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Dear Club Board Member,

One of the strong threads that link Rotarians around the world is our willingness to
share. We share our time, we share our talents, we share our expertise and we
share our money to successfully carry out a vast array of projects to tackle social
and humanitarjan issues.

Rotarians share their compassion, their enthusiasm and their commitment to help
those in need and to make our world a better place. It is this fundamental spirit of
generosity that RI President Wilf Wilkinson has captured in the theme for 2007-08:

ROTARY SHARES

This planning guide has been prepared to assist you in carrying out your duties,
both in the lead up to your year of office and throughout the year. It will also help
you understand your role as it relates to that of other members of the board.

This guide is NOT intended to address all issues or provide answers to all the
questions you might come across — it is a summary of some of the key
responsibilities and a prompt to allow you to seek more detailed information.

You are strongly urged to read through and use the literature and resources
available to you; they are a valuable source of information and inspiration. Each
member of the district leadership team has been chosen because of an interest and
a dedication to guide us through this Rotary year.

Your club, our district, Rotary International and therefore communities
everywhere will be stronger if we are prepared to say:

Yes, I will lead that project/activity

Yes, I will bring in a new member and

Yes, 1 will share my ideas and resources to make my club stronger

We have it in our hands to finish the task of eradicating polio; carrying out projects
involving health, clean water and literacy, and promoting peace when we
demonstrate that Rotary Shares.

Yours in Rotary

Ian Dyball, Governor 2007-08



Duties & Responsibilities

1. Board members together

(a) Prior to taking office

(b)

Become conversant with the many District and RI activities/programs
Assess the needs of your community

Carry out a SWOT analysis of your club

Determine goals for the club

Establish a budget: funds needed and how to raise them

Conduct a skills audit of members

Survey member interests

Appoint committees

Hold a joint board meeting to ensure smooth transition of club management
(Each board member to have a meeting with his/her predecessor)
Ensure that risk management procedures are in place

Consider long term goals for the club: 3 years, 5 years

During the year

Hold regular monthly board meetings

Ensure open communication within board AND with all ¢club members
Monitor progress of all projects and activities

Help develop leadership skills — for club and district

Become conversant with Club Leadership Plan; assess benefits for the club
Promote partnerships with community organisations

Nominate your club for an RI Presidential Citation (by 31* March)

2. President

Provide inspiring leadership to the club

Chair club meetings, ensuring they are interesting, enjoyable & informative
Support and encourage directors and sub-committees

Promote continuity of club projects

Chair club board meetings

Register for RI web “Member Access”

Promote continuity of club leadership

Monitor the “health” of the club — take action to improve
Encourage membership growth

Take action to maximize member retention

Represent the club at community activities

Ensure all members complete the child protection declaration form
Liaise with the Assistant Governor

Encourage communication with the district leadership team
Promote attendance at the District Conference




3. Secretary

Review Club Secretary’s Manual

Assist the president with the administration of the club

Attend to RI semi annual reports and payments: July 1 & Januaryl

Receive and record all incoming mail — distribute to others for action as
appropriate

Follow up mail recipients to ensure action is being taken

Attend to outgoing correspondence "

File all correspondence

Prepare notice of meetings and agenda (club assemblies, board and annual
general)

Advise RI, DG and DGE of results of election of officers for following year
Provide club bulletin editor of decisions taken by the board for publication
Take concise action minutes of board meetings and club assemblies, and .
distribute

Have Manual of Procedure, club constitution and bylaws available at club
and board meetings

Attend to reports and requests from RI, RDU and district officers

Advise RI, RDU and District Secretary of any membership changes

Ensure that attendance reports are forwarded to district attendance officer
by 7" day of each month

Ensure that all statutory requirements are attended to: Dept of Fair Trading,
Dept of Gaming & Racing, Child Protection, audit of annual statement of
income & expenditure, club constitution & bylaws (particularly following
April 2007 Council on Legislation)

Keep club membership list up to date

Maintain adequate stocks of club items such as new members kit,
gifts/certificates for guest speakers, club banners

Notify district insurance officer of all club activities for insurance purposes
Receive & file all completed Risk Management Checklists

Notify other Rotary clubs of members moving to their area

4. Sergeant at Arms

Set up the meeting room before members arrive

Liaise with president to ensure the meetings start and finish on time
Dismantle at conclusion of meeting

Call the members to order several minutes before the start of the meeting
Ensure proper meeting decorum — don’t be afraid to use the gong!
Continually liaise with the president throughout the meeting

Assist with the smooth running of the meeting



5. Treasurer
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Assist all board members in the preparation of the club budget

Handle all finances in a businesslike manner

Maintain detailed records of all financial transactions

Reconcile club records with bank statements

Ensure proper separation of club administration funds and projects/charity
funds

Receive, record and bank all club monies

Pay accounts only after appropriate board approval

Prepare financial statements for all board meetings and the AGM

Prepare annual financial statements for audit

Liaise with secretary re payment of RI, District and RDU dues

Ensure that all financial records are stored for time required by law

Liaise with the president, secretary and directors re financial status of
projects and activities.

Monitor cash flow

Liaise with secretary re statutory responsibilities

District goals & emphases for 2007-08

During PETS, we recognized the vast range of activities undertaken by clubs in our
district. We discussed the following for particular emphasis, noting that each club
decides which projects & activities are appropriate for them to participate in.

.

Membership growth: our goal is 2010 by 2010.

Increase further our caring for Australians in need, particularly the
extended family of Rotary and those affected by drought; activities include
Outback Links.

Assist students with career development,.

Improve the public image of Rotary.

Promote and co-ordinate our support for the School of St Jude.

Increase awareness of the need for appropriate testing for prostate cancer,
and the role of the woman.

Encourage clubs to consider adopting the Club Leadership Plan.

Improve member’s knowledge of the Rotary Foundation and its programs,
and to increase our contribution to the work of the Foundation.

Rotarians Against Malaria and the other RAWCS activities.
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club service

Club Service

The purpose of Club Service, “Rotary’s First Avenue of Service” is to foster the
successful administration of the club. This involves constant management and
coordination, and the encouragement of good communications within all levels of
the club. An effective and well balanced club involves ALL members of the club.

The scope of Club Services activities includes:

(a) The Club Weekly Meeting

Organise programs that are interesting, relevant and informative
Ensure that everyone is welcomed upon arrival, particularly guests
Promote use of fellowship time before the meeting starts

Liaise with club caterers

Create an environment conducive to member participation

(b) Membership
[ ]

Subscribe to “Membership Minute” on the RI web site

Review “Recruitment and Retention Tools” on the RI web site

Promote membership growth

Implement ways to develop leadership skills

Ensure members remain interested and involved

Care for the welfare of members, families and widows/widowers of past
members

Implement ways to involve the immediate AND the extended family of
Rotary

Consider sponsoring a new Rotary club

Encourage makeup for missed meetings

(¢) Communication

Use the club weekly bulletin to keep members informed

Include summary of board decisions in the builetin

Encourage members to read RDU, DG Newsletter

Encourage use of the RI, district and club web sites

Provide regular Rotary information on Club, District & International
activities

Ensure club bulletins are sent to relevant people outside the club

Promote attendance at District Conference

(d) Administration

Maintenance and reporting of accurate attendance records
Program the AGM and elections for Nov/Dec

Program regular club assemblies

Record, maintain and promote club history

(e) Public Relations

Develop and implement a plan to inform the public about Rotary
Promote the club’s projects and activities
Help create a public image conducive to membership growth






