and district leaders. In your
communication plan, outline who will communicate with whom, what
method will be used, and when.

. Provide continuity in leadership of your club and service projects.

Because Rotary club leaders change annually, every club needs a continual
supply of leaders. Three of the most successful ways to achieve continuity
are making appointments for multiple years; having a current, incoming,
and past chair on all committees; and having the current club president
work closely with the president-elect, president-nominee, and immediate
past president. Continuity in leadership of service projects is important as
service projects can last longer than one year.

. Amend club bylaws to reflect the club committee structure and roles

and responsibilities of club leaders.

Work with your fellow club officers to modify the Recommended Rotary
Club Bylaws from RI to reflect your club’s operations. Check your bylaws
annually to make sure they are current.

. Provide opportunities to increase fellowship among club members.

Members who enjoy Rotary will feel more involved. Strong club fellowship
will also support your clubs service efforts. Involve the families of your
members to ensure they support your club as well.

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

Club involvement teaches members about Rotary and helps retain them as
active members of the club. Active members feel ownership and dedica-
tion to club projects. Involve the families of your members to increase your
service potential.

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
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9. Develop a comprehensive training plan.

A comprehensive training plan ensures that

* Club leaders attend district training meetings.

* Orientation for new members is provided consistently and regularly.

* Ongoing educational opportunities are available for current members.

Training is crucial for developing future leaders and ensuring that current
club officers are well informed about Rotary and capable of leading your
club and providing better Rotary service.

Club president responsibilities for each area of the Club Leadership Plan are
integrated throughout this manual. With your fellow club leaders, you should
review the plan annually to ensure that it continues to meet your club’s goals
and reflect your club’s identity. Ask district leaders, particularly your assistant
governor, for help as you implement and review your plan as needed through-
out the year.

Resources

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

Informational Resources

Club President’s Monthly Checklist — Monthly reminder of activities and
deadlines that apply to all Rotary clubs. Revised annually, sent by your RI
Club and District Support representative (also available at www.rotary.org).

Manual of Procedure (035-EN) — Policies and procedures established by
legislative action, the RI Board of Directors, and the Trustees of The Rotary
Foundation, issued every three years following the Council on Legislation.
Contains the RI constitutional documents.

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, includ-
ing contact information for presidents and secretaries and meeting times
and places.

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 (most up-to-date versions
posted 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.

RVM: The Rotarian Video Magazine (510-DVD) — Video companion to
The Rotarian magazine; ideal for club meeting presentations, member
recruitment, and community public relations efforts.

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
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* The Rotarian or Rotary regional magazine — RI’ official magazines, pub-
lished monthly; resource on club and district projects, RI Board decisions,
and RI meetings.

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, RI pro-
grams, news, events, club and district support, and training. Many of Rotary’s
publications are available as downloads. Visitors to the site can shop the online
catalog, locate the meeting time and place of any Rotary club, and communi-
cate with other Rotarians through RI discussion rooms.

Click on:

* Member Access (www.rotary.org) — Allows Rotarians to contribute to
The Rotary Foundation, manage their e-mail subscriptions from RI, register
for meetings, download administrative software, and access member ben-
efits. Club presidents and secretaries have access to additional club reports
and records (see chapter 4 for more information).

Keyword search:

* Club Leadership Plan (www.rotary.org/jump/clubplan) — A comprehensive,
current source of information about the Club Leadership Plan. Download
support materials and view the latest Recommended Rotary Club Bylaws
and Standard Rotary Club Constitution.

Human Resources

* Past club presidents — These knowledgeable Rotarians understand your
club and its needs. They can serve as advisers when you plan your year and
be assigned to lead club activities.

* RI Club and District Support representative — Staff members at RI World
Headquarters and international offices available to answer administrative
questions and direct other inquiries to appropriate Rl and Foundation staff.

For contact information, see the Official Directory or go to www.rotary.org.
Publications can be ordered from the RI Catalog or downloaded at
www.rotary.org.

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
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APPENDIX 1

Discussion Questions for Role and Responsibilities

Consider these questions in preparation for your presidents-elect training seminar.

What additional responsibilities does your club assign to the president?

How will you ensure continuity with the current president and your successor?

How did (could) your club benefit from the Club Leadership Plan?

If you haven't yet implemented the plan, how will you begin to implement the Club Leadership Plan?

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
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For your presidents-elect
training seminar.

APPENDIX 2
Summary of Session 1: Role and Responsibilities

Resources

Informational Resources www.rotary.org

Manual of Procedure (035-EN) Keyword search:

Official Directory (007-EN) Club Leadership Plan
RI Catalog (019-EN) Click on:

Rotary Code of Policies Member Access

Rotary World (050-EN)
RVM: The Rotarian Video Magazine (510-DVD)
The Rotarian

Additional Resources

Ideas to Implement Contact

1.

2.

Action Steps

L]
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APPENDIX 3

Rl Board Policy for the Club Leadership Plan

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

* 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, dis-
trict governor, assistant governors, and district committees.

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

. Amend bylaws to reflect the club committee structure and roles and responsibilities of club leaders.
. Provide opportunities to increase fellowship among members of the club.

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

O 0 ~ O

. 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 de-
scribed 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:

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
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* Membership
This committee should develop and implement a comprehensive plan for the recruitment and reten-
tion 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.

* 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 activities on a regular basis and at
club assemblies, as appropriate.

CLUB PRESIDENT'S MANUAL — Role and Responsibilities
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2 Goal Setting

As club president-elect, you will lead the club in establishing goals for

what your club will achieve during your year as president. To begin the goal-
setting process, you must assess the strengths and weaknesses of your club and
determine how your club can improve what it does well and address areas of
concern. Encourage broad club participation in the goal-setting process.

To achieve goals, you will need the hard work of your fellow club members.
As club president, you must lead volunteers. Recognize club members who set
an example for other members through their outstanding participation in club
projects and activities.

Responsibilities

As president-elect, you have the following goal-setting responsibilities:
* Understanding the characteristics of an effective goal

* Developing or assessing your club’s long-range goals

* Establishing annual goals, that are in harmony with your club’s long-range
goals

* Ensuring an action plan has been developed for each goal
* Implementing and continually evaluating your club’s goals
e Motivating club members to accomplish the goals

» Seeking opportunities for recognition through RI, The Rotary Foundation,
and your district

Goal Setting

The Planning Guide for Effective Rotary Clubs (appendix 39) is a practical goal-
setting tool that will help you work with your club leadership team to establish
goals. The guide helps you to assess your club’s current state and also provides
strategies that you may choose to achieve club goals.
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You'll work on the planning guide during the presidents-elect training seminar
and at the district assembly with your fellow club leaders. A completed copy
of the Planning Guide for Effective Rotary Clubs should be submitted to your
district governor by 1 July.

Use the planning guide throughout your year in office to help measure club
progress toward established goals or to try a new strategy. It’s a working docu-
ment, one that can be updated as needed. Review the planning guide with
your assistant governor and district governor during club visits throughout the
year.

Effective Goals

Your club’ long-range goals should cover the next three to five Rotary years
and address the elements of an effective club. Long-range goals should also
include strategies for promoting your club’s successes in each element. Work
with club leaders to develop or review your club’s long-range goals before you
attend your presidents-elect training seminar (see chapter 9 for more informa-
tion).

As president-elect, assess the current state of your club, using the Planning
Guide for Effective Rotary Clubs, and then begin to draft annual goals for the
future. Effective goals are

» Shared. Those who participate in setting a goal and developing strategies to
achieve that goal are committed to implementing it.

e Measurable. A goal should provide a tangible point to pursue.

* Challenging. A goal should be ambitious enough to go beyond what the
club has accomplished in the past.

* Achievable. Rotarians should be able to accomplish the goal with the re-
sources available.

» Time specific. A goal should have a deadline or timeline.

Consider these club activities when setting goals:

* Membership

* Service projects

* The Rotary Foundation (participation and contributions)
e Leadership development

* Public relations

e Club administration

Developing an Action Plan

Establishing goals is the first step toward ensuring your club is effective and
successful during your year in office. As president, you will delegate much of
the implementation of club goals to your committee chairs and members. Your
role is to ensure that an action plan has been developed for each goal and that
steady progress is being made toward achieving the goals. To develop an action
plan for each goal:

* Outline the specific steps needed to achieve the goal.

* Establish a time frame for each step.
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* Determine who is responsible for implementing each step.
o Establish criteria for measuring progress and success for each step.
* Consider the resources and tools available to support the goal.

* Evaluate the success of previous goals and your current plan, modifying as
necessary.

Evaluation

Once goals have been achieved, work with those who implemented them to
evaluate their success. This evaluation should assess which strategies worked
and which did not. Insights gained from the evaluation should be applied to
other goals and shared with the president-elect and president-nominee, as ap-
plicable, as they begin to develop goals.

Motivating Volunteers

Once you have established your goals and developed a plan to achieve them,
you must work to motivate your club leaders and committee chairs to follow
the action plan. Because Rotarians are volunteers, what motivates them in their
profession may not motivate them in Rotary. You must consider each club
leader and member as an individual and address their motivational needs.

The following are common motivators for volunteers:

o Belief that the goal will benefit the community and their Rotary club
* Fellowship opportunities

» Networking opportunities

* Belief that the goal can be achieved

» Assignments that use their expertise

* Due dates with consistent follow-up by the president or other members of
the club leadership team

* Recognition of their efforts

Use these motivating factors to help encourage member commitment to Rotary
and participation in club activities. Club activities that combine these motivat-
ing factors are particularly effective.

Awards

Awards often motivate volunteers. Rotary International and The Rotary
Foundation offer awards and recognize outstanding service for Rotarians and
Rotary clubs. For an overview of awards available through RI and The Rotary
Foundation, see appendix 5.

Districts often develop their own awards to acknowledge outstanding achieve-
ment. Contact your governor or assistant governor to learn about awards avail-
able for individuals or clubs.

Individual clubs are also encouraged to develop their own awards to recognize
excellence within the club and community.
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Work with the club public
relations committee to help
publicize awards given to
your club or club members.
Many communities offer
awards for outstanding vol-
unteers or service organiza-
tions; find out whether your
club or individual members
are eligible. Recognition

of the club and individual
Rotarians can improve the
club’s public image and
membership recruitment
efforts.

Responsibilities
As president-elect, you have the following award responsibilities:

* Developing club annual and long-range goals that will meet award program
requirements, such as for the RI Presidential Citation

* Promoting award programs for which members or the club might be eligible
As president, you should communicate with district leadership about possible

nominees in your club as soon as possible. It is your role to present awards to
club or community members.

To maximize the motivational potential of awards and contribution
recognition:
e Make the presentation memorable.

— Invite the governor or other appropriate Rotary leader to present the
award

— Invite family members to attend

* Invite prospective members to attend. This allows them to learn about
Rotary and the outstanding contributions of club members. It also demon-
strates the club’s appreciation of its members.

* Create an appropriate atmosphere for the presentation.

— Use a stage or podium

— Use decorations or flowers, as appropriate
» Photograph the presentation and give a photograph to the recipient.
Nomination forms for awards are revised regularly. For more information

about eligibility requirements, exact deadline dates, and a wide variety of other
awards, go to www.rotary.org or contact RI Programs or Foundation staff.

Resources

The following resources are available to help you set goals and motivate club
members for a successful year:

Informational Resources

* Planning Guide for Effective Rotary Clubs (appendix 39) — A club assess-
ment and goal-setting tool that club leaders use to record goals in the areas
of membership, service projects, The Rotary Foundation, public relations,
leadership development, and club administration.

o Presidential Citation Brochure (900A-EN) — Lealflet that outlines the
Presidential Citation Program for the current Rotary year.

www.rotary.org
Keyword search:

* Recognition programs — RI and Rotary Foundation awards and recognition
programs.
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Human Resources
* RI Programs staff — Staff members at RI World Headquarters who can
answer questions about RI service awards.

* Rotary Foundation staff — Staff members at RI World Headquarters who
can answer questions about Foundation service awards.

For contact information, see the Official Directory or go to www.rotary.org.
Publications can be ordered from the RI Catalog or downloaded at
WWWw.rotary.org.
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APPENDIX 4

Discussion Questions for Goal Setting

Consider these questions in preparation for your presidents-elect training seminar.

Which goals from the current year will you carry into your year as president?

How will you ensure that your club’s goals are achieved?

What motivates Rotarians in your club?

What service and contribution recognition does your club award?
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APPENDIX 5

Rl and Rotary Foundation Awards

NOMINATED
AWARD HONOREE(S) j§BY AWARDED BY

Best Cooperative Projects Award This RI recognition Up to 5 clubs  District RI president
honors outstanding Rotary club service projects done  per district governor
in cooperation with other organizations.

The Rotary Foundation Citation for Meritorious One Rotarian ~ District The Rotary
Service This annual award recognizes one Rotarian per district governor Foundation
per district who has given outstanding service to per year Trustees
The Rotary Foundation over a period of more than

one year.

Four Avenues of Service Citation This annual award One Rotarian ~ Club RI president
provides a way for Rotary clubs to personally rec- per club per  president
ognize one club member for his or her outstanding year

efforts in the four Avenues of Service. Candidates for

nomination should be Rotarians in good standing in

their clubs who have consistently demonstrated their

support of the Object of Rotary through participation

in service activities in each of the avenues of club,

vocational, community, and international service.

Current club presidents and immediate past and cur-

rent district governors are not eligible.

Presidential Citation The purpose of this recognition Rotary clubs  District RI president
is to increase Rotary club involvement in a variety of governor

service activities, while also encouraging Rotarians’

personal involvement in serving others and promoting

a high standard of Rotary service in the community

and abroad. Rotary clubs in good standing are eligible.

The award is revised annually by the RI president and,

traditionally, explains the RI theme for the year.

RI Public Relations Award This honor recognizes One club District RI president
Rotary clubs that have generated increased awareness  from each governor

and understanding of Rotary through outstanding Rotary district

media coverage or public relations efforts.

RI Recognition of Membership Development Three clubs ~ District RI president
Initiatives This honor recognizes clubs that develop ~ from each governor

innovative programs focused on one of the elements ~ Rotary district

of membership growth and development (retention,

recruitment, or organization of new Rotary clubs).
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NOMINATED
AWARD HONOREE(S) JBY AWARDED BY
RI Membership Development and Extension Award At least three  District RI president
This award recognizes clubs for three fundamental as- ~ clubs from governor

pects of membership: membership growth in existing  each Rotary
clubs, retention of current club members, and the or-  district
ganization of new clubs. Districts that meet or exceed

their membership goal also receive recognition.

Service Award for a Polio-Free World (regional and Eligible Any Rotarian ~ The Rotary
international) This Rotary Foundation honor rec- Rotarians Foundation
ognizes outstanding contributions to the polio eradi- Trustees

cation effort at the regional and international levels
and encourages participation in the final eradication
efforts. Current and incoming district governors are
not eligible.

Significant Achievement Award This RI honor One club District RI president
recognizes significant community service projects from each governor
conducted by clubs. Rotary district
The Rotary Foundation District Service Award Up to 20 District District
This honor can be bestowed upon any Rotarian whose = Rotarians per ~ governor governor
service to humanity through Rotary Foundation pro-  district
grams deserves special recognition.
The Rotary Foundation Distinguished Service Up to 50 Any Rotarian ~ The Rotary
Award The Rotary Foundation’s highest service award = Rotarians with an Foundation
recognizes exemplary service beyond the district for =~ worldwide endorsement  Trustees
an extended period of time. Candidates must have per year from another
received the Citation for Meritorious Service at least Rotarian (both
four years before being nominated. from outside

the nominee’s

district)

Application forms and award details, including deadlines, are available at www.rotary.org or from
your RI Club and District Support representative.
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For your presidents-elect
training seminar.

APPENDIX 6
Summary of Session 2: Goal Setting

Resources

Informational Resources

Planning Guide for Effective Rotary Clubs
(appendix 39)

Presidential Citation Brochure (900A-EN)

Additional Resources

Ideas to Implement Contact

1.

2.

Action Steps

L]

CLUB PRESIDENT’'S MANUAL — Goal Setting
23



For your presidents-elect
training seminar.

APPENDIX 7

Goals Worksheet

Use the following worksheet to draft goals to support effective club operations. Ensure that your goals are

* Shared. Those who participate in setting a goal and developing strategies to achieve that goal are com-
mitted to implementing it.

e Measurable. A goal should provide a tangible point to pursue.

* Challenging. A goal should be ambitious enough to go beyond what your club has accomplished in
the past.

* Achievable. Rotarians should be able to accomplish the goal with the resources available.
» Time specific. A goal should have a deadline or timeline.

You will continue working on these preliminary goals with your assistant governor in the Planning Guide
for Effective Rotary Clubs (appendix 39) in PETS Session 9: Annual and Long-Range Planning.

Club name Goals for Rotaryyear20____ -
Membership Goal Service Projects Goal
Rotary Foundation Goal Leadership Development Goal

Additional Goals
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APPENDIX 8

Action Plan Worksheet

For your presidents-elect
training seminar.

Goal:

Result:

Action Step

Criteria for

Measuring Progress

Person Responsible

Time Frame for
Completion

1.

Resources needed:
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3 Working with Your Club and
District Leaders

An important part of your leadership role is developing relationships with club
leaders, club members, and district leaders. Effective leadership depends on
management skills, team building, enthusiasm, and integrity. Effective manage-
ment skills involve leading problem-solving initiatives and being accessible to
members by promoting direct and honest communication.

Responsibilities

As president-elect, you have the following responsibilities for working with
your club and district leaders:

* Appointing club committee members based on their demonstrated leader-
ship abilities and potential for growth

* Preparing your club’s leadership team for the coming year

* Understanding the role of the district in supporting your club

As president, your role is to ensure clear communication because club and
district leaders change annually and service projects often last more than one

year. Your club will be more effective if there is continuity in leadership of
your club and committees.

Working with Your Club

The Rotarians on the incoming club leadership team will achieve club goals,
so involve them in the development of club goals. Reach a consensus for
what your club wants to achieve, and then make the necessary appointments
to achieve these goals. With responsibility delegated to your club leadership
team, you'll have more time to devote to motivating members to participate in
club projects or functions.
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Your Club Leadership Team
e Club board of directors

e Club secretary

e Club treasurer

e Sergeant-at-arms

e Committee chairs

e Vice president

e Immediate past president
e President-elect

|
For more on the role of

your club board of direc-

tors, see chapter 4, “Club
Administration.”

Ensure that club leaders attend district training meetings so that they’re pre-
pared for their responsibilities, and work with your club leadership team to
prepare future club leaders and ensure a smooth transition into the new Rotary
year.

Club Board of Directors

Your club’ board of directors is its governing body. Its members are the presi-
dent, vice president(s), president-elect (or president-nominee, if no successor
has been elected), secretary, treasurer, the immediate past president, and the
additional number of directors specified in your club’s bylaws.

The board is elected to manage the interests of the club as a whole. Board
members will work closely with you to carry out plans and achieve club goals.
Based on the Recommended Rotary Club Bylaws (appendix 38), your club’s
board of directors should have the following responsibilities:

* Overseeing all club officers and committee members
* Electing a member of the club to act as sergeant-at-arms
» Overseeing the club’s budget

— Developing a budget that provides a realistic amount of money for club
operations and service projects

— Approving all expenditures not accounted for in the club budget

* Informing proposers of membership decisions, through the club secretary,
within 30 days

* Reviewing the program and policies of the club to ensure theyre being
implemented effectively

» Considering new and creative ways to fulfill the Object of Rotary

* Examining the needs of the community and the world and establishing club
goals that address them

Club Secretary

Your focus as president is on leading your club. Your secretary has much of the
administrative responsibility for day-to-day club operations.

Based on the Recommended Rotary Club Bylaws, your club’ secretary should
have the following responsibilities:

* Planning weekly meeting agendas for the year

* Keeping membership records

* Recording attendance at meetings

* Sending out notices of meetings of the club, board, and committees

* Recording and preserving minutes of the meetings

* Receiving, completing, and returning the semiannual report of membership
and paying dues to Rotary International on 1 July and 1 January

* Regularly reporting new members, terminations, and other changes in
membership to the RI general secretary

* Reporting membership and attendance data monthly to the district gover-
nor within 15 days of the last meeting of the month
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To ensure access to club
administrative data, you and
your club’s secretary should
register for Member Access
at www.rotary.org.

I
If your club has no treasurer,
the secretary should perform
these functions.

* Collecting and remitting subscriptions to The Rotarian or Rotary regional
magazine

» Working with the successor to ensure a smooth transition between Rotary
years

* Performing other responsibilities related to the office

While the responsibilities of the club secretary are administrative, in many
ways they capture the current status of the club. For example, as the club
leader who maintains attendance records, the club secretary may be the first to
notice a worrisome trend. To guide members toward achieving club goals, you
should stay up-to-date on data and trends that your club’s secretary is tracking.

Club Treasurer

Financial stewardship is the responsible management of your club’s finances.

Your role is to ensure competent oversight of club project funds, transactions,
and reports. You should be aware of the financial condition of your club at all
times. By meeting regularly with your club’ treasurer, you can take early cor-
rective measures to ensure that your club remains financially viable.

The club treasurer should manage your club’ financial transactions, maintain
club financial records, and help plan your club’s budget. The Recommended
Rotary Club Bylaws list the following responsibilities for the treasurer:

* Maintaining custody of all club funds

* Accounting for all club funds, books of accounts, or any other club property
to the board of directors, incoming treasurer, or the president at the end of
the year

» Working with the successor to ensure a smooth transition between Rotary
years

» Performing other responsibilities related to the office

Sergeant-at-Arms

To conduct effective weekly meetings, the sergeant-at-arms must keep the
meeting running smoothly, with few interruptions. The sergeant-at-arms has
the following responsibilities:

* Helping to maintain orderly and effective Rotary club meetings

* Working to prevent any occurrence that might detract from the dignity or
prestige of the club

Club Committees

Your club’s committees should plan, promote, and implement activities and
projects to carry out your club’s annual and long-range goals. If your club’s
committees are ineffective, your club won't be able to reach many of its goals.
You need to closely monitor the activities and progress of each committee and
provide motivation and leadership to committees where necessary.
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Responsibilities

As president-elect, you have the following responsibilities:

* Appointing committees no later than 31 March

* Preparing your club’s committee chairs

* Ensuring continuity on club committees and filling any openings

* Reviewing the club committee structure as outlined in your club’s bylaws

* Determining how well the current club committee structure supports the
goals for the coming year

» Amending the club bylaws to accurately reflect the club’s organizational
needs, if necessary

It’s your responsibility as club president to oversee each committee so that they
reach the goals set for the year.

Club Committee Structure

Your club committee structure should support your club’s goals and objectives
for the year. The recommended club committee structure includes the follow-
ing five club committees, which are explained in this manual:

I * Club administration (chapter 4)
Refer to chapter 4 for details
on amending club bylaws to
alter your club’s committee * Service projects (chapter 6)
structure. .

e Membership (chapter 5)

The Rotary Foundation (chapter 7)
 Public relations (chapter 8)

Your club should appoint additional committees as needed, such as for special
projects or to reflect the traditional activities of the club. Your club may also
appoint subcommittees as needed. For example, the service projects commit-
tee might have subcommittees for community service, international service, or
youth programs (such as Rotary Youth Exchange or Interact). If your club is
very active in a particular Rotary Foundation program, you may want to have a
subcommittee dedicated to that program.

Effective Committees

Each standing committee should set goals in support of the club’s annual and
long-range goals. Consider these suggestions for making your club’s commit-
tees more effective:

* Appoint committee members based on their professional abilities, personal
interests, and talents.

* Limit committee size to the number of people required to fulfill the com-
mittee’s purpose.

* Encourage committees to keep records of meetings, plans, decisions, and
results and give progress reports on their activities to the club’s board.

* Encourage committees to communicate regularly with one another, your
club’s assistant governor, and appropriate district committees.

* Participate in committee meetings when requested or needed.

e Solicit feedback from committees.
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Selecting Committee Chairs

Appoint committee chairs based on their professional abilities, personal inter-
ests, and talents. Because committee activities may carry over from one year
to the next, reappoint committee members to support three-year terms, when
possible, to ensure continuity. Each committee chair should have previous
experience on that committee. When appointing committee chairs, consider
the following qualities:

* Good judgment

e Leadership ability

* Interest in the committee’s work
* Knowledge of the job

* Knowledge of Rotary

e Enthusiasm

* Imagination

Preparing Committee Chairs

Its in your own interest as club president to ensure that committees are well
prepared for their responsibilities. Strongly encourage all committee chairs to
attend the district assembly, where they can acquire the necessary skills and
knowledge for leading an effective committee.

You can also prepare committee chairs in these ways:

* Give each chair a copy of the introduction and chapter 1 from the Club
Committee Manual, as well as the appropriate committee chapter.

» Ensure that records from past years have been shared with new chairs.

e Encourage new committee chairs to discuss projects and evaluation results
with their predecessors.

* Conduct planning meetings with incoming committees before the next
Rotary year begins.

Working with Your Committees

To support your clubs committees, maximize their potential, and encourage
their continuing effectiveness:

* Review the status of each committee’s action plan.
¢ Coordinate collaboration between committees, as needed.
* Motivate committees to take on new challenges.

* Respect the direction of a committee when it’s different from what you
might choose.

» Congratulate, recognize, and thank committee chairs and members when
they complete tasks.
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Working with Your District

The primary responsibility of district leaders is to support effective clubs. The

district leadership team consists of the district governor, assistant governors,

district committees, the district trainer, and past district governors. The district

supports your Rotary club by

* Providing guidance on issues such as membership or service projects

» Connecting clubs that have similar issues or projects

* Providing an opportunity for Rotarians to develop their leadership skills
and increase their service efforts through membership on district-level
committees

» Conveying detailed Rotary information to club committees and members

* Coordinating RI and Rotary Foundation programs, such as Youth Exchange,
Ambassadorial Scholars, or Group Study Exchange

District Governor

The administration of clubs in a district is under the direct supervision of the
district governor, who

* Provides advice, inspiration, and motivation to help clubs become more
effective

* Informs clubs and their officers of district activities and opportunities for
service

Assistant Governors

Assistant governors are appointed by the district governor to help clubs oper-
ate effectively and achieve their goals. Each assistant governor is responsible
for working with four to eight clubs in a given geographical area. The follow-
ing responsibilities are recommended for an assistant governor:

* Assisting presidents-elect in implementing and reviewing the Club
Leadership Plan

» Helping presidents-elect identify club goals, using the Planning Guide for
Effective Rotary Clubs
* Attending each club assembly associated with the governor’s official visit

* Visiting each club regularly (preferably monthly with a minimum of one
visit each quarter of the Rotary year) and meeting with club presidents and
other leadership to discuss club business, resources, and handling of club
funds

* Periodically reviewing the progress made toward club goals (as established
in the Planning Guide for Effective Rotary Clubs) and providing counsel and
guidance when necessary

* Assisting club leaders in scheduling and planning for the governors official
visit
e Acting as a liaison between the governor and clubs

» Encouraging clubs to follow through with suggestions from the governor
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* Assisting clubs with service projects and monitoring progress

¢ Identifying and encouraging the development of future district leaders

District Committees

The following chart shows how district committees support club committees.

CLUB COMMITTEE DISTRICT SUPPORT

Membership Membership development committee

Club administration

Service projects

The Rotary Foundation Rotary Foundation committee

Encourage your club committees to contact their district counterparts when-
ever they need guidance or information.

Resources

The following resources are available to help you work with your club and
district leaders:

Informational Resources

* Club Officers’ Kit (225-EN) — A set of manuals detailing the responsibilities
of the club president, secretary, treasurer, and club committees and explain-
ing the operational areas of a Rotary club, including club administration,
membership, service projects, The Rotary Foundation, and public relations.
The kit includes:

— Club President’s Manual (222-EN)
Club Secretary’s Manual (229-EN)
Club Committee Manual (226-EN)
The Rotary Foundation Quick Reference Guide (219-EN)

* District directory — Listing of district leaders and activities (if your district
produces a directory)

* Manual of Procedure (035-EN)
* Official Directory (007-EN)
» Rotary Code of Policies and Rotary Foundation Code of Policies

www.rotary.org
Click on:

* Club-District Support (www.rotary.org/support) — Resources for club
and district officers, including the most up-to-date versions of the
Recommended Rotary Club Bylaws and Standard Rotary Club Constitution.

* Training (www.rotary.org/training) — A comprehensive, current source of
Rotary training information and publications, many available for free
download.
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Keyword search:

* Rotary E-Learning Center (www.rotary.org/jump/elearning) — Online,
supplemental training for club-level Rotarians. Brief modules for new
members and club officers can be viewed online or downloaded.

Publications can be ordered from the RI Catalog or downloaded at
WWW.rotary.org.
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APPENDIX 9

Discussion Questions for Working with Your Club and District Leaders

Consider these questions in preparation for your presidents-elect training seminar.

How will you prepare your club leadership team?

How will you work with your club’s board of directors?

How does your club’s current committee structure meet the needs and goals of your club?

How can your district support your club?
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For your presidents-elect
training seminar.

APPENDIX 10
Summary of Session 3: Working with Your Club and
District Leaders

Resources

Informational Resources www.rotary.org

Manual of Procedure (035-EN) Click on:

Official Directory (007-EN) Club-District Support

Additional Resources

Ideas to Implement Contact

1.
2.
3.
4.

5.

Action Steps

L]

L]
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4 Club Administration

The administration of your Rotary club is ultimately under the supervision
of your club’s board of directors, which you lead. Your club leadership team,
particularly the club administration committee, should assist you with your
administrative responsibilities in order to increase the effectiveness of club
operations.

The Club Leadership Plan is the recommended administrative structure for
Rotary clubs. Under this plan, effective club administration is key to carrying
out your club’s annual and long-range goals. The Club Leadership Plan begins
by having Rotary clubs develop standard procedures for continuity, commu-
nication, and Rotarian involvement. Its simple committee structure focuses on
the central functions of a club and can be expanded to address club service
goals and fellowship.

Responsibilities
As president-elect, you have the following club administration responsibilities:

* Appointing and meeting with your club administration committee to develop
an action plan to carry out your club’s administrative responsibilities

* Knowing your club’s administrative policies and procedures by reviewing its
current constitution and bylaws

* Reviewing the most recent versions of the Standard Rotary Club
Constitution and Recommended Rotary Club Bylaws (appendixes 37
and 38)

* Understanding the process for amending club bylaws
* Working with club leaders to update your club’s constitution and bylaws

* Determining which aspects of the Club Leadership Plan can strengthen your
club
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Plan weekly meetings and
activities in observance of
Magazine Month (April).

As president, you have the following club administration responsibilities:
* Fulfilling district and RI administrative requirements
— Overseeing the club’ reporting requirements

— Understanding how the information in reports can be used to assess club
trends

— Working closely with the club secretary to ensure that required reports
and forms are sent to RI and the district in a timely manner

— Understanding how to use Member Access and the optional RI club ad-
ministration software (RI-CAS) to update club records

— Overseeing the responsible management of club finances, working
closely with your club’s treasurer

» Encouraging attendance at the district assembly and additional training
meetings, as appropriate

* Developing weekly club programs and club assemblies that will interest
club members

* Preparing for the district governors official visit and the quarterly (or more)
visits of your assistant governor

e Ensuring the Rotary Marks are used properly

Minimum Standards

The RI Board has adopted standards to ensure that clubs function effectively.
Work with your district and assistant governors to comply with the following
minimum standards for clubs:

 Pay per capita dues to Rotary International.
* Meet regularly.

* Subscribe to The Rotarian or a Rotary regional magazine.

Implement service projects that address needs in the local community or in
communities in other countries.

* Receive the visit of the governor, assistant governor, or any other officer of
Rotary International.

* Maintain appropriate general liability insurance.

Club Administration Committee

Ensuring effective club administration is a collaborative effort. As club presi-
dent, you lead this effort while the club administration committee carries out
the specific responsibilities. Include the club administration committee as one
of the five standing committees of your club. Your club may amend its bylaws
to reflect the specific responsibilities of this committee, adding subcommittees
as needed.

The club administration committee should help carry out your club’s annual
goals. The club secretary and treasurer should be members of this committee.
The chair of this committee, appointed by you, should be part of your club
leadership team.
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You'll find more information
about the club administra-
tion committee in the Club
Committee Manual and the
Club Secretary’s Manual.

Club Administration Committee Responsibilities

Your club administration committee has the following responsibilities:
 Fulfilling all district and RI administrative requirements

 Tracking and reporting attendance

* Making all members aware of current Rotary information by promoting
Club bulletin or Web site

The Rotarian or Rotary regional magazine

— RI Web site (www.rotary.org)

District governor’s monthly letter
District Web site

* Promoting fellowship among club members

* Organizing programs for regular weekly and special meetings, including
club assemblies

Your Club’s Constitution and Bylaws

The Standard Rotary Club Constitution must be adopted by all clubs admit-
ted to membership in Rotary International. It provides a model framework for
Rotary club operations. Following the Council on Legislation, the Standard
Rotary Club Constitution is updated to include council decisions. Be sure that
your club is using the correct version of the Standard Rotary Club Constitution
(appendix 37).

Your club’s bylaws provide additional guidelines, not included in the club
constitution, for managing your club. The Recommended Rotary Club

Bylaws (appendix 38) are developed in harmony with the Standard Rotary
Club Constitution and reflect current Rotary policy. You can adapt them to
meet your club’s needs, goals, and activities and reflect its unique identity. To
prepare for your year as club president, you should review your club’s bylaws
and work with your club leadership team to amend them to reflect any new
practices and procedures as well as the club committee structure and the roles
and responsibilities of your club’s leaders.

Proposing and Voting on Amendments

Your club may amend its bylaws at any regular meeting, provided the
following requirements are met

* A quorum must be present (one-third of the membership constitutes a
quorum).

* Two-thirds of all members present must approve.

 All members must be notified of the proposed amendment 10 days before
the meeting.

* All amendments must be in harmony with the club constitution and RI
Constitution and Bylaws.
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You'll find more information
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ments in the Club Secretary’s
Manual.

Rl and Rotary Foundation Reporting Requirements

Every Rotary club is required to submit reports and information to Rotary
International on 1 July and 1 January. These reports include:

* Semiannual reports
* Per capita dues
o Other fees and payments, such as:

— Individual and club subscriptions to The Rotarian or Rotary regional
magazine

— Council on Legislation dues (July only)

— Insurance (USA and its territories only; July only)
Semiannual reports certify the number of club members to RI’s Board of
Directors. Payment of your per capita dues should be clearly identified with

your club number and invoice number. Failure to pay RI dues will result in
termination of your club’s charter.

To ensure that RI mailings and communications, including semiannual
reports, reach the appropriate members of your club, the club secretary must
submit Official Directory information (names and contact details for incoming
club officers) to RI by 31 January. In addition, any changes in current officer
information should be sent to RI immediately, and changes in membership or
meeting information should be reported regularly.

Reports to The Rotary Foundation include:

* The Rotary Foundation Fund Development Club Goal Report Form

* Project reports for any participation in the Humanitarian Grants Program

Other reporting requirements include:

* Monthly attendance figures to the district governor, no later than 15 days
following the last meeting of the month

* Notices to clubs in other localities of any Rotarians relocating to their area

Online Administration Tools

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

Member Access

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

* Viewing and changing club membership data
 Paying RI per capita dues and other fees (by credit card only)

» Updating club data (meeting time and place, officer information)
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responsibilities and role
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* Searching club and district data worldwide

* Viewing reports for club contributions to The Rotary Foundation

You'll also have access to functions available to all Rotarians, including;
* Registering for RI meetings

 Contributing to The Rotary Foundation

* Viewing your personal Rotary Foundation contribution history

* Managing your personal e-mail subscriptions from RI

* Viewing member benefits

RI-CAS

RI club administration software, or RI-CAS, can be downloaded in Member
Access. Your club secretary can use it for many administrative tasks, including:

* Managing contacts (club members, non-Rotarians)

* Managing club information (attendance, regular club meetings, membership
statistics)

* Making assignments for club committees and other leadership positions in
the club

* Tracking club events (committee meetings, fellowship events)

* Sending e-mails to contacts in the database

Finances

Rotary clubs are expected to handle their finances in a businesslike manner.
Maintaining and reviewing records and financial statements, developing a bal-
anced club budget, and conducting an annual financial review will help ensure
your club’s financial well-being.

Responsibilities

As president-elect, you should work with your club leadership team to de-
velop a club budget.

As president, you must work closely with the club’s board of directors, secre-
tary, and treasurer to carry out the following responsibilities:

* Monitoring expenditures against the club budget

* Practicing proper accounting for club expenditures throughout the year

* Ensuring that your club’s dues structure and policies on fines don’t work
against your club’ financial stability or its membership goals

* Ensuring club per capita dues are sent to RI
* Ensuring that your club’s bylaws outline the process for disbursing funds

* Having a thorough annual club financial review prepared by a certified pub-
lic accountant or other qualified individual

* Submitting a comprehensive financial statement of the club’ financial status
to the club before the end of the Rotary year
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Rotary Emblem PANTONE®
Colors

Royal blue
PANTONE® 286

Metallic gold
PANTONE® 871

Gold
PANTONE® 129

PANTONE® is a registered
trademark of Pantone Inc.

Insurance

Your club must maintain liability insurance for its activities, as appropriate for
your geographic region. Contact a local insurance agent or broker for assis-
tance in evaluating and obtaining insurance to protect your club in the event
of an accident or claim.

Clubs in the United States and its territories and possessions are provided gen-
eral liability insurance through a program arranged by RI and paid for by the
participating clubs. This mandatory program must be paid annually through
the July semiannual dues report. More information on this coverage is avail-
able at www.rotary.org.

Rotary Marks

RI owns numerous trademarks and service marks, including the Rotary em-
blem and the names Rotary, Rotary International, and The Rotary Foundation;
collectively, they’re known as the Rotary Marks (for a partial list, see appen-
dix 12). Using them properly preserves their identity as symbols of Rotary
throughout the world. Clubs and districts are welcome to use these marks

to name and promote their projects, programs, and activities so long as the
club or district responsible is clearly identified and the marks are correctly
reproduced.

Naming Guidelines

As president, review the names of existing and planned club projects and
programs to ensure that they're clearly identified by your club’s name. For
example:

Correct:
Rotary Club of the Valley Cleanup Project
Rotary Club of Mountain City Centennial Park

Incorrect:
Rotary Cleanup Project
Rotary Centennial Park

When the Rotary emblem appears with the name of a club project or program,
make sure that the name is placed near the emblem and given equal promi-
nence. By including your club name, you ensure that your club is recognized
in the community for its projects and activities. For assistance with naming
guidelines, contact your RI Club and District Support representative.

Reproducing the Rotary Emblem

The Rotary emblem is the organization’s most recognizable and reproduced
trademark. Make sure that any materials that your club produces with the
emblem meet these guidelines:

* The emblem must be reproduced in its complete form.

* When the emblem is printed in more than one color, the gearwheel must
appear in its official colors of royal blue and gold (or metallic gold), and
“Rotary International” must appear in gold (or metallic gold).
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Be sure to avoid these common mistakes:

* The keyway is missing from the center.

Rotary Club of Port City

e The center of the wheel is filled in.

Rotary Club of Port City

* The emblem is partially covered or modified.

Rotary Club of Port City Rotary Club of Port City

If you discover an improper reproduction of the Rotary emblem on an item
thats already been produced, make a note of it to be sure the problem is cor-
rected the next time the item is reproduced.

The official Rotary emblem and many other Rotary logos are available for
download at www.rotary.org.

Merchandise and Licensing

If your club wants to raise funds for a project by selling merchandise that bears
the Rotary name, emblem, or other marks, you may do so without a license
from Rotary International. However, make sure that your club buys the mer-
chandise from an RI-licensed vendor and that the merchandise bears the club
name, project name, and project date(s). For a list of licensed vendors, go to
WWWw.rotary.org.

If your club wants to sell merchandise for a long-term fundraising project,
you'll need to apply for a license from Rotary International.

Meetings

Club, district, and international meetings allow Rotarians to learn more about
Rotary, develop future leaders, and provide an opportunity for fellowship.
Throughout your year as club president, you'll need to prepare for many meet-
ings, including:

e Weekly meetings

* Club assemblies
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Monthly Checklist, available
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* Board meetings

e Assistant governor visits

* District governor’s official visit

You should also promote district and international meetings during weekly

meetings, at club assemblies, and in your club’s bulletin. Encourage attendance
at the following meetings:

* District assembly

¢ District membership seminar

* District conference

* District leadership seminar

* District Rotary Foundation seminar

e RI Convention

These meetings offer a unique opportunity for Rotarians at the club level to
learn about the broader scope of Rotary activities and enhance fellowship.
District meetings provide a forum to discuss club and district projects and to
develop project partnerships with other clubs in the district and in the Rotary

world. For a detailed summary of these district and international meetings, see
appendix 13.

Weekly Club Programs

Weekly meetings are the core of most Rotary club activities. As club president,
you're responsible for developing weekly club programs that provide club mem-
bers with the information and motivation necessary to increase their participa-
tion in and enthusiasm for activities that serve the club, the community, and the
world. See appendix 14 for a sample weekly meeting agenda. To ensure that
weekly meetings are effective and well planned:

* Develop an agenda for each regular weekly meeting with time for an
address or program as well as fellowship.

* Schedule programs in advance (ideally, before the year begins).

» Relate programs to current club projects, activities, and concerns, when
possible.

 Rotate the responsibility of arranging programs with an appropriate com-
mittee chair or club member.

» Arrange special observance dates, weeks, and months (listed in appendix
15), such as a program by a former Ambassadorial Scholar during Rotary
Foundation Month in November.

* Prepare contingency plans in case scheduled programs are canceled.

Remember that club members are busy individuals whose time is valuable.
You should begin and end the meetings punctually. Meetings that are or-
ganized and feature interesting, relevant programs will enhance members’
personal Rotary knowledge, reinforce the value of continued membership, and
make them more aware of and connected to their local and world community.
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Assistant governors should
visit clubs a minimum of four
times a year. Some clubs use
these visits as opportunities
for club assemblies.

Club Assemblies

A club assembly is a meeting of all club members, including officers, directors,
and committee chairs. The purpose of club assemblies can be to either discuss
your club’s program and activities or educate members. New members should
particularly be encouraged to attend club assemblies to learn more about the
workings of your club. Club assemblies help all members stay up-to-date and
feel included in club activities. Regular club assemblies that include all mem-
bers and your assistant governor help to ensure that clear communication takes
place between club leaders, club members, and district leaders.

As president, you are responsible for planning and conducting club assem-
blies. You, or another designated officer, preside at club assemblies.

A club assembly allows for

* Goal setting and developing an action plan

» Coordination of committee activities

* Greater awareness of how your club’s action plans are actually implemented
* Informal discussions that stimulate creative solutions and activities

e Ongoing education about Rotary and its programs

* Review of your club’ 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

Scheduling

Four to six club assemblies during the year may be the most effective number.
Many clubs hold monthly assemblies. The following schedule is suggested.

Time Frame

Purpose

sembly (before 1 July)

Immediately following the district as- | To describe, review, and discuss plans developed and suggested

at the district assembly as well as how the club will incorporate
the RI theme and emphases (president-elect presides)

After 1 July

To discuss and adopt a plan for the year

Two weeks before the official visit To prepare for the official visit

During the official visit

To discuss the club’s status with the district governor

February)

Midpoint of Rotary year (January/ To review the club’s progress toward goals and determine the

club’s plan for the rest of the year

April or May

To provide an opportunity for open discussion (Ideas and sug-
gestions may be implemented to help bring club plans toward
completion.)

CLUB PRESIDENT'S MANUAL — Club Administration
45




|
The purpose of a visit by the
district governor or assis-
tant governor is to provide
support for your club. Rotary
clubs are required to allow
these visits.

The Official Visit

The district governor is required by RI to visit each club in the district.

The visit can be done with individual or multiple clubs. The purpose of this
personal visit is to focus attention on important Rotary issues and motivate
the Rotarians in your club to participate in service activities. The official visit
is also an opportunity for your club leadership team to ask the governor for
guidance with challenges and successes facing your club.

Maximize the impact of the governor’s presence by scheduling the official visit
to coincide with an important clubwide event (if possible), such as:
 Charter night

* Induction ceremony

* New member orientation program

* Citation or award program

* Rotary Foundation event

* Intercity meeting

Preparing for the Official Visit

The official visit can be an exciting time for your club, providing opportunities
to learn about important issues facing Rotary and to discuss possible solutions
to pressing club issues. To best ensure that club members participate:

» Announce the visit at weekly club meetings.

e Publish announcements about the visit in the club bulletin.

* Ask club members to make a special effort to attend the official visit.

 Arrange for recognition or awards (for example, Paul Harris Fellow
Recognition) to be presented by the governor.

Club leaders should work together to prepare for a thoughtful discussion
on important club topics and issues that would benefit from the governors
knowledge and experience. To prepare for the visit:

* Review your club’ progress toward the goals established in the Planning
Guide for Effective Rotary Clubs, and be prepared to discuss it during the
visit.

* Make a list of questions, problems, and concerns that can be addressed
during the visit.

 Arrange reports of committee plans, activities, and accomplishments.

* Arrange your schedule to allow for as much time with the governor as
needed.

* Make appropriate arrangements for the governor’s spouse, if necessary.
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Resources

The following resources are available to help support effective club
administration:

Informational Resources

* Club Committee Manual (226-EN) — Component of the Club Officers’ Kit
(225-EN) that explains the responsibilities and general guidelines for club
committees.

* Club Secretary’s Manual (229-EN) — Component of the Club Officers’ Kit
(225-EN) that explains the responsibilities of the club secretary, as well as
information about the role of the club treasurer.

* Governors monthly letter — Letter sent by the district governor to inform
and motivate club leaders and recognize excellence at the club level.

* Manual of Procedure (035-EN)

* Official Directory (007-EN)

* Planning Guide for Effective Rotary Clubs (appendix 39)
* RI Catalog (019-EN)

e Rotary World (050-EN)

e The Rotarian or Rotary regional magazine

o Visual Identity Style Manual (547-EN) — Reference for the design of publica-
tions 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, and graphics.

www.rotary.org

Click on:

* Member Access (Www.rotary.org)

* Club-District Support (www.rotary.org/support)
* Downloads (www.rotary.org/jump/downloads)

Keyword searches:
e Insurance

* Licensed suppliers of RI merchandise

Human Resources

¢ Assistant governor

* RI Club and District Support representative

For contact information, see the Official Directory or go to www.rotary.org.

Publications can be ordered from the RI Catalog or downloaded at
WWW.rotary.org.
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APPENDIX 11

Discussion Questions for Club Administration

Consider these questions in preparation for your presidents-elect training seminar.

How does your club use its constitution and bylaws?

How will you ensure that your club’s finances are managed responsibly?

What will you consider when planning your weekly meetings?

What topics will you discuss at club assemblies?
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APPENDIX 12

Rotary Marks

The following logos and terms are examples of Rotary Marks.

Note: All presidential themes and the Rotary Centennial logo are also part of the Rotary Marks.

Rotary Marks

2) | (g

Club Service

community service

Community Service

Global Networking
Groups

Health, Hunger and
Humanity (3-H) Grants

international service

International Service

The Permanent Fund

Rotary International

B

Rotary Community Corps

Rotary Friendship
Exchange

The Rotary Foundation

Rotary International

PolioPlus
. )
Ao e
i é@ N M’DU

Rotary Volunteers

Rotary Youth Exchange

RILEA

Rotary Youth Leadership
Awards

vocational service

Vocational Service

AU

World Community Service
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APPENDIX 13

District and International Meetings

Presidents-elect Training Seminar

The purpose of the presidents-elect training
seminar (PETS) is to prepare you for your year as
president. You are required to attend PETS in or-
der to serve as president of your club. The seminar
focuses on improving club effectiveness in the key
areas of goal setting, working with your club and
district leaders, club administration, membership,
service projects, The Rotary Foundation, public
relations, and annual and long-range planning.
PETS also provides you with an opportunity to
meet your assistant governor and draft goals for
your year in office.

District Assembly

The purpose of the district assembly is to pro-
vide incoming club committee chairs, secretaries,
treasurers, and presidents-elect with the necessary
skills and knowledge to help their clubs pursue
club goals for their year in office. This meeting
focuses on the same areas as the presidents-elect
training seminar but on a wider club level. The
district assembly also provides club leaders with
an opportunity to build their team through goal-
setting and problem-solving exercises and meet the
district governor-elect, incoming assistant gover-
nors, and district committees.

District Membership Seminar

The purpose of the district membership seminar,
held after the district assembly, is to prepare club
leaders to support membership activities in their
club. You and all members of your membership
committee should attend to learn new strategies
to recruit and retain members. Other interested
Rotarians may also attend.

District Conference

The purpose of the district conference is to ad-
vance the Object of Rotary through fellowship and
the discussion of matters of importance to Rotary
clubs and Rotary International. The conference
showcases Rotary programs and successful district
and club activities. Your club should strive for
broad representation at the conference.

District Leadership Seminar

The purpose of the district leadership seminar,
held in conjunction with the district conference,
is to learn more about serving in Rotary at the dis-
trict level. Past club presidents and club leaders of
three or more years are encouraged to attend.

District Rotary Foundation Seminar

The purpose of the district Rotary Foundation
seminar is to provide key information about

The Rotary Foundation and encourage increased
club-level participation. The seminar supports the
fourth object of Rotary, reaching every Rotarian
with The Rotary Foundation’s message of achieving
world understanding and peace. The seminar is for
club Rotary Foundation committee members and
other interested Rotarians. The club Foundation
committee chair should attend this seminar.

RI Convention

The purpose of the annual RI Convention is to
celebrate the achievements of Rotary International,
promote fellowship among Rotarians from around
the world, and share service ideas and strategies to
strengthen club and district programs. The con-
vention is held in April, May, or June.
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APPENDIX 14

Sample Weekly Meeting Agenda (90 minutes)

Adapt the following weekly meeting agenda to the needs of your club.

Finish

Suggested
Duration

Activity

Start

5 min.

Meeting Call to Order

According to local custom

30 min.

Meal and Fellowship Period

20 min.

President’s Time

Introduction of visiting Rotarians and guests
Correspondence and announcements: Present relevant Rotary informa-
tion, and share any other pertinent announcements and reminders.
Committee reports: Allow committee chairs to make any relevant re-
ports of their activities.

Club business: Vote on matters before the club, and report progress
made on clubwide projects. (Avoid discussing details more properly
discussed at committee meetings, club assemblies, or club board meet-
ings.) Finish pending club business before addressing new business.

30 min.

Program

Introduction of speaker (by chair of committee responsible for
program)

Speaker’s presentation

Closing remarks by president

5 min.

Adjournment
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APPENDIX 15

Rotary Calendar

The Rotary calendar provides a natural framework for planning weekly meetings. At the beginning of the
year, the new RI theme can be introduced. At other important times, events such as the district assembly,
district conference, and RI Convention can be summarized. Programs can also be planned to occur at the
same time as special observances held during the Rotary year.

July No Rotary designation
v hugust .. Membership and Extension Month
............. ECON Ncw Generations Month =~ = e———————
October Vocational Service Month
o - otaryFoundatlonMonth ..............................................................................................................

Week including 5 November: World Interact Week

February World Understanding Month
23 February: World Understanding and Peace Day/Rotary’s anniversary

March Literacy Month

Week including 13 March: World Rotaract Week

June Rotary Fellowships Month
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APPENDIX 16

For your presidents-elect
training seminar.

Summary of Session 4: Club Administration

Resources

Informational Resources

Manual of Procedure (035-EN)

Official Directory (007-EN)

Recommended Rotary Club Bylaws (appendix 38)
Rotary Code of Policies

Standard Rotary Club Constitution (appendix 37)

Human Resources

RI Club and District Support representative

Additional Resources

Ideas to Implement

www.rotary.org

Keyword searches:
Club Leadership Plan
Insurance
Licensed Suppliers of RI Merchandise

Click on:
Member Access

Contact

1.

2.

Action Steps
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Plan weekly meetings and
activities in observance of
Membership and Extension
Month (August) and

New Generations Month
(September).

5 Membership

To be effective, a Rotary club needs members. Your club’s ability to serve the
community, support The Rotary Foundation, and develop leaders capable of
serving beyond the club level is directly related to the strength and size of
your club’s membership base. Your club leadership team and club members,
particularly the club membership committee, should assist you with your
membership development responsibilities. Your club’s membership develop-
ment action plan must incorporate strategies for recruitment, retention, and
organizing new clubs.

Responsibilities

As president-elect, you have the following membership development responsi-

bilities:

» Appointing and meeting with your club membership committee to develop
an action plan to carry out your clubs membership development initiatives

» Assessing the current state of your club’s membership, using the Planning
Guide for Effective Rotary Clubs (appendix 39) as a guide, and reviewing your
club’s long-range membership goals

* Setting your club’s annual membership goals, which support long-range
goals, using the Planning Guide for Effective Rotary Clubs

* Identifying and implementing strategies to recruit and retain club members

* Promoting club and district membership education and training for all
stages of membership, including:

— Prospective member education
— New member orientation and education
— Continuing member education

» Using available RI and district resources to support membership develop-
ment efforts

* Seeking opportunities to organize a new club in your area

As club president, you must make membership a priority so that your club has
an active and involved membership base to pursue the Object of Rotary.

CLUB PRESIDENT'S MANUAL — Membership
55



|
You'll find more information
on the membership commit-
tee in the Club Committee
Manual.

Membership Committee

Many different club committees must interact and work closely with club
leaders to successfully recruit, retain, and educate club members. Include the
membership committee as one of the five standing committees of your club.
Your club may amend its bylaws to reflect the specific responsibilities of this
committee, adding subcommittees as needed.

Appoint Rotarians to the membership committee who have strong connec-
tions to a cross-section of the community. Members of this committee should
have an outgoing and sociable personality as well as a thorough knowledge of
Rotary.

The club membership committee develops and implements a plan for recruit-
ing and retaining club members. Check in with the membership committee
regularly to determine whether new strategies are needed to achieve your
membership goals.

Membership Committee Responsibilities
Your membership committee has the following responsibilities:
* Establishing club goals for increasing membership with the president-elect

* Assisting the president-elect in developing a membership action plan for the
club

* Encouraging all members to propose prospective members

* Coordinating and implementing a new member orientation and education
program

* Promoting membership retention

* Implementing club membership education and training

¢ Identifying classifications within the professional community

* Assessing whether the club’s membership reflects the diversity of the com-
munity

» Educating the club about the purpose of the classification principle

* Assisting the board in investigating the eligibility of all people proposed for
membership

Other Committees That Support Membership

The membership committee should work with the following committees to
meet your club’s membership goals:

* Club public relations committee (to develop and maintain a positive image
of your club within the community and improve retention of existing mem-
bers through positive club public relations)

* Club service projects committee (to plan interesting and relevant projects
and activities that engage members, meet the needs of the community, and
attract new members)

e Club administration committee (to assess club trends, member needs and
satisfaction, and plan weekly meetings and programs)
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|
The Membership
Development Resource Guide
outlines the action steps
necessary for developing

an effective membership
recruitment action plan

and includes assessment
tools, such as the Member
Satisfaction Questionnaire
and the Resigning Member
Questionnaire.

* District membership development committee (for support, resources, and
strategies to recruit and retain members)

* District extension committee (for guidance on organizing or sponsoring
new clubs in your area)

Assessing Your Club

As president-elect, you'll work closely with your clubs membership committee
to assess the current state of your club and plan membership goals using the
Planning Guide for Effective Rotary Clubs (appendix 39) and other membership
assessment tools available at www.rotary.org/membership. To understand your
club’s membership trends:

* Review your clubs long-range goals.
* Review your clubs five-year membership profile.

» Complete a classification survey as early in the year as possible to identify
unfilled professions represented in the community.

* Consult with your district governor or assistant governor, as appropriate.

Once you've drafted membership goals, you should develop a membership
action plan (see appendix 18).

Recruitment

All Rotarians are responsible for proposing new members. New members bring
important benefits to the club, including:

¢ Increased capacity to serve your community
» Future leaders

e Diversity

* Fresh ideas, interests, and energy

* Long-term continuity of clubs and the organization

Responsibilities
As club president, you have the following responsibilities for raising awareness
of the importance of recruiting new members:

* Ensuring that the club board of directors understands the importance of
membership growth

* Leading by example, personally recruiting a new member during the first
month of the Rotary year and encouraging each member of the club mem-
bership committee to do the same

» Appointing active, knowledgeable membership committee members
* Setting ambitious but attainable membership recruitment goals

» Conducting a club assembly on the importance of new members and suc-
cessful recruiting strategies

* Encouraging full representation of the diversity of the community

* Promoting participation in the district membership seminar
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Exchange at www.rotary.org
to view membership initia-
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* Encouraging club members to discuss Rotary and its goals with friends,
family, and colleagues and to invite qualified candidates to join Rotary

* Promoting community awareness of your club and its activities

* Recognizing club members for sponsoring new members

Diversity

Your club’s membership should accurately reflect the community. Profession,
age, gender, and ethnicity can characterize the diversity of your community.
One way to ensure professional diversity in your club is to conduct regular
classification surveys so that your classification list accurately represents the
community. The broad range of professions represented in your club means a
wide range of experience and knowledge for your service efforts.

RI policy prohibits limitations on membership in Rotary clubs based on gen-
der, race, color, creed, or national origin. Refer to RI Bylaws Article 4.070. for
more information.

Recruitment Strategies

Recruitment involves effective and relevant projects, public relations, interest-
ing meetings, and overall club effectiveness. It also anticipates the challenges
that come along with recruiting new members, including:

e Competing priorities

* Lack of diversity among club members

* High cost of membership

* Misconceptions about benefits and responsibilities of membership

* Poor public image

» Lack of awareness of what Rotary does in the community and internationally
Determine which recruitment challenges your club faces and then work with

the membership committee to implement strategies for addressing them. See
appendix 20 for club membership recruitment strategies.

Retention

Retention is crucial to increasing your clubs membership. A high turnover rate
in existing clubs is one of the most pressing membership issues facing Rotary
today. Work closely with your club administration committee to monitor
trends in attendance, length of membership, service projects participation, and
contributions to The Rotary Foundation. Such trends can point out concerns
that may need to be addressed.

Responsibilities

As club president, you have these responsibilities for raising awareness of the
importance of retaining club members:

* Making continuing education and training for members a regular club activity

* Involving the club membership and public relations committees in mem-
bership retention efforts
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Refer to the Membership
Development Resource Guide
for more information on
educating and involving new
club members.

» Appointing a club leader to update club members on the latest Rotary
developments

* Conducting a club assembly for member education

¢ Including local and international Rotary information in weekly club
meetings

* Recognizing existing members for their contributions to club projects and
activities

Retention Strategies

Successful club retention strategies include educating and training members
and keeping club members involved and informed. Of course, retaining cur-
rent members comes with some challenges, including:

* Competing commitments with family and work

» Expenses associated with Rotary membership

 Lack of fellowship

 Poorly structured meetings

* Lack of service projects and programs that interest members

* Moves or relocations

You should work with the membership committee to implement retention

strategies for addressing these challenges. See appendix 21 for club member-
ship retention strategies.

Education

Education is important at all stages of membership. Work closely with your
clubs membership committee to ensure that your club has a membership edu-
cation and training action plan.

Prospective Member Education

The club membership committee should provide prospective members with
information about Rotary, including its history and ideals, and the club and its
activities.

New Member Orientation and Education

The process of new member orientation and education should begin immedi-
ately after induction, ensuring that new members become part of the club.

Every member of your club should play an active role in educating new mem-
bers. Informed members can help new members develop the knowledge base
necessary to function effectively as a club member, get involved, and help the
entire club succeed.
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Continuing Member Education

Work with your membership committee to provide the following continuing
education components:

* Communicating Rl and club news and information
* Holding four or more club programs a year on continuing education
* Promoting district seminars on continuing education, such as the district

Rotary Foundation seminar

Continuing member education ensures that members remain challenged,
motivated, and enthusiastic.

Organizing New Clubs

Your district governor is responsible for organizing new clubs. As club presi-
dent, you should be aware of the possibilities for organizing a new club in
your area, such as if a group of committed Rotarians would like to meet at a
different time or day. Contact your district governor, district membership com-
mittee, or district extension committee if you think your community could
support a new club.

If your club sponsors a new club, you have the following responsibilities:

* Assisting the special representative in planning and organizing the adminis-
trative processes of the new club

* Helping to organize the new club’s programs and projects
* Reporting to the district governor as requested during the club’ first year

* Serving as a mentor to the new club for at least two years after its admission
to membership in RI

Resources

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

Informational Resources

¢ C(lassification survey — A tool to help clubs identify potential new
members.

e Club bulletin — A club’s main communication tool, which should include
membership development information such as recruitment strategies and
continuing education opportunities.

e Club member interest assessment — A tool to help clubs identify the needs
and interests of their members.

* Club profile — Club information for new and prospective members.

* Governors monthly letter — A membership development resource for clubs
that includes retention and recruitment strategies as well as continuing edu-
cation opportunities.
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How to Propose a New Member (254-EN) — Brochure outlining the proce-
dure for selecting and electing members.

Membership Development Resource Guide (417-EN) — Publication that out-
lines basic procedures for building club membership and lists suggestions
for retaining members.

New Member Orientation (414-EN) — Resource for Rotarians responsible for
creating or updating their club’s new member education program.

Planning Guide for Effective Rotary Clubs (appendix 39)

Retention Model — A tool that clubs can use to identify current member-
ship retention strengths and weaknesses.

Rotary Basics (595-EN) — Member education publication containing the
information that every Rotarian should know.

Rotary: The Possibility (688-MU) — A three-minute video without narration
showing Rotarians in action.

The ABCs of Rotary (363-EN) — Compilation of short articles about Rotary
history and programs.

This Is Rotary (001-EN) — Brochure providing brief overview of Rotary for
prospective Rotarians and the public.

What’s Rotary? (419-EN) — Wallet-size card answering frequently asked
questions about the organization and scope of Rotary. Popular as a handout
to non-Rotarians.

www.rotary.org
Click on:

Membership (www.rotary.org/membership) — A comprehensive, current
source of Rotary membership information. Many membership publications
are available for free download.

Keyword searches:

Demographic survey — A tool to help clubs review their membership data
and identify trends.

Membership Development Best Practices Exchange — Contains success-
ful membership ideas submitted by Rotary clubs and districts around the
world.

Rotary E-Learning Center (www.rotary.org/jump/elearning) — Brief mod-
ules designed for independent study by new members and club officers.

Termination Profile — An online tool that clubs can use to identify why a
membership was terminated.

Human Resources

L]

Assistant governors
District governor

District membership development committee — Responsible for overseeing
all membership activity in your district.
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¢ District public relations committee — Provides resources to develop a posi-
tive image of your club within the community.

* Regional Rotary International membership coordinators (RRIMCs) and
Rotary International membership zone coordinators (RIMZCs) — Rotarians
appointed by the RI president to serve as a primary membership develop-
ment resource within a specific region.

e RI Club and District Support representative
* RI Membership Development staff — Staff members at World Headquarters

dedicated to assisting clubs and districts in their membership development
efforts.

For contact information, see the Official Directory or go to www.rotary.org.
Publications can be ordered from the RI Catalog or downloaded at
WWW.Totary.org.
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APPENDIX 17

Discussion Questions for Membership

Consider these questions in preparation for your presidents-elect training seminar.

How will you assess your club’s current membership situation?

What are some of your club’s membership successes and challenges?

How is your club actively working to achieve diverse membership?

What successful strategies have you used in your club that you would like to share with your fellow in-
coming presidents (recruitment, retention, education)?
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APPENDIX 18

Membership Development Action Plan

To recruit and retain high quality Rotary club members, your membership development plan should have
the following action steps:

1. Identify 5. Inform and orient
2. Introduce 6. Involve
3. Invite 7. Educate
4. Induct
1. Identify

Identify well-qualified members of your community to be members of your Rotary club. These indi-
viduals should be of strong character and have a commitment to service. This focus on quality will
improve your clubs membership retention.

2. Introduce
Introduce prospective members to Rotary by informing them about Rotary International’s programs
and your club’s service efforts. Compile this information in a club profile that can be presented to
visitors or inserted into copies of the This Is Rotary brochure and given to all visitors. A recent issue of
The Rotarian or a Rotary regional magazine is also a good introduction to Rotary. A prospective member
who has been introduced to Rotary by enthusiastic Rotarians and is informed about the club’s projects
before joining is more likely to become involved and remain active.

3. Invite
Invite a prospective member to become a club member with a personal visit from both the proposer
and a member of the club’s membership committee. This two-person visit provides the prospective
member with a second contact in the club, one who brings additional Rotary knowledge and experi-
ence. Rotarians extending the invitation should know the personal interests and abilities of the pro-
spective member in order to point out relevant club activities and projects.

4. Induct
Induct new members in a dignified and meaningful manner. Use the induction ceremony as an oppor-
tunity to explain the benefits and responsibilities of being a Rotarian. Your Rotary club should provide
a new member with the following items:

* Rotary lapel pin

* Membership identification card

» Copy of the club bulletin

* District directory

 Latest district governor’s monthly letter

* The Rotarian or Rotary regional magazine
* List of local clubs for make-up meetings
e Club name badge

* Club history

e Club banner
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If possible, invite family members to attend. During the ceremony, offer new members the opportunity
to give a five-minute talk about themselves, their businesses, and their families. The induction ceremo-
ny should leave new members feeling enthused about membership.

. Inform and Orient

Inform new members about your club and RI by focusing on the following areas:
* Benefits of membership

* Responsibilities of membership

* Opportunities for service

Consider scheduling a formal orientation program in several sessions to enhance retention of
information.

During the first six months, new members can expand their understanding of Rotary in these ways:
* Attending new member orientation meetings
* Reading two or more (preferably all) of the following RI publications:
— Rotary Basics (595-EN)
The ABCs of Rotary (363-EN)
This Is Rotary (001-EN)
What's Rotary? (419-EN)
The Rotary Foundation Quick Reference Guide (219-EN)

* Visiting the Rotary E-Learning Center at www.rotary.org

* Attending one or more of the following club functions:
— Club assembly
— Board meeting
— Committee meeting

* Completing one or more of the following tasks:
— Give a classification talk at a club meeting.
— Make up a meeting at another club.
— Invite a guest to a club meeting or propose a new member.

* Attending one or more district meetings (listed in order of priority):
— District conference
— District assembly
— District Rotary Foundation seminar

* Choosing a club committee on which to serve

See New Member Orientation (414-EN) for more ideas.

. Involve

Involve new members in club committees, activities, fundraisers, board meetings, weekly club meet-

ings, and social activities. An involved member will feel a part of the club and make Rotary a personal
priority. Consider the following methods of getting members involved in club activities:

* Assign new members to a committee, or give them a weekly meeting assignment.

* Create special name badges for new members to wear for one year. Encourage other members to
look for the badges and make an extra effort to talk with the new members.

» Assign a new member to be a greeter, take attendance, or introduce a new speaker.

* Have a new member serve as a delegate to the district conference to learn about the world of Rotary
and the projects being done outside of your club. Some clubs assist the new member by paying part
or all of the registration fee and costs of the conference. After the conference, ask the new member
to give a report to the club.
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Introduce a “commencement” program, where all club members who join in the same Rotary year
work together on a project.

Encourage new members to experience the internationality of Rotary by attending the RI
Convention, hosting a Group Study Exchange team member for a meal or other activity, hosting a
Rotarian from another country in their home, or inviting a business or professional non-Rotarian to
apply for Group Study Exchange.

Ask new members to find two or three other new members from among their peer group. When

new m