Rotary Club – Duties & Meeting Responsibilities

Greeter/Sunshine Report
Arrival Time: 6:30 AM
You are the first friendly face members and guests will see. Please warmly welcome everyone as they arrive — 
Additional responsibilities:
· Present from the podium the Birthdays & Anniversaries for the following week(check the Standard from the previous week for details & provide a short inspirational quote or positive thought (maximum 2 minutes)

Door Sales
Arrival Time: 6:30 AM
You are responsible for recording member attendance and guest check-in at the front desk.
Please:
· Greet each guest and collect CAD $25.00 if they have not prepaid.
· Ensure all guests sign in and receive a name tag.
· If a guest is not pre-registered:
· Record the guest’s full name, and
· Note either their home Rotary Club or the name of the member hosting them.
· When requested by the President, introduce the guests to the club and officially welcome them.

Guest Introductions (Podium Procedure)
When requested by the President, you will introduce the day’s guests from the podium.
Procedure:
· Announce that you will be introducing the guests.
· Ask each guest to stand when their name is called.
· Request that members hold their applause until all introductions are complete.
· Introduce each guest by stating:
· Their full name, and
· Their home Rotary Club or the name of the member hosting them.
· After all guests have been introduced, invite the club to offer a warm round of applause to welcome them.

Introduce Speaker & Thank Speaker
Introduce the Speaker
At the President’s request, you will introduce the guest speaker.
· A bio will be provided when available
· Please prepare in advance: review the bio, look up additional information if helpful, and understand the topic
· Keep your introduction under 2 minutes, including:
· Speaker’s name
· Relevant background or qualifications
· Topic of their presentation
· A warm welcome
Thank the Speaker
After the presentation:
· Thank them for joining us early on a Friday morning
· Acknowledge the value of their work to the community
· Highlight 1–2 key points from their talk to show engagement
· Present the Heritage Park gift certificate (provided by the Sergeant-at-Arms)
· Keep your thank-you sincere and appreciative

Standard Reporter
You are responsible for documenting the meeting for club records and the website.
Please:
· Use the standard report template provided
· Take detailed notes including:
· Announcements
· Guest introductions
· Speaker summary
· Club business updates
· Prepare a 1–2 page summary based on your notes
· Email the completed report to Asha for posting on the website
50/50 Progressive Draw – Duty Sheet
Report Time: 6:30 AM
Set-Up at the Front Desk
· Arrive by 6:30 AM.
· Have ticket rolls, cash float, and the 53-card deck (including the Joker).
· Place tickets in the container provided.
Ticket Prices:
• 1 for $2 • 3 for $5 • 10 for $10
Payment: Cash only — no credit or invoicing.
When sales close, hand all cash to the Sheriff.
Card Draw Procedure
· Bring the ticket stubs to the podium and ask someone (often the guest speaker) to draw the winning ticket.
· The winning ticket holder draws one card from the full deck:
• Joker → Wins the progressive pot.
• Any other card → Remove it; pot carries to next week.
· Return the remaining deck to the Sheriff.

Wrap-Up
· Ensure all cash is handed off properly.
· Put away ticket supplies.
· Confirm pot amount and remaining cards for the next draw.

