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Manual of Procedures



PURPOSE  
The purpose of the Manual is to document policies and procedures most relevant to Suffern Rotary which have been approved by the Board of Directors of the Club. This document should be reviewed by each Board Member, and each should receive a copy. The document should be placed on the Club’s website for Member review.  
It serves as a ready reference of actions taken and it strives to show how the Club is to function. 
These policies and procedures have been adopted by the Board of Directors of the Suffern Rotary to facilitate Club administration and are meant to clarify and supplement the information provided in the Suffern Rotary Bylaws and Constitution. Additional information may be obtained by referring to the R.I.  Manual of Procedure.  
MISSION 
To provide respected community members an opportunity for service to others to benefit the local and international communities, and to promote high ethical standards, fellowship, and good will worldwide committed to the Rotary motto “Service Above Self”.
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History of Rotary 

The first Rotary Club was formed when attorney Paul P. Harris called together a meeting of three business acquaintances in downtown Chicago, at Harris’s friend Gustave Loehr's office on February 23, 1905. In addition to Harris and Loehr (a mining engineer and freemason), Silvester Schiele (a coal merchant), and Hiram E. Shorey (a tailor) were the other two who attended this first meeting. The members chose the name Rotary because initially they rotated subsequent weekly club meetings to each other's offices, although within a year, the Chicago club became so large it became necessary to adopt the now common practice of a regular meeting place. 

The next four Rotary Clubs were organized in cities in the western United States beginning with San Francisco, then Oakland, Seattle, and Los Angeles. The National Association of Rotary Clubs in America was formed in 1910. On November 3, 1910, a Rotary club began meeting in Winnipeg, Manitoba, Canada, marking the beginning of Rotary as an international organization. On February 22, 1911, the first meeting of the Rotary Club Dublin was held in Dublin, Ireland. This was the first club established outside of North America. In April 1912, Rotary chartered the Winnipeg club marking the first establishment of an American-style service club outside the United States. To reflect the addition of a club outside of the United States, the name was changed to the International Association of Rotary Clubs in 1912.  
In August 1912, the Rotary Club of London received its charter from the Association, marking the first acknowledged Rotary club outside North America.  It later became known that the Dublin club in Ireland was organized before the London club, but the Dublin club did not receive its charter until after the London club was chartered. During World War I, Rotary in Britain increased from 9 to 22 clubs, and other early clubs in other nations included those in Cuba in 1916, the Philippines in 1919 and India in 1920. In 1922, the name was changed to Rotary International. 
History of Suffern Rotary 
The Suffern Rotary Club was chartered on March 23, 1927, with 23 charter members. Suffern was the third Rockland County club and the tenth in the District. The club was sponsored by the Port Jervis club. Currently Suffern has been the home club of three District Governors; William Miele (1971-1972), Thomas France (1994-1995) and Larry Palant (2022-2023). Suffern was the sponsoring club of the Spring Valley and Ramapo Valley clubs.


DIRECTORS, OFFICERS, and COMMITTEE CHAIRS 
Club Board of Directors and Officers 
The Board of Directors is the governing body of the Club. The Board is constituted as set forth in the Club’s bylaws and consists of Officers and Directors-at-Large. The Board is expected to meet at least monthly. The Officers of the Club are: 
• President  
• President-elect  
• Immediate past President  
• Secretary 
• Treasurer 
• Optional Sergeant-at-arms (who may or may not be a member of the Board as the bylaws of the Club shall provide) 
Additionally, there are six additional Directors at-large.   
Qualifications  
The qualifications of a Club’s Directors and Officers are set forth in the Suffern Rotary Club Constitution and the Club’s Bylaws. Each Officer and Director must be a member (other than honorary) in good standing of the Club.  The President must also, while President-elect, attend the Presidents-elect learning seminar and the District Learning Assembly. Although not a limitation of the period of service years, the Board should consist of the greatest possible number of different, but knowledgeable, Rotarians and attempt to allow all members to participate in serving as a Board member and/or Officer of the Club.  It is ideal for a potential Officer to have served as a Director-at-Large prior to taking on the responsibilities of any Club Office. 
In addition, the Club President should have: 
1. Sufficient time and be prepared to give the time and effort necessary to lead and carry out the work of the Club.  
2. Served in the Club as a Board member, a member of one or more of the major committees, Club Secretary, Treasurer or President Elect,
3. Attended one or more District conferences or Training Seminars and studied the RI Learning Center President’s Courses. 
4. A working knowledge of the Club’s constitution and bylaws.

Selection of Directors and Officers 
The selection process for the Club’s Board of Directors and Officers is set forth in the Club’s bylaws. The Club’s best interests are served by observing the principle of rotation in office, including membership on the Board of Directors and chairmanship of committees, as well as the position as Officer. Club Officers should not be encouraged or expected to hold office for two successive years.  However, the Club may find it advantageous or necessary to elect an Officer for a second successive year or to re-elect a former Officer of the Club.  
Officer Inductions  
The Rotary Club should hold an Officer installation meeting at the beginning or end of each Rotary year, to give Club Officers and members an opportunity to renew and reaffirm their commitment to the objectives of RI. This installation may take place at the annual “Charter Night” of the Club.  The Rotary year begins July 1 and ends June 30 of each year.
Board Meetings 
Board meetings are held each month at a time and place designated by the President and approved by the Board of Directors. Every effort is made to allow for time and place consistency in determining the time and place of the meetings to allow all members to properly schedule them into their calendar.  
Documentation and Record Keeping 
Non-profit organizations are required to maintain minutes. So that these important records are not lost over time, the Club Board, through the efforts of both the Secretary and the Treasurer shall create an electronic copy of minutes and financial records which shall be maintained by the Board for an indefinite period and posted to the website for member reference.

Duties  
The duties of the Club’s Board of Directors and Officers are as set forth in the bylaws of the Club and this Manual:  
Club President’s Duties  
1. Preside over meetings of the Club. 
2. Ensure that each meeting is carefully planned and opens and adjourns on time.  
3. Preside over regular meetings (at least once a month) of the Board of Directors.  
4. Appoint Club committee chairs and members who are qualified for the jobs assigned.  
5. Ensure that each committee has objectives and is functioning consistently.  
6. Attend the District conference, if possible – or assign a club representative. 
7. Cooperate with the District Governor in various Club and District Rotary matters and ensure that all correspondence is handled promptly.  
8. Supervise the preparation of the Club budget. 
9. Submit in January, during the annual Club meeting, a report to the Club on the status of its finances and the extent to which the Club has achieved its objectives for the year.  
10. Work cooperatively with the President-elect before leaving office to ensure the smooth transition of authority, including the transfer of all relevant records, documents, and financial information.  
11. Ensure the success of the new Club administration and provide continuity of administration.  

Club Past President’s Duties  
1. Attend all Board meetings, assist the President as requested and act as an advisor to the President.  
2. Direct the Board’s nominating committee during the year.  
Club President-elect’s Duties  
1. Assist the President as requested.  
2. Have a working knowledge of the RI Club President’s Learning Center President’s Courses and participate in District leadership training programs
3. Meet with the various Committee Chairs and understand their goals and objectives for the year. 
4. Establish a calendar of events for the upcoming fiscal year. 
5. Develop relationships with other Club and District leaders along with regional clubs.
6. Attend the PELS Training Program
7. Input the name of the forthcoming fiscal year’s President-elect and officers on ClubRunner by December 31st of each year.  
8. Enter goals for your Presidential year in MyRotary as required.

Club Secretary’s Duties  
1. Send notices to Board members and maintain a Club calendar. 
2. Confirm Board members participation in meeting. 
3. Set and distribute the meeting agendas, in cooperation with the President.  
4. Provide support materials as needed for all meetings. 
5. Take minutes at all Board, Annual and Business meetings and generate reports for the Club, which are to be entered on the website of the Club to allow for Member access and permanent record retention 
6. Add new Members to the Club. 
Club Treasurer’s General Duties  

1. It shall be the duty of the Treasurer to have custody of all funds. 
2. Account for the funds to the Club monthly. 
3. Perform such other duties as pertaining to the office of the Treasurer. 
4. Obtain copies of the Board of Directors Meeting minutes from the Club Secretary to ensure all payables not previously budgeted for have been approved by the Board in advance of actual disbursement. 
5. Pay all bills on a timely basis and make deposits weekly.
6. When making deposits of money received record the source of revenue
7. Record all receipts, deposits and/or expenditures into Quick Books in the proper accounts. 


Club Treasurer’s Time Specific Duties  
Monthly 
  
1. Reconcile the bank statements. 
2. Prepare reports for the next monthly Board of Directors meeting.  
3. Notify the Club Secretary of any member whose dues are overdue.
  
         Semi-annually: 
1. Send out semi-annual bills one month prior to the billing due date and provide the Club Secretary with a list of names of those members billed. The Secretary will review the list to ensure that there have been no omissions or members, who have resigned and been billed, whose resignation has been  approved by the Board of Directors 
2. Make the January and July payments to Rotary International and the District based on the semi-annual report provided by RI. 
3. On June 30th and Dec 31st of each year the Treasurer (with confirmation from the Secretary) shall modify the club roster on the website to reflect actual membership for the next six months so that the Club will be charged correctly by RI.  
Annually:  
1. Verify that the accountant has filed the appropriate IRS Forms on or before their due date. 
2. Upon retirement from office, the Treasurer shall turn over to the incoming Treasurer or to the Club President all funds, books of accounts or any other Club property.  



Club Director’s Duties  
  
 The duties of all the Board Members/Directors are to attend Club and Board meetings & facilitate the policies & direction of the Club.  
Sergeant at Arms’ Duties 
  
The duties of the Sergeant-at-Arms, if so appointed or elected as determined  by the Board, are such as are usually prescribed for such office and such  other duties as may be prescribed by the President or the Board, such as:  collecting money for fines, happy dollars and any raffles, if required, with the  submission of a financial report to the Treasurer. 
Committee Chair Duties  
The duties of the Committee Chairs include the development and implementation of a comprehensive plan that assures the successful attainment of the goals of the committee specified in the Club bylaws and to submit a written comprehensive report regarding the accomplishments of the committee to the Board of Directors at the end of the year. 
Committees 
The following committees exist with a chairperson heading each committee: 
• Club Service 
• Community Service
• Membership
 • International Service 
• Fundraising 
• The Rotary Foundation 
• Public Relations 
• Youth Service

CLUB SERVICE CHAIR 
The Club Service Chair is responsible for club programs that promote fellowship and a better understanding of Rotary. This includes, but is not limited to, social events (not fund raisers) and information and fellowship activities. The Club Service Chair is encouraged to appoint a club Program Chair.


COMMUNITY SERVICE CHAIR
The Community Service Chair should develop and implement educational, humanitarian, and vocational projects that address the needs of our community. The Community Service Chair is responsible to: 

· Develop and implement new and ongoing local service projects and any ongoing district or RI project. 
· Attend District events and functions. 
· Coordinate assistance to other community groups.
· Assign a Rotary Day of Service Club Chair.  

MEMBERSHIP CHAIR
The Membership Chair should develop and implement a comprehensive plan for the recruitment and retention of members. The Membership Chair is responsible to: 
· Recruit and review new member proposals. 
· Investigate the appropriateness of each applicant in accordance with Rotary International standards for membership. 
·  Attend District events and functions. 
· Perform or have performed Rotary Information to prospective members. 
· Present proposed candidates to the Board of Directors. 
· Guide new members through the integration process and new member badge requirements as described in the New Member Handbook.
· Assign a new member mentor to provide new members with periodic information or materials to assist in developing their knowledge of the history, goals and objectives of the Club and becoming integrated as an active participant in Club activities. 

INTERNATIONAL SERVICE CHAIR
The International Service Chair will plan and coordinate the Club's international service activities. These will include Managing international service projects of this club and this club's support of Rotary International service programs such as, International Vocational Training programs, and the Ambassadorial Scholarship Program. 


FUNDRAISING CHAIR
The Fundraising Chair is responsible for the strategic direction and management of the fundraising activities of the Club.  These activities include fundraising events and other projects which the Committee and Board of Directors deem appropriate to meet short- and long-term fundraising objectives. Fundraising sub-committees are struck for specific projects. 

THE ROTARY FOUNDATION CHAIR 
The Rotary Foundation Chair is responsible for developing and implementing plans to support The Rotary Foundation through both financial contributions and program participation. The Director of the Rotary Foundation is responsible to: 
· Attend District events and functions.  
· Administer the annual RI Foundation Drive and the Paul Harris Fellowship recognition program for Club members. 
· Help the Rotary club and its president to achieve his or her goals. 
· Help educate and train club members about the Foundation. 
· Encourage club members to participate in Foundation programs and support the Foundation financially. 
· Communicate the district, zone, and Trustees’ Foundation goals to the club and its members.
· Know where to find Foundation resources and how to get answers to questions club members may have. 
· Complete District grant applications in concert with the club President and club treasurer.

PUBLIC RELATIONS CHAIR
· Set public image goals and develop a plan to achieve them.
· Make sure that the club’s website and other communications, such as pamphlets, newsletters, and social media use Rotary’s voice, visual identity and logos correctly.
· Use the resources in the Brand Center to enhance Rotary’s public image.
· Use People of Action materials to illustrate who we are and how we engage with our communities.
· Use social media to raise awareness of Rotary and our club.
· Promote club events and projects to local media outlets, the District, and people in our community.

YOUTH SERVICES CHAIR 
The Youth Services Chair should develop and implement local, district, & international youth programs, at our club level. The Director of Youth Programs is responsible to: 
· Attend District events and functions.  
· Identify youth candidates to attend Rotary International youth programs and seek Board support for any expenses that may be involved. 
· Develop and implement youth recognition activities including Student Achievement. 
· Coordinate International Student Exchanges. 
· Coordinate promotion of and selection of RYLA attendees. 

INTERACT CLUB LIASON
The Rotarian adviser plays a major role in the club’s support of its Interact club.
· The adviser attends the board meetings of the Suffern HS Interact Club.
· Counseling Interactors when they plan service projects or fundraising activities.
· Acting as a liaison between the Rotary club and the Interactors and between the Rotary club and the faculty adviser.
· Provide direction and mentorship to Suffern High School Interact Club. 
· Provide personal guidance to assist the Interact Club and its advisor in functioning according to the goals and objectives promoted by Rotary International. 
· Invite Interact participation at club functions, encourage support of club service projects, and encourage greater member involvement with Interact members. 
· Overseeing the Interact club’s elections each year and reporting the names and contact information of new officers to the district Interact committee. 




Guidelines for Obtaining a Speaker

It is the practice of our Rotary club to have all members take their turn to obtain a speaker for our luncheon meetings. These guidelines are offered to help members in procuring an appropriate speaker.

1.  A schedule of assigned dates is provided for the year. If a member has a conflict with a date, it is his/her responsibility to exchange dates with another member and to inform the Program Chair of the exchange. If the member is having difficulty in procuring a speaker, the Program Chair should be notified AS SOON AS POSSIBLE so suggestions and alternatives can be considered. It will be the responsibility of the member to contact the suggested speaker.

2. Choose a speaker with a topic of informational, educational, motivational or entertainment value that will be of general interest to all club members.

3. Controversial Topics or Volatile Issues that could arouse anger and division among members should be avoided. Consider the Four-Way Test when considering speakers and topics:
· Is it the TRUTH?
· Is it FAIR to all concerned?
· Will it build GOODWILL and BETTER FRIENDSHIPS?
· Will it be BENEFICIAL to all concerned?

4. Repetition or Sameness. Look for a speaker we haven’t heard before with a fresh topic. If a speaker is considered who has spoken before, allow at least a couple of years to elapse before they are invited again.

5.  Political/Religious Topics. Rotary International is non-political and non-religious
organization. As a matter of policy, Rotary Clubs do not take positions on public questions including political or religious issues. Speakers representing religious charitable organizations such as schools, shelters, social service agencies and the like may be considered, so long as they speak about their charitable work and do not advocate a political or religious position or seek funding.

6.  Product or Service Promotion. Advise company representatives who are invited to speak to talk about issues that affect their industry and/or the community and how they address them. They should not use the Rotary podium to promote their products or services.
 
7.  Political Candidates. It is acceptable to have current political office holders speak when the format is simply a report on issues that face the community, or when speaking on behalf of another entity. Candidates for public office should not be invited to speak at a meeting that is less than 120 days before an election. If the Board of Directors deems that hearing from candidates is of sufficient value, then all candidates for the office must be invited either to speak at the same meeting in a candidate forum, or individually in successive weeks.


8.  Non-Profit Organizations. Speakers from non-profit organizations that impact our community, the nation, or our world may be considered, but not to provide a platform for fund-raising. Requests for funding are not allowed. 

9. Potential Member. Special effort should be made to identify speakers who might be considered to be potential members of our club. Consideration should be given to the organization they represent, the job title/classification they hold, the community in which they reside, and other organizations to which they might belong.

10. Notification. Once you have procured a speaker, immediately inform the Club’s
Secretary and the Program Chair so appropriate notice can be posted to the Club’s website and included in the Club’s Newsletter. 

11. Technical Arrangements. If the speaker requires media support, Zoom access, or other audio/visual or technical support, make sure that the meeting venue can provide that support and that those club members responsible for supporting online meetings and providing media support are notified.

12. Introduction. A brief bio or resume that you can use to introduce the speaker should be requested.

12. Confirm. Be sure to confirm with the speaker the date and location of their speaking engagement at least one week before they are scheduled.

14. Thanking. A day or two following their talk, communicate (phone, email, text, in person, letter) your thanks for speaking. This is especially important if the speaker is a potential prospect for membership in the club. If the speaker is considered a good prospect for membership, the name and contact information should be forwarded to the Chair of the Membership Committee for follow-up.

15. Questions. Any questions about the suitability of a speaker, requests for finding a speaker, or supporting a presentation should be addressed to the Program Chair.



Conflict of Interest of Officers, Directors, and Other Members 
The purpose of the conflict-of-interest policy is to protect this organization’s interest, when it is contemplating entering into a transaction or arrangement, that might benefit directly or indirectly, the private interest of an officer or director of the organization or might result in a possible excess benefit transaction. This policy is intended to supplement, but not replace, any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.  


Budget 
Prior to the beginning of each fiscal year, the Club’s newly elected Board of Directors must prepare, or cause to be prepared, a budget of estimated income and estimated expenditures for the fiscal year, which, having been agreed to by the Board, shall stand as the limit of expenditure. The Club President-elect supervises the preparation of a Club budget for the upcoming fiscal year. The current Club President, in conjunction with the Treasurer, are responsible for the proper accounting of Club finances.
Mentoring: 
Mentoring is an effective way to promote new members’ involvement in our Club. The Membership chair will choose mentors who are committed to their role as an ongoing Rotary resource and source of support for new members. 
The Membership chair addresses these considerations in the selection of Mentors: 
1. Does the person have a high level of knowledge and interest about the Club and Rotary along with the inclination to mentor? 
2. Is he or she willing and able to devote the time and energy necessary to help the new member fully participate in the Club? 
3. What might the person have in common with the new member (hobbies, interests, profession)? Mentors can be assigned before or after induction.     The Membership chair should determine at what point mentoring should begin and how long it should continue, but no longer than one year.
Mentor’s Responsibilities: 
1. Monitor the new member’s comfort level and involvement in the Club through periodic personal meetings with the new member. 
2. Accompany the new member to Club meetings on occasion. 
3. Introduce the new member to every Club member. 
4. Explain the various Club committees and suggest a committee assignment that is compatible with the new member’s interests, if possible. 
5. Inform the new member about special meetings and Rotary social events held throughout the year. Attend as many of these events as possible, and act as an informal host to the new member and the member’s family, introducing them to other Club members and making them feel at home. 
6. Ensure that the new member understands all Club rules. 
7. Monitor the new member’s attendance. Be aware of long absences and contact member to all is ok.
8. Be readily available to answer questions and provide advice or guidance, if asked

SUFFERN ROTARY PROGRAM GUIDES



Arbor Day Saplings for Elementary School Students 
 
Coats For Kids 
 
Excellence in Teaching 
 
Flags for Heroes 
 
Keep Rockland Beautiful – Roadway Cleanup 
 
Meals on Wheels 
 
Period Product Initiative (PPI) 
 
Weekend Snack Attack 	


COATS FOR KIDS


Overview:
The Rotary Club of Suffern has been providing new coats for Suffern Central School District (SCSD) students who are identified by the school district as in need of assistance.  Coats are acquired from a third party, Operation Warm, a 501(C)(3) nonprofit organization, and provided annually to assure students are protected from cold weather with a coat to keep them warm.

Procedure and Timeline:
June/July:  Suffern Rotary Club’s Board of Directors proposes the budget for the program based on prior year’s cost to be approved by the membership.
Mid-September:  Coats for Kids Program Chair emails Suffern Central School District’s contact person to obtain a list of current needs detailed by school, size and gender.  Chair verifies current prices and estimated cost with Operation Warm contact and, if exceeding budgeted amount, presents to the Club’s Board for approval.  Chair then advises SCSD contact of Club’s ability to fully or partially fulfill the requested coats.

Before end of September:  Chair places the coats order on Operation Warm’s Partner Portal specifying coats by size, gender and school delivery address(es).  Once order is placed online, Chair receives the invoice by email with a link to submit electronic payment.  Vendor currently only accepts payments by electronic funds using a checking account routing and account number or by a mailed paper check.  Electronic payment using the provided link will expedite the delivery of coats.

Upon shipment, Chair will receive tracking information which Chair can provide to the SCSD contact person in anticipation of delivery(ies).  Coats are delivered within 1-2 weeks from payment to one or more building(s) as requested and distributed to students by SCSD staff.

Current Contacts:
Suffern Central School District contact:   Silvia Namnun, District’s Family Resource Center Community Liaison, snamnun@sufferncentral.org  

Operation Warm contacts:  
Brittany Salata, Partnerships Manager, Bsalata@operationwarm.org  Ph: (610) 388-2500 ext. 170
Brian Marella, Director CMP, bmarella@operationwarm.org Ph: (610) 388-2500 ext. 128

Operation Warm Partner Portal Login:
https://operationwarm.my.site.com/s/login/?startURL=%2Fs%2F%3Ft%3D1661953064778
Or navigate to https://operationwarm.org/ to “Get Involved” to “Community Partnerships” to “Partner Portal Login”.  You will need the Club’s username and password.  Operation Warm representatives can provide assistance to reset if needed.

Excellence in Teaching

Overview 
 
Designed to recognize teachers, K-12, who have inspired their students to achieve. 
1-2 awards per year. 
—  Small cash award ($100). 
—  Name on plaque to be displayed in Suffern High School. 
— Invitation to speak at Rotary lunch meeting on any topic of interest. 
—  Announce winners at Senior Assembly or at appropriate faculty meeting (if not a high school teacher). 
 
Nominations to be made by Suffern High School graduating seniors, open to any teacher in the Suffern Central School District (current or retired not more than 5 years). 
 
Nominations to be reviewed by a Rotary committee; funds to be supplied by Suffern Rotary Community Fund. 
 
Involve Interact and, via Interact, other student groups. 
 
Patterned after Olmsted Awards presented annually by Williams College and cited in Friedman and Mandelbaum, "That Used to Be Us". 
 
Procedure 
 
Nominations are solicited from graduating seniors by SHS Interact Club soon after Spring Break. Submission deadline is near the end of March. 
 
Nominations forwarded to Rotary Club. A new committee of 4 or 5 members (including Chairman) is formed each year. Traditionally, it is open to newer members (2 or fewer years of membership) to encourage participation.  
 
Club committee meets in mid-April to select one or two awardees. Awards are given to teachers who have inspired the nominator to achieve – whether in academics or in life. The number of nominations for a teacher should not have a bearing on the award (teachers have assigned nominating essays in the past). 
 
Awards are announced at the Senior Assembly held the morning after the Evening of Excellence (for high school teachers) or at a faculty meeting (for all others). Excerpts from nominating essay are traditionally read aloud. Work with Interact advisor to arrange the announcement. 
Contact awardees individually by email to congratulate them and get a date for attendance at a Club meeting in July or August. Spouses or partners are welcome to join. Coordinate with incoming Club President. Stay in touch with awardees as meeting date approaches. Invite school district administrators to the Club meeting. 
Order trophies and plaques from Crown Trophy in Pearl River (see details below) at end of May or beginning of June for delivery by June 30. Pickup when ready. Club is tax-exempt. If invoice is ready far enough in advance, arrange for payment by Community Fund Treasurer. Otherwise, Chairman pays and is reimbursed. 
 
1-2 weeks before Club meeting, arrange for $100.00 check for each awardee from Community Fund Treasurer. 
 
At Club meeting, committee Chairman discusses the reasons for the award, introduces the  awardee(s), reads the essays (student names are withheld to protect privacy), and gives the trophy and check to awardee(s). Awardee(s) are asked to speak and provide the Club with inspiration. 
 
Club Interact liaison installs name plaques on permanent plaque outside SHS auditorium. 
 
Contacts 
 
SHS Interact Advisor – Sue Wickes  swickes@sufferncentral.com  
 
Crown Trophy, orders@crowntrophypr.com, 36 East Central Ave, Pearl River, 
845-735-0555 
 	Trophy – Item 2802-2* (8in Florence Crystal Award w/ Logos-Rotary Awards) 
 	Plates – Engraved 
 	Prior orders are under “Rotary Club of Suffern” 
 
 
 
 




FLAGS FOR HEROES
Overview:
The Rotary Club of Suffern began this program in 2022 with the intent of providing an opportunity for Suffern community members to honor their heroes, past and present, by dedicating a flag in their name, while raising funds for the Club’s many projects that benefit the community.  The first inaugural Flags display was erected at Ramapo Village Hall for several weeks leading up to a dedication ceremony which took place on  Veterans Day, November 11, 2022.  Additional displays have been erected at the Villages of Suffern and Montebello with ceremonies on Flag Day in June.
The Club currently owns 50 ten-foot outdoor flag display sets (Regal 10) with the opportunity to expand the number in the future if needed.

Parts:
Flag:  2x5’ polyester printed flag
Flagpole:  Part #1 (top has one hole), Part #2 (with one hole in a different location), Part #3 (no holes) and Part #4 (no holes).  Parts are not interchangeable due to pre-drilled holes
Connectors:  each flag requires 3 Connectors
S-hooks: each flag requires two hooks
C-eyelets (rings): each flag requires two rings
Ground Socket with plug
Socket Setter
Medallions with hanging loops: vendor has the custom design ready for any re-orders.  A medallion is usually attached per flag.

Tools and Supplies:
Zip-ties (to further enforce eyelets to posts especially with wind), cutters (for zip ties), auger (to drill holes in ground), mallets (to set anchors in ground), steel stakes for banner(s), banners, lawn signs, gloves and a folding table or two.

Installation:
1.  Mark grid for installation assuring a minimum of 10 feet in between in each direction
1. Install anchors in ground
1. Assemble poles
1. Stand poles in anchors
1. Add medallions as needed
Medallions:  As dedications are received, a label is added to the back of the medallion with the name of the honoree, title or rank and a brief characterization.  The medallions are self-laminating to protect the label from the elements.  They are installed using the provided loop and can be removed after the Dedication Ceremony and provided to either the sponsor or the honoree or their family.

Lighting: Flag Display MUST BE illuminated from dusk till dawn.  Town of Ramapo has been providing lighting for the display at Ramapo Town Hall.


Procedure and Timeline:
Main Display:  In July- confirm with Town of Ramapo for an October/November flags display 
culminating with a Dedication Ceremony on or around Veteran’s Day.

Optional second display:  In January/February- confirm with Village for a May/June flags display culminating with a ceremony on or around Flag Day.  
Club seeks either or a combination of the following prior to each display:
· Business/Corporate Sponsorships: $2,500 (Platinum), $1,500 (Gold) or $750 (Silver)
· Flag Dedications: $50 per flag
Chair communicates with municipality contact person as above to confirm the upcoming project timeline for installation and Dedication Ceremony.
Chair updates sponsorship and dedication forms in Google Drive and shares with Club’s BOD.
Chair assures supplies and signage are in order and ready ahead of flag installation day.
Chair invites club members to participate in flag installation day and Dedication Ceremony.
Club shares information regarding flag dedication, display sponsorship and Dedication Ceremony on social media.

Dedication Ceremony:
Municipality invites guests, legislators and community members to the Dedication Ceremony.
Club invites all display sponsors, flag sponsors, living honorees and honorees’ families to the Dedication Ceremony via email.
Chair communicates with municipality contact regarding Dedication Ceremony program, setting (podium, microphone, etc.), Color Guard, invitations, media releases and other details. 
Club posts Dedication Ceremony Invitation on social media (open to all members of the community) and shares photographs after the event.
After event, Chair sends “thank you” to Town Supervisor or Mayor and staff for hosting the display and ceremony.
Medallions are distributed or mailed with a “thank you” note to sponsors, honorees or their families as indicated on the order form.

Take-Down:  Chair, in collaboration with Club President and BOD set a date for take-down, preferably within a week after the Dedication Ceremony.  Invite club members to participate.  Flags are cleaned and organized for storage.

Vendor Website and Current Contacts:
Flags for Heroes Vendor:   https://flagsforheroes.net/ 
For additional flags or to order parts for existing flags or dedication medallions contact:
Steve Cropper, Flag Commander  flagsforheroes.net@gmail.com  Ph: 302-381-6005
For parts and installation instructions:
  https://flagsforheroes.net/download/ffh-flag-price-1-4-2023-no-prices-sell-sheet.pdf
Michael Specht, Supervisor, Town of Ramapo   SpechtM@ramapo-ny.gov
To schedule flag planting:
Jo-Ann Henderson, Supervisor’s Office   hendersonj@ramapo.gov  (845) 357-5100 Ext 204
To review Dedication Ceremony details:
Penelope (Penny) Mann, Supervisor’s Office, Constituent Services Assistant  mannp@ramapo-ny.gov  Ph: 845-357-5100 ext. 202
Suffern Rotary Period Product Initiative (PPI)

One of the most amazing things about Rotary is our ability to create change in the world, and our club’s ability to act swiftly and be the change we wish to see. That ability is clearly evidenced in a project spearheaded by Suffern Rotary’s Elizabeth Stevens.
Approximately two years ago, Elizabeth read an article in the Rotary magazine about the tremendous worldwide problem of period poverty – the difficulty that women and girls of menstruating age have in trying to afford feminine hygiene products. It creates a tremendous deficit in education for girls and a loss of income for women who must stay home from school for up to a week every month due to their inability to afford these items; the tremendous social, emotional, physical and mental challenges it creates. 
With the (correct) assumption that a worldwide problem MUST include the US as well (and indeed it does, an estimated 16.9 million women who menstruate are living in poverty), Elizabeth researched the availability and cost of these products, both on an annual and lifetime basis. She further discovered that these items are not covered by any governmental supplemental assistance programs. Elizabeth saw a deep need and went into action. The Period Product Initiative was born.
Elizabeth spearheaded a sanitary supplies drive at a local shopping center. She sourced and won grants from local private businesses and a bank. She partnered with a women’s 5k race, publicized the need, and gathered products and donations at this annual event. She obtained the cooperation of the local food pantry for distribution (and witnessed the shocked delight of women who viewed a box of pads as though they were seeing the gates of heaven). 
The need is ongoing, and Elizabeth’s passion is ongoing too. Currently she is seeking to create a foundation where a principal amount can remain in an account, and generate enough income to sustain an annual need of $10,000. There is no stopping Elizabeth Stevens when she is on a mission to help, and she truly embodies the principles of Rotary.
We humbly submitted Elizabeth Stevens and the Period Product Initiative for the District 7210 Service Project of the Year 2024 and are so very proud of this award. 
The PPI team is working to find a way to make the project sustainable & have found events to collect donations as well as sponsors to help support the project.  One of its greatest sponsors is the Palisades Federal Credit Union Bank.  In 2023 they donated $5,000 and in October 2024 it doubled its donation to $10,000.  The Women's Distance Festival has partnered with the project and donations have been collected at the event for the past 3 years.  The past 2 years Good Samaritan Hospital has also partnered with the PPI project at their Girls Night Out event where they fundraise for the Good Samaritan Breast Cancer Center. 



Weekend Snack Attack
 
As food insecurity has become a greater and greater threat to young children’s health and wellness, Suffern Rotary has responded by creating Weekend Snack Attack. 
 
Our Snack Attack program provides weekend food biweekly to anywhere from 90 to 130 foodinsecure elementary age children through the schools they attend. The process is as follows: 
 
1) Preliminary 
a. Rotary coordinates with the Family Resource Coordinators at the schools that will receive nutrition packages to determine numbers needed, 
b. Rotary and the FRCs agree upon a delivery schedule. 
c. Packages are delivered to school on a Thursday for distribution Friday, with exceptions based on the school calendar. 
d. This program runs from October through May, sometimes into early June, consisting of approximately 18 deliveries. 
e. We use two sets of bins: when we deliver a new round of packages, we pick up the bins from the previous iteration. 
2) Purchasing 
a. Members purchase food approved as acceptable by the school resource personnel, based on both nutritional and child-palate-friendly standards. 
b. Two breakfasts, two lunches, and four snacks are provided in the package. 
c. Fresh fruit (apples and clementines) are used as part of the snack offerings and purchased fresh before each delivery. 
3) Packaging 
a. A Rotarian coordinates with a representative from All Souls Church to schedule packing the food into individual bags (90 to 130 packages) 
b. The bags are placed into large plastic bins for each school serviced 
4) Delivery 
a. Rotarians sign up to deliver the bins to the schools on the designated Thursday before a Friday school distribution date.  
b. Rotarians deliver the bins to the Family Resource Coordinator and pick up the bins from the prior iteration 
 
Any questions, just call, text or email! Judy Klein 845-596-3546, kleinboys4@gmail.com 
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Organization and Structure 
The Suffern Rotary Club is part of Rotary International, a 1.4-million-member worldwide service organization.  Rotary is divided into 34 Zones. Zone 32, which covers the northeast United States, parts of Quebec, Canada and Bermuda. The Zone includes 22 Rotary Districts, including District 7210 of which our club is a member. District 7210 covers 8 counties of the Hudson Valley – Rockland, Dutchess, Columbia, Green, Orange, Putnam, Sullivan, and Ulster. 
The District was created on July 1, 1937, as District 173 which continued until July  1, 1954 when the current 8 county structure was created. It became District 256 which was renumbered 721 in the 1957-58 Rotary year and subsequently became District 7210 which is divided into eight regions and has over 1550 members (as of July 1, 2023) and 58 clubs. Our club is in region 8/9 of District 7210. 
The zone 32 website can be found at https://portal.clubrunner.ca/50077/[image: A map of a city
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History of Rotary 
The first Rotary Club was formed when attorney Paul P. Harris called together a meeting of three business acquaintances in downtown Chicago, at Harris’s friend Gustave Loehr's office on February 23, 1905. In addition to Harris and Loehr (a mining engineer and freemason), Silvester Schiele (a coal merchant), and Hiram E. Shorey (a tailor) were the other two who attended this first  meeting. The members chose the name Rotary because initially they rotated subsequent weekly club meetings to each other's offices, although within a year, the Chicago club became so large it became necessary to adopt the now-common practice of a regular meeting place. 
The next four Rotary Clubs were organized in cities in the western United States, beginning with San Francisco, then Oakland, Seattle, and Los Angeles. The National Association of Rotary Clubs in America was formed in 1910. On November 3, 1910, a Rotary club began meeting in Winnipeg, Manitoba, Canada, marking the beginning of Rotary as an international organization. On February 22, 1911, the first meeting of the Rotary Club Dublin was held in Dublin, Ireland. This was the first club established outside of North America. In April 1912, Rotary chartered the Winnipeg club marking the first establishment of an American-style service club outside the United States. To reflect the addition of a club outside of the United States, the name was changed to the International Association of Rotary Clubs in 1912.  
In August 1912, the Rotary Club of London received its charter from the Association, marking the first acknowledged Rotary club outside North America.  It later became known that the Dublin club in Ireland was organized before the London club, but the Dublin club did not receive its charter until after the London club was chartered. During World War I, Rotary in Britain increased from 9 to 22 clubs, and other early clubs in other nations included those  in Cuba in 1916, the Philippines in 1919 and India in 1920. In 1922, the name was changed to Rotary International. 
History of Suffern Rotary 
The Suffern Rotary Club was chartered on March 23, 1927 with 23 charter members. Suffern was the third Rockland County club and the tenth in the District. The club was sponsored by the Port Jervis club. Currently Suffern and has been the home club of three District Governors; William Miele (1971-1972), Thomas France (1994-1995) and Larry Palant (2022-2023). Suffern was the sponsoring club of the Spring Valley and Ramapo Valley clubs.







Responsibility of Members 
New members of our club are provided with a new member orientation, ideally  prior to their admission to membership. This orientation provides a chance to review the contents of this manual and the club bylaws as well as answer any questions the new members may have. 
Members of the Rotary Club of Suffern are expected to: 
•      Regularly attend Club meetings 
•      Participate actively in Club service projects 
•      Promptly pay dues 
•      Contribute to Club charity undertakings to the extent they are financially able 
· Propose new members to our club 
· Sell or purchase requited tickets for the annual scholarship fund spaghetti dinner 


New Member Responsibilities

New members are provided with a member name badge with a “New Member” tag       attached. To have the tag removed the following is required:
· Sit with the treasurer at check-in to learn member’s names
· Attend a regular Board meeting
· Join a committee
· Attend another Rotary Club meeting
New Member Proposals 
To propose a new member, an existing member must complete a new member form which can be obtained from the Club Secretary or Membership Chair. The completed application, signed by the existing member, is submitted to the Club Membership Chair. The Membership Chair notifies the Board who reviews the application and votes on the approval of the prospect and authorizes its release to the membership (normally within seven days). The Membership Chair then notifies the club members of the new applicant allowing them ten days to comment after which the Membership Chair contacts the new member to notify them of their approval/disapproval. If approved, the Membership Chair schedules their induction. 
It is important while soliciting new members that you clearly communicate the  costs associated with membership in our club. Members are billed on a semiannual basis for club dues which include year-end Charter Night celebration, Rotary International fees, The Rotarian Magazine, and District fees. 







Areas of Focus

Rotary International has identified specific causes to target our local and global impact via global grant distribution and other resources: 
· Peace and Conflict Prevention/Resolution
· Disease Prevention and Treatment
· Water, Sanitation and Hygiene
· Maternal and Child Health
· Basic Education and Literacy 
· Economic and Community Development
· Protecting the environment


Avenues of Service 

Our commitment to service at home and abroad through five avenues of service, which serve as the foundation of club activity:
· Club Service
· Vocational Service
· Community Service
· Vocational Service
· International Service
· Youth Services

Community Service 
As stated in the History of Rotary International, Rotary clubs everywhere have one basic ideal — the “ideal of service.” Our club shares that ideal and has consistently acted on it in many ways. Membership in our club requires active participation in service projects undertaken by the Club. While projects undertaken are at the discretion of the Club, they are typically focused in areas consistent with the Rotary Foundation’s seven areas of focus. 
Examples of some of the Club projects undertaken include: 
· Adopt-a-Highway and other local litter sweeps 
· Purchase and supply winter coats for Suffern Central School District (SCSD) students 
· Provide weekend meals in two elementary schools for food insecure children
· Support of disaster relief charity ShelterBox 
· Period Products Initiative (PPI) supplying feminine Hygiene item for area food bank 
· Bell ringing to support The Salvation Army 
· Provide a sapling on Arbor Day to every elementary school child in SCSD 
· Weekly distribution of Meals on Wheels meals to elderly 
· Support of Christ Church Soup Kitchen along with Community Food Pantry 	
· Installed a Little Free Library in Avon Park behind the gazebo
· Provided community bulletin boards in Avon Park and Point Park 
· Provide $30,000+ in scholarships every year for graduating SHS seniors



· Added a fountain and constructed a stone patio at Good 
      Samaritan Hospital’s Garden of Hope
· Support a school and library in Vera Cruz Mexico
· Participate in local roadway cleanup
· Constructed and maintain a bus shelter on rt 59 by Airmont Rd.

Each year, Suffern Rotary participates in Rotary Day of Service – typically the  third Saturday in May. Our club, along with 800 other Rotary clubs and 30,000  Rotarians perform local community projects.
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The Rotary Foundation (TRF)
The Rotary Foundation is the charitable arm of Rotary International. It is a not-for-profit corporation supported solely by voluntary contributions from Rotary members and friends of the Foundation who share its vision of a better world.  This support is essential to make possible projects, funded with Foundation grants that bring sustainable improvement to communities in need. The Foundation manages three primary funds: The Annual Fund (the primary fund that supports the ongoing work of Rotary), the Polio Plus Fund (the fund  supporting the Rotary initiative to eradicate polio), and the Endowment Fund. 
The Foundation’s priorities are currently: 
· Eradication of the poliovirus from the face of the earth – the PolioPlus Program 
· Funding fellowships to individuals to pursue a graduate degree in  international relations, peace, conflict resolution, and related subjects, or a professional development certificate in peace and conflict studies at one of the six Rotary Peace Centers – Rotary Peace  Fellowships 
·  Funding grants To local Rotary Clubs and Districts to address local community immediate needs – District Grants 

To address large-scale international humanitarian projects, vocational training teams, and scholarships that have sustainable, measurable outcomes in one or more of Rotary’s areas of focus. –

Global Grants. The Foundation has seven areas of focus: 
· Peacebuilding and conflict prevention 
· Disease prevention and treatment 
· Water, sanitation and hygiene 
· Maternal and child health 
· Basic Education and literacy
· Community economic development 
· Supporting the Environment 
Contributions to The Rotary Foundation may be made by check, credit card, wire transfer, or through your Rotary club. Members are encouraged to become Sustaining Members of the Rotary Foundation by contributing at least $100 annually to the Rotary Foundation. Presently, our club will match your first $25 contribution each year 
Members can also make a one-time contribution or enroll in the Foundation’s recurring giving program, Rotary Direct, by going to www.rotary.org/give.

Our Foundation is the engine that drives the Rotary machine. It gives us the chance to see and fulfill the opportunities for service both within our community and internationally. Your gift to The Rotary Foundation allows us to improve communities by promoting peace, preventing disease, bolstering economic development, and providing clean water and sanitation. 
Special Recognition Opportunities 
There are a number of ways in which both our club and individual members can  be recognized for their contributions to the objectives of Rotary. 
Individual Recognitions 
· The Rotary Foundation Sustaining Member — $100 or more per year to the  Annual Fund 
· Paul Harris Fellow — cumulatively, $1,000 or more to the Annual Fund, PolioPlus or an approved Foundation grant 
· Multiple Paul Harris Fellow — $1,000 or more multiple times.
· Paul Harris Society — $1,000 or more annually to the Annual Fund, PolioPlus or an approved Foundation grant 
· Benefactor — $1,000 or more estate plan donation to the Rotary  Foundation Endowment Fund 
· Bequest Society member — $10,000 or more via your estate plans 
· Major Donor – cumulative donations of $10,000 or more 
· Arch C. Klumph Society – cumulative giving reaching $250,000 or more

Club Recognitions 
· Every Rotarian Every Year Club (EREY) recognizes Clubs that achieve the status of having every dues paying member contribute, at least $25 to the  Rotary Foundation during the current Rotary year.
· 100% Foundation Giving Club recognizes Clubs whose members achieve an average annual donation level of $100 per dues paying member. 
· 100% Paul Harris Fellow Club recognizes Clubs for which all dues paying members have achieved Paul Harris Fellow status cumulatively. 
·   Top Three District Club recognizes the top three clubs in each district who achieve the greatest level of per capita giving to the Rotary Foundation in any given Rotary Year (clubs must reach an average per capita giving level  of $50/dues paying member to qualify) 


District and Global Grants 
Contributions to the Rotary Foundation are used to provide both District and Global funding grants. Typically, District Grants are short term in nature and support projects during a single Rotary Year (July 1 through June 30th of the following year). Local clubs request grant funding from their Rotary District and up to 50% of an approved project’s cost can be funded District Grant funds, the remainder must be funded by the Club. 
Global Grants are much broader in scope and often cover several years. The funding for these grants is more complex and is typically a combination of The Rotary Foundation along with District and local funds. Global Grants are intended to address needs in a country other than that of the originating club and require a partner Rotary Club in the benefiting country. 


Club Meeting Format 
Our club normally meets weekly at 12:15 to 1:30 on Thursdays at The Salvation Army College for Officers Training, 201 Lafayette Ave Suffern NY 10901. Due notice of any changes in or cancellation of the regular meeting shall be given to all members of the club along with posting on the club website. 
Club meetings are held to one and a quarter hour in recognition of the business demands of our members, The normal order of our luncheon meetings is as follows: 
· Club meeting Call to Order 
· Repeating of the Pledge of Allegiance 
· Invocation 
· Rotary Minute 
· Recognition of member birthdays and anniversaries 
· Introduction of invited guests and visitors 
· Club Announcements, RI Information, Correspondence, or Other Items of special interest to the membership 
· Lunch 
· Introduction of Program, Address, or other Special Agenda Item 
· Happy Bucks (an opportunity for members to update the membership on special events in their lives –bucks are collected from each member who  chooses to make an announcement 
· 50/50 drawing (see below) 
50/50 Drawing 
The Club 50/50 drawing is completely voluntary. It is a raffle in which tickets can be purchased on arrival at each lunch meeting for a chance to win 50% of the money that has accumulated from raffle ticket sales since a winner was last determined. The other 50% is contributed to the Club’s Charity’s Account. Hence the name, 50-50 drawing. 
A person can purchase one or more tickets, and each ticket purchased equals one entry in the drawing. A single ticket is randomly chosen at the end of each luncheon meeting (the member who purchased the ticket must be present). That ticket holder is then given an opportunity to draw one card from a deck of cards in an attempt to pick the Queen of Hearts. If the Queen of Hearts is picked, the member is a winner and the funds accumulated from ticket sales are distributed as indicated above. If a winning card is not selected, the card drawn by the member is removed from the deck for the next drawing at the next Club meeting.  In that way, the odds of selecting a winning card improve from week to week as the deck is reduced in size.


ROTARY TERMINOLOGY
Acronyms 
RI - Rotary International 
DG - District Governor 
AG - District Assistant Governor 
PDG – Past District Governor 
TRF - The Rotary Foundation 
RLI – Rotary Leadership Institute 
PELS – President Elect Learning Seminar 
RYLA - Rotary Youth Leadership Awards 
CC – Rotary Community Corps 
VTT - Vocational Training Teams (Vocational training teams are groups of professionals who travel abroad either to teach local professionals about a particular field or to learn more about their own)

Club Assembly A club meeting to discuss the club programs and activities. Open to all club members. Clubs can incorporate club assemblies into their regular meeting schedules.

ClubRunner A web service that many clubs use in our district to host web sites and enhance electronic communication with District and International.

Club Leadership Training (fka) District Assembly An annual one-day leadership training with diverse seminars to select from, open to all Rotarians but of particular value to club leaders.

District Conference An annual motivational meeting that showcases club and district activities. Open to all Rotarians in the district and their families. 

The Four Way Test Of the things we think, say and do: (1) Is it the truth? (2) Is it fair to all concerned? (3) Will it build goodwill and better friendships? (4) Will it be beneficial to all concerned?

Interact A service and social club for youth ages 12 - 18 which are sponsored by Rotary clubs. 

PolioPlus The Rotary Foundation's program focuses on global and polio eradication efforts. 

Rotaract Service and social clubs for young adults ages 18 - 30 that are sponsored by Rotary clubs. 
Rotarian Action Groups International groups of individuals who share a passion for humanitarian issues or service activity. An example is the Water and Sanitation Rotarian Action Group. 

Rotarian Community Corps (RCC) Groups of non-Rotarians who work on service projects for their communities. Organized and sponsored by Rotary clubs. 

Rotary Fellowships International groups of individuals who share a vocational or recreational interest. An example is the International Skiing Fellowship of Rotarians. 

The Rotary Foundation (TRF) The philanthropic arm of Rotary International that helps Rotarians advance world understanding, goodwill, and peace through humanitarian projects and educational programs. 

The Rotary Foundation Board of Trustees 15 Rotarians who manage the business of The Rotary Foundation, led by the trustee chair. Appointed by the RI President, with agreement from the RI Board to four-year terms. 

Rotary International (RI) Our international association is comprised of approximately 46,000 Rotary and Interact clubs and 1.4 million members in nearly every country of the world. Headquartered in Evanston, Illinois, with international offices on four continents. 

RI Board of Directors 19 Rotarians who set policy for Rotary International. Elected to two-year terms of office. The RI President is elected annually to preside over the RI board and to set international goals for the organization each year. 

RI Convention An annual celebration of Rotary held in a different location around the world each year. Open to all Rotarians and their families. 

Rotary Peace Centers Hosted by several universities around the world to offer advanced degrees and professional certificates in peace and conflict resolution. 

Rotary Peace Fellow A recipient of a Rotary Foundation scholarship for study at one of the Rotary Peace Centers.

Rotary Youth Exchange (YE) A cultural and educational exchange for students ages 15 - 19, A chance to travel and live abroad for cultural exchanges. More than 8,000 students participate in this immersive program each year.

Rotary Youth Leadership Awards (RYLA) Rotary's leadership training program for teens that emphasizes social responsibility, global citizenship, and personal development. 
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