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This is the 2009 edition of the Club Administration Committee Manual.

It is intended for use by 2010-11, 2011-12, and 2012-13 club committees.
The information in this publication is based on the Standard Rotary Club
Constitution, the Recommended Rotary Club Bylaws, the Constitution of
Rotary International, the Bylaws of Rotary International, and the Rotary Code
of Policies. Please refer to those resources for exact guidelines. Changes to
these documents, by the Council on Legislation or the RI Board, override
policy as stated in this publication.
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Rotary Reminder

Committee chairs should
make copies of chapter 1
and distribute to commit-
tee members so they are
fully aware of the com-
mittee’s responsibilities.

Introduction

The Club Administration Committee Manual was developed to help Rotary
club administration committees worldwide establish goals and understand
their responsibilities related to increasing club effectiveness. Because
committee responsibilities vary according to area laws, cultural practices,
and established club procedures, you should adapt the suggestions in this
publication to fit your club’s needs. Throughout the manual, cultural dif-
ferences in Rotary clubs are highlighted in Around the World boxes, while
general tips are offered in the Rotary Reminder boxes.

This publication includes three chapters. The first describes the major
responsibilities of your committee. The second describes responsibilities
specific to you as the chair of the committee. The third contains resources
that may be useful for you and committee members. Following the third
chapter are the appendixes, including the club administration section of
the Planning Guide for Effective Rotary Clubs, a weekly program sample
agenda, and a list of discussion questions, as well as the worksheets that
will be used at the district assembly.

You should use this manual to prepare for your role as administration
committee chair. Bring it with you to the district assembly, and review
its contents beforehand. Pay particular attention to the questions in
appendix 3, which will help you get the most out of the facilitated dis-
cussions at the meeting. After you have completed your training, this
publication will serve as a resource as you work with your fellow club
officers and members.

Under the Club Leadership Plan, the recommended administrative struc-
ture of Rotary clubs has the following five standing committees:

e (Club administration

¢ Membership

e Public relations

e Service projects

e Rotary Foundation
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Each committee has a manual that provides an overview of the committee
and its responsibilities, as well as resources available to support you and
your committee members. Information pertinent to your committee mem-
bers should be distributed or communicated to them. Additional copies of
this manual can be downloaded for free at www.rotary.org. This manual is
part of the Club Officers’ Kit (225-EN). However, each manual can be pur-
chased separately through the RI Catalog.

As you prepare to help lead your club, remember that your Rotary club is

a member of Rotary International. Through this membership, it is linked to
more than 33,000 Rotary clubs worldwide and granted access to the organi-
zation’s services and resources, including publications in nine languages,
information at www.rotary.org, grants from The Rotary Foundation, and
staff support at world headquarters and the seven international offices.

Comments?

If you have questions or comments about this manual or any of RI’s 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: 847-866-9446
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CHAPTER 1

Y

Rotary Reminder

The club administration
committee’s work will
address the Club and
Vocational Avenues of
Service.
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Rotary Reminder

Subcommittees can be
created to manage the
committee’s various re-
sponsibilities, especially
if you have a large club.

Committee Role and Responsibilities

The role of the club administration committee is to conduct activities as-
sociated with the effective operation of the club. It is only through efficient
club operations that a Rotary club can provide service to its community,
retain members, and develop leaders for the club, district, and Rotary
International.

The responsibilities of the club administration committee summarized
below are explained further in this chapter:

Develop committee goals to achieve club’s annual goals.
Organize weekly and special programs.

Produce the club bulletin and maintain the club Web site.
Help the club secretary track club attendance.

Promote fellowship among club members.

Conduct any other activities associated with the effective operation of
the club.

As you read more about these responsibilities below, think about your com-
mittee goals, what your action plan will be, and what resources you will
need for your year.

COMMITTEE ROLE AND RESPONSIBILITIES



Around the World

Club programs vary from
region to region, depend-
ing on what is culturally
appropriate.
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Rotary Reminder

When planning weekly
programs, create a con-
tingency plan, such as
having a fellow member
speak, in case original
plans fall through.

Club Programs

The club administration committee is responsible for developing the club
program for the weekly meetings that provide club members with the infor-
mation and motivation necessary to increase their participation in activities
that serve the club, the community, and the world. To plan effective weekly
meetings:

e Develop an agenda for each regular weekly meeting (see appendix 2:
Weekly Program Sample Agenda).

e Schedule programs in advance.

e Relate programs to current club projects, activities, and concerns.

e Rotate the responsibility of arranging programs among committee
members.

e Observe special dates, weeks, and months.

e Prepare contingency plans in case scheduled programs are canceled.

Organized meetings that feature interesting, relevant programs will enhance
members’ personal Rotary knowledge, reinforce the value of continued
membership, and make members aware of their local and world commu-
nity.

Rotary calendar. The Rotary calendar is a resource for planning weekly
meetings. At the beginning of the year, introduce the new RI theme and
discuss events such as the district conference and the RI Convention as
they occur. You can also plan programs based on these special Rotary year
observances:

July No Rotary designation
August ...................... v embershlpandExtenSIODMonth .......................................
............. s eptemberNeWGeneratlonSMonth
................ 0 cmberVocatlonalsemceMonth
November ................... - OtaryFoundatlonMonth ..........................................................
World Interact Week (week including 5 November)
December ................... - amllyMonth .....................................................................................
January ..................... - OtaryAwarenessMonth .............................................................
............... FemuaryWoﬂdUnderstandmgMonth

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

March Literacy Month
World Rotaract Week (week including 13 March)
................... A p"|MagazmeMonth
May ......................... N oRotaryd331gnatlon ...................................................................
................... J uneRotaryFellowshlpsMonth
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Rotary Reminder

For information about
using Rotary Marks in
your club bulletin or
Web site, see the R/
Visual Identity Guide
(547-EN) available at
www.rotary.org.

Club assemblies. In addition to the weekly programs, the club adminis-
tration committee is responsible for planning club assemblies under the
direction of the president and secretary. A club assembly is an opportunity
for all club members to discuss your club’s programs and activities and to
educate members. New members in particular should be encouraged to
attend these assemblies to learn more about your club. At club assemblies,
members can

e Review your club’s strengths and weaknesses

e Set goals and develop action plans

e Understand how the club’s action plans are implemented
e Coordinate committee activities

e Participate in informal discussions that stimulate creative ideas for
projects

e Learn more about Rotary and its programs

Relevant topics for discussion include:

e Annual and long-range goals

e Service projects and club activities

e Membership growth and retention strategies

e District conference or other district and RI meetings
e Rotary programs

e Any topic raised in an open forum

Effective clubs typically hold four to six club assemblies during the year.
Many clubs hold monthly assemblies.

Club Bulletin and Web Site

Another important responsibility of the club administration committee is to
communicate with members through the club bulletin and Web site. This

is fundamental to keeping members informed of Rotary news that may not
be covered in the weekly club meetings. The club bulletin and Web site
should be used to

e Announce weekly club meetings

e Provide a schedule of upcoming club activities

e Discuss club goals, plans, and projects

e Report highlights of club and district meetings

e Foster fellowship by highlighting special events in members’ lives

e Address critical issues facing the club and Rotary International

e Promote club service projects and member participation

Club bulletin and Web site editors should communicate regularly with
other club committees and club leaders to ensure all club issues and activi-

ties are adequately discussed and publicized. Sources of information for
the club bulletin and Web site include:

COMMITTEE ROLE AND RESPONSIBILITIES
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Rotary Reminder

URLs for club Web sites
must follow naming
guidelines. Proper nam-
ing examples include
www.rotarydistrictxxxx.
org and www.anycity-
rotaryclub.org. For more
information on the proper
use of Rotary trade-
marks, see the Rl Visual
Identity Guide.
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Rotary Reminder

Members with three
absences in a row
should be called and
reminded that a fourth
absence may lead to
termination. Discuss with
your secretary who is
responsible for calling to
members who have three
absences.

S

Rotary Reminder

For details on making
up absences, see the
Manual of Procedure.

e Club board members and committee chairs

e Governor’s monthly letter

e Assistant governor and district committees

e (Club, district, and RI and Foundation meetings

e The Rotarian or Rotary regional magazines

e Rotary World and other RI publications

e www.rotary.org

Consider sending the club bulletin to club members by e-mail or producing

an online version to post on your club’s Web site. Use the guidelines below
when creating club bulletins and Web sites:

e Include your club name, city, state/province, and country; and your
club’s RI district number in the bulletin heading.

e Publish it weekly.
e Incorporate photos of club members and events.

e Use your club name with any use of the Rotary name, emblem, or logos.

Attendance

The club administration committee is responsible for helping the secre-
tary track and encourage attendance. The committee can help by ensuring
all club members know the following attendance guidelines for all Rotary
clubs:

e Every member should attend regular club meetings.

e A member is considered present if in attendance for at least 60 percent
of the meeting.

Encouraging attendance. Promote regular attendance by

e Ensuring that weekly meetings are relevant and interesting

¢ Encouraging members to make up missed meetings

e Devising a questionnaire to determine why members fail to attend
weekly meetings

e Recognizing members with exemplary attendance records
e Assigning members to a committee or giving them specific duties to fill
Termination of membership. A Rotarian’s membership is subject to ter-

mination for one or more of the following reasons, unless the club board
makes an exception:

e Failure to pay dues within 30 days

e Failure to attend at least 50 percent of regular meetings (including make-
ups) in each half of the Rotary year

e Failure to attend at least 30 percent of your club’s regular meetings in
each half of the Rotary year

e Missing and failing to make up four consecutive regular club meetings,
without the consent of the club’s board

CLUB ADMINISTRATION COMMITTEE MANUAL



Around the World

How fellowship is fos-
tered varies culturally.
Some U.S. clubs include
a few moments during
each meeting to recog-
nize a pleasant eventin
a member’s life, such as
buying a new car or a
birth in the family.

Attendance reports. Work with your club secretary to forward monthly

attendance reports to your governor within 15 days of the last meeting of
each month. Nondistricted clubs must forward attendance reports to Rotary
International.

Any member whose absences are excused because their age and years in
Rotary total 85 years or more, or because of an RI officer position, should
not be included in the membership figures used to compute the club’s at-
tendance.

Fellowship

Fellowship refers to the camaraderie that Rotary clubs foster. It is often
what keeps members active in club activities and projects. The club ad-
ministration should ensure that fellowship is a part of every club meeting,
project, and activity. Fellowship can be enhanced in the following ways:

e Wear name badges at meetings to make introductions easier.

e Rotate seating arrangements to ensure that members get to know each
other.

e Appoint a different member each week to greet and introduce new mem-
bers, visitors, and speakers.

e Foster relationships with other Rotary clubs in the district, in the region,
and around the world.

e Include spouses and families in club fellowship and service activities.
Family of Rotary. The family of Rotary includes Rotaract, Interact, Inner
Wheel, Rotary Foundation program alumni, Youth Exchange students, and

family members of Rotarians. To care for Rotarians and members of Rotary’s
extended family:

¢ Remember birthdays and anniversaries.

e Assist when they are sick, lonely, or having difficulties.

Share their grief after a death in the family.

Celebrate births, weddings, and graduations.

COMMITTEE ROLE AND RESPONSIBILITIES






cvnrren 2 Glub Administration Committee Chair

To prepare for your term as committee chair, learn what will be expected of
you and your committee by the club’s board of directors and members, your
district, and Rotary International. It is recommended that you assist the
outgoing club administration chair before taking office to better understand
your role. Ask questions such as:

E e What is your role as committee chair?
e How can you help committee members do their job?

Rotary Reminder e What are your committee’s long-range and annual goals?

Answer discussion ques- e What types of weekly programs should your committee plan?
tions in appendix 3, and
discuss them with your
peers from other clubs at
the district assembly.

e How can the club administration committee encourage regular
attendance?

As chair of your committee, you are responsible for ensuring that your
committee does its job well. There are several things you should do before
you take office to prepare for your role. In addition to attending your train-
ing sessions at the district assembly, you should

e Review this entire manual

e Review your club’s bylaws to become familiar with your club’s proce-
dures and regulations

e Select your committee members with the president-elect

e Prepare your committee members for the coming year

CLUB ADMINISTRATION COMMITTEE CHAIR 9
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Rotary Reminder

The club secretary and
treasurer should be
members of the club
administration commit-
tee. The club president
serves as an ex officio
member of all club com-
mittees.

Create subcommittees if needed

Develop committee goals to achieve club’s annual and long-range goals

Develop a communication plan for the year

Review and establish club long-range and annual goals with the presi-
dent-elect

Good preparation will lead to a productive year. Once you have taken of-
fice, you will have the following major responsibilities as committee chair:
e Manage your committee’s budget.

e Work with other committees in your club and with your district commit-
tee on multiclub activities or initiatives.

e Plan and conduct regular committee meetings and activities.

e Monitor status toward your committee goals, and report committee
activities and progress to the club president, board of directors, and the
full club.

Consult the outgoing club administration committee chair for duties that
may be specific to your club. Developing your own list of regular duties
will help keep you and your committee organized and on task. The major
responsibilities listed above are described below.

Your Committee

Work with the president-elect to select committee members to fill vacancies
and conduct planning meetings before the start of the year. When feasible,
committee members should be appointed to the same committee for three
years for continuity. Committee members should have a thorough knowl-
edge of Rotary policies about club administration. When selecting new
members, consider the following important characteristics:

e Attention to detail

e Knowledge of Rotary policies

e Organizational skills

e Communication and writing skills

e Design or publishing experience

e Computer and Internet skills

Once your committee is formed, it is your responsibility to prepare it for
the coming Rotary year. You can prepare committee members by

¢ Informing new members of the committee’s ongoing activities and plans
related to the club’s strategic plan

e Pairing new committee members with more experienced ones

¢ Encouraging communication with counterparts in other clubs using the
district directory

e Sharing the resources available to your committee

e Giving members a list of district activities and meetings

CLUB ADMINISTRATION COMMITTEE MANUAL



Around the World

Clubs vary in size

and goals and can struc-
ture their committees
accordingly.

Y/

Rotary Reminder

Various planning tools
are available to clubs,
including the Club
Leadership Plan, the
Strategic Planning Guide,
and the Planning Guide
for Effective Rotary
Clubs.

Subcommittees

Depending on the size and goals of your club, the administration commit-
tee can be divided into subcommittees such as those listed below or others
as determined by your club:

e Weekly program

e Club bulletin and Web site

e Attendance

¢ Fellowship

Determine how to best utilize the skills and interests of your members and

assign tasks accordingly. Hold committee members accountable for the re-
sponsibilities they have assumed, and recognize them for their hard work.

Goal Setting

As the chair of your committee, you are responsible for ensuring your com-
mittee sets and achieves its goals. Committee goals should be based on the

long-range and annual goals of your club. Think about your club’s strategic
plan, and what your committee can do to help it achieve its vision.

The Planning Guide for Effective Rotary Clubs is a goal-setting tool that
helps the club president-elect work with club committees to assess the
current state of the club and establish annual goals that support the club’s
long-range goals for the year. The planning guide has a section for each of
the recommended club committees that you should bring to the district
assembly, where you’ll have an opportunity to work on it with your club
president-elect and other incoming club leaders. The Planning Guide for
Effective Rotary Clubs can be used throughout the year to help measure
progress toward established goals. It should be reviewed periodically and
updated as needed.

Effective goals. To ensure that the goals established are effective, be sure
that they accurately reflect committee capabilities and club interests. Goals
should be

* Shared. Those who participate in setting a goal and developing strategies
to achieve that goal are committed to implementing it. Consult with club
leaders, club members, and district leaders in setting a goal.

* 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
resources available. Compare goals to previous goals achieved by the
committee and the club.

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

CLUB ADMINISTRATION COMMITTEE CHAIR
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Action plan. Work with club leaders and committee members to develop an
action plan that outlines the steps needed to achieve each goal. The follow-
ing steps can help you develop an action plan:

e Establish a time frame for each step.
e Determine who is responsible for implementing each step.
e Establish the criteria for measuring progress and success for each step.

e Consider the resources and tools available from your club, district, and
RI to support the goal.

e Secure human, informational, and financial resources before taking
action.

e Evaluate the success of previous goals and your current plan, making
modifications as necessary.

Regularly evaluate your goals to ensure steady progress is being made to-
ward achieving them, and adjust if necessary.

Motivation. It is important to remember that Rotarians are volunteers, and
their involvement highly depends on personal motivation. Part of your
responsibility as committee chair is keeping your committee members mo-
tivated. Common motivators include:

e Assurance that the goal will benefit the community and their club,
district, and Rotary

e Opportunities for fellowship
e Opportunities for networking

e Belief that the goal is achievable and the project or activity will be
successful

e Assignments that challenge members or use their expertise

¢ Recognition of efforts and time spent working toward committee goals

Using these motivating factors can help maintain member commitment to
Rotary and encourage continued participation in club activities.

Budget

Before 1 July, work with your committee and the club treasurer to de-
termine what funds your committee will need to achieve its goals. Also
include any planned fundraising activities. Ensure your committee’s finan-
cial needs are included in the club budget.

Provide oversight of committee funds, transactions, and reports, and be
aware of the financial condition of your committee’s budget at all times. By
meeting regularly with your club’s treasurer, you can take early corrective
measures if issues arise.

CLUB ADMINISTRATION COMMITTEE MANUAL



Communication

Before the start of the year, develop a communication plan with other club
leaders that outlines with whom, when, and how you will communicate,
including communications with

Committee members. Committees should meet regularly to review and
identify available resources, discuss ongoing projects and new initia-
tives, and develop strategies to achieve committee and club goals.

Your club. Report your committee’s activities, including action plans
and progress toward goals, to the club president, board, and all club
members.

Other committees. Often, the work of one committee affects the work of
another. Effective communication will help committees work together to
coordinate projects and initiatives. The club administration committee
should work with the following club committees to meet club adminis-
tration goals:

— Membership committee (to welcome new members, to ensure that
they know the club’s policies and procedures, and to help them be-
come involved)

— Service projects and Rotary Foundation committees (to relate weekly
programs and the club bulletin updates to upcoming service activities)

— Public relations committee (to ensure that members know what pub-
licity the club receives in the community and how they can help)

Your district. If your committee needs guidance or information, contact
your district counterpart or your assistant governor.

CLUB ADMINISTRATION COMMITTEE CHAIR
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CHAPTER 3

Rotary Reminder

Download RI publications
at www.rotary.org
/downloadlibrary, or
order them through
shop.rotary.org,
shop.rotary@rotary.org,
or your international
office.

Resources

IR s ]
ROTARY INTERNATIONAL® S UUEEEE—

THE ROTARY FOUNDATION® Member Access  Club Locator — Shop

AboutUs | | Confribute | [ Service and Fallowship | | Studentsand Youth | ARTETE] Medla and News

New members | Events | » Runningaclub | Runningadistrict | Training | Policies and procedures | General information

Club leadership plan

Administration &
Public relations Runn]ng a CIUb @ Print

7] E-maipage
Service projects = pea

The Rotary Foundation

Membership development
otary is a grassroots organization, and its
Downioad resources

service efforts are carried out at the club level.
Effective club operations include both administrative
and service responsibilities. An effective Rotary club

is able to:
Rolated Information

Young cluss welzome Sustain or increase its membership base

program alumni ine

Rotary Implement successful projects that address the needs

Children gather at the H. Seidel Library,
Your Voice, Your Solution named after Rotarian Helmut Seidel, in Nueva
for fundraising for Esperanza, Honduras. Photo by Monika
PoloPlus Support The Rotary Faundation through both program | ainska.t ec /Rotary images.

of their community and communities in other countries

New Midwest club participation and financial contributions

focuses on environment
Develop leaders capable of serving in Rotary beyond the dlub level

Service Above Seif spans
generations

For assistance
Membership leaders
discuss ecanomic crisis

Contacta Club and District Support o financial representative.

Many resources are available to help your committee fulfill its role. Take
advantage of the following resources, both those from Rotary International
and from fellow Rotarians.

Informational Resources

e Club Secretary’s Manual (229-EN) — Component of the Club Officers’ Kit
(225-EN) that explains the responsibilities of the club secretary.

e Club Treasurer’s Manual (220-EN) — Component of the Club Officers’ Kit
(225-EN) that explains the responsibilities of the club treasurer.

e Governor’s monthly letter — Letter sent by the district governor (or
published on a district Web site) to inform and motivate club leaders and
recognize excellence at the club level.

e Manual of Procedure (035-EN) — Policies and procedures of Rotary
International and its Foundation 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.

RESOURCES 15
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Rotary Reminder

The Rl Web site provides
online resources and
current information on
all aspects of Rotary.
Download free publica-
tions, shop the online
catalog, or locate the
meeting time and place
of any Rotary club.

e Official Directory (007-EN) — Contact information for RI and Foundation
officers, committees, resource groups, and Secretariat staff; worldwide
listing of districts and governors; alphabetical listing of clubs within
districts, including contact information.

e District directory — Listing of district leaders and activities (if your dis-
trict produces a directory).

e Planning Guide for Effective Rotary Clubs — Club assessment and goal-
setting tool used to plan the club administration committee goals (see
appendix 1).

¢ Recommended Rotary Club Bylaws and Standard Rotary Club
Constitution — Current versions available in the Manual of Procedure
and at www.rotary.org.

® Rotary World — Newsletter published quarterly for Rotary club and
district leaders.

e The Rotarian (or Rotary regional magazine) — RI’s official monthly
magazine, which reports on club and district projects, RI Board deci-
sions, and RI meetings. In addition, 31 Rotary regional magazines in
25 languages serve Rotarians around the world.

e RI Visual Identity Guide (547-EN) — Guidelines for the design of publi-
cations at all levels of Rotary and the proper use of the Rotary Marks.

www.rotary.org

e Strategic Planning Guide — Online tool for clubs to create a vision with
supporting long-range and annual goals.

e Running a Club (click the Members tab) — Aimed at helping club lead-
ers gather information about effective club operations, including links to
club administration, membership, public relations, service projects, and
Rotary Foundation information and to club-level resource pages.

e 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.

Human Resources

Find contact information in the Official Directory, at www.rotary.org, or
from your district governor.

e Assistant governor — Rotarian appointed to assist the governor with the
administration of designated clubs. Your assistant governor will visit
your club quarterly (or more often) and is available to answer questions
or provide advice.

e Other club committee chairs in your district — Club leaders who can
serve as a resource to help support your club’s projects and initiatives.

16 CLUB ADMINISTRATION COMMITTEE MANUAL



District governor — RI officer responsible for advising your club on strat-
egies to make your club more effective.

Past club committee chairs and leaders — Knowledgeable Rotarians who
can advise you as you plan your year and can be assigned to lead com-
mittee activities.

RI and Rotary Foundation resource groups — Groups of Rotarians ap-
pointed by the RI president to assist Rotary clubs and districts with the
presidential emphases.

RI Club and District Support representatives — Staff members at RI
World Headquarters or international offices available to answer ad-
ministrative questions and direct other inquiries to appropriate RI and
Foundation staff.

Financial Resources

Club fundraisers
Funds from individual donors or local businesses
Grants from other foundations

Rotary Foundation grants for club and district humanitarian projects

RESOURCES
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Appendix 1: Club Administration Section of the
Planning Guide for Effective Rotary Clubs

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

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

CLUB ADMINISTRATION

Current State

Is your club operating under the Club Leadership Plan? [ ] Yes [ ] No

How often and when does the club board meet?

When are club assemblies held? _

How is the club budget prepared? _____

Is the budget independently reviewed by a qualified accountant? [ ]Yes [[]No

Does the club have a strategic plan in place? [1Yes [INo

Has the club developed a system for ensuring continuity of leadership on its board, committees, etc.?
|:| Yes |:| No

Has the club developed a system for keeping all members involved? []Yes [ ]No

Does the club use Member Access at www.rotary.org to update its membership list? [ 1Yes [ |No
How often is the club’s bulletin published? ____

Describe how weekly club programs are organized. _____

Does the club have its own Web site? [_| Yes || No If yes, how often is the site updated?

Does the club observe the special months of the Rotary calendar, such as Rotary Foundation Month and
Magazine Month? |:| Yes |:| No

How often does your club conduct fellowship activities?

How does the club involve the families of Rotarians?

Future State

How does the club carry out the administrative tasks of the club? (check all that apply)
Regular board meetings have been scheduled.

The club will review the Club Leadership Plan on the following dates: ___

The club’s strategic and communication plans will be updated on the following dates:

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

[ oo

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

‘ CLUB ADMINISTRATION COMMITTEE MANUAL
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Club elections will be held on .
(date)

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

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

The club’s Web site will be updated times per year.

(number)
A plan has been developed to ensure interesting and relevant weekly club programs.

Monthly attendance figures will be reported to the district leadership by the day of the following month.

(number)

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

Membership changes will be reported to RI within days.

(number)
Reports to RI, including the semiannual report, will be completed on a timely basis.

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

Other (please describe):

Action steps:

RESOURCES 19
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Appendix 2: Weekly Program Sample Agenda

; Suggested
: Start Finish | duration Activity
: 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
Committee reports
Club business
30 min. Program
Introduction of speaker
Speaker’s presentation
Closing remarks by president
5 min. Adjournment
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Appendix 3: District Assembly Discussion Questions

Reviewing this manual before you attend the district assembly will help you prepare for your train-
ing, which will include facilitated discussion sessions that address the questions below. When
considering these questions, refer to earlier sections in this manual, and talk to outgoing and incom-
ing club leaders to compare ideas.

What are the responsibilities of the club administration committee, and what are your responsibilities
as chair of this committee?

How can you keep weekly programs interesting and relevant?

What is your plan for the club bulletin and Web site?

How can you help committee members do their job?

What are your committee’s long-range and annual goals?

RESOURCES
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Worksheet 1: Summary

Notes

Role and Responsibilities
Contacts

| learned...

Twill ...
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Worksheet 2: Goals

Use this worksheet to draft a long-range goal and annual goals for three years to reach the long-range
goal. Ensure that your goals are:

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

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 club teams, using the Planning
Guide for Effective Rotary Clubs in session 4.

¢ Long-range goal (goal for your club three years from now):

¢ Year 1 annual goal:

Year 2 annual goal:

Year 3 annual goal:

RESOURCES
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Worksheet 3: Action Plan

In the space below, write one annual goal from your goals worksheet. Then, determine the action
steps that need to be taken to meet this goal, noting for each step the person responsible, the time
frame, the signs of progress, and the necessary resources.

Annual goal:

Action step

Who will be How long will
responsible? this step take?

How will
progress be
measured?

What resources
are available?

1.

Resources needed:

24
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Worksheet 4: Club Administration Committee
Case Study

Read the case study below, then create a step-by-step plan for administering the Rotary Club of
Harbor Town more effectively using the case study action plan on the next page. Consider the ques-
tions listed as you develop your plan.

The Rotary Club of Harbor Town is located in a community of 10,000. Harbor Town supports
many small businesses and a small fishing industry. In recent years, however, the local economy
has slowed, largely because of overfishing.

The club has 25 members. Once a vibrant part of the community, it has diminished in importance.
Weekly club meetings, held at a local banquet hall, are usually attended by little more than half of
the club’s members. Those who do attend usually sit with the same people week after week. The

meetings rarely feature outside speakers and mostly consist of taking attendance and eating lunch.

When one member leaves the club, that person’s friend usually follows. Club dues are often
submitted late and sometimes go uncollected. In recent years, some club leaders have not partici-
pated in district meetings. Reports are not filed, and the club archives are very disorganized.

The club’s most successful activities include an annual fish fry to support a local youth center and
an annual golf tournament that draws participants from neighboring towns. The club has con-
ducted these two activities for the past 15 years. Although the club has dedicated Rotarians, there
seems to be less and less holding them together. The district governor recently indicated that she
would like the club to think about ways to improve.

How could the club improve weekly meetings?

How could improvements to the weak programs encourage increased attendance?

How might fellowship be incorporated into weekly meetings to get members more involved?

How can the club build on its successful activities to increase member satisfaction?

RESOURCES
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Case Study Action Plan

Action step

Who will be How long will
responsible? this step take?

How will
progress be
measured?

What resources
are available?

1.

26

What did you learn that you can apply to your club?

CLUB ADMINISTRATION COMMITTEE MANUAL






Plan your club’s future
using these guides

Club Leadership Plan
Strategic Planning Guide
Planning Guide for Effective Rotary Clubs

Guides are designed to work together. Download at www.rotary.org.
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