


Manual of Policies & Procedures
1. INTRODUCTION

A. PURPOSE

The purpose of the Manual of Policies & Procedures is to document policies and procedures most relevant to the Suburban Rotary Club of Omaha, 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. Members, upon request, can also have copies.  The document is a living, breathing document and may be updated periodically if so, chosen by the Board. The date first approved will appear prominently on this document. 

Changing or making additions or revisions to this manual may be introduced to the Board of Directors for review and comment at a regular Board meeting. 

B. VISION

The Suburban Rotary Club of Omaha is a successful and valued member of the community, focused on contributing to the communities it serves and maintaining itself as a financially and membership sustainable service organization that exemplifies Rotary’s core value of “Service Above Self.”
.
C. MISSION

Helping to keep the Omaha community and other areas of service strong and vibrant through our commitment to “Service Above Self” as well as supporting all the beliefs and philosophies of Rotary International.

C. PRINCIPLES

Our Guiding Principles:
Rotary’s 100+-year track record of Rotarians joining together to use their skills and passion to make a difference in their communities is one that fosters pride worldwide. In addition to our governance documents, Rotary clubs and districts should be familiar with Rotary’s guiding principles and values statements to carry out Rotary’s mission and understand our history of commitment to professionalism and service. 
Our Core Values
Rotary adopted the core values in 2007 as part of the Rotary Strategic Plan, understanding that these five values are fundamental traits of a Rotarian. Since their adoption, the Board has reaffirmed the core values and are strongly supported by Rotarians worldwide. (RCP 26.010.2.) Rotary International’s core values are: 

· Fellowship 
· Integrity 
· Diversity 
· Service
· Leadership
The Object of Rotary
The Object of Rotary is to encourage and foster the ideal of service as a basis of worthy enterprise and to encourage and foster: 
· The development of acquaintance as an opportunity for service. 
· High ethical standards in business and professions; the recognition of the worthiness of all useful occupations; and the dignifying of each Rotarian’s occupation as an opportunity to serve society.
· The application of the ideal of service in each Rotarian’s personal, business, and community life. 
· The advancement of international understanding, goodwill, and peace through a world fellowship of business and professional persons united in the ideal of service. (RIC 3; SRCC 5)
 
Avenues of Service 
 
Rotary’s five Avenues of Service are the philosophical and practical framework for the work of this Rotary club. 
· Club Service, the first Avenue of Service, involves actions a member should take within this club to help it function successfully.
 
· Vocational Service, the second Avenue of Service, aims to promote high ethical standards in businesses and professions, recognize the worthiness of all dignified occupations, and foster the ideal of service in the pursuit of all vocations. The role of members includes conducting themselves and their businesses by Rotary’s principles and lending their vocational skills to club-developed projects to address the issues and needs of society.
 
· Community Service, the third Avenue of Service, comprises varied efforts that members make, sometimes in conjunction with others, to improve the quality of life of those who live within this club’s locality or municipality by striving for positive peace in the community.
 
· International Service, the fourth Avenue of Service, comprises those activities that members do to advance international understanding, goodwill, and positive peace by fostering acquaintance with people of other countries, their cultures, customs, accomplishments, aspirations, and problems, through reading and correspondence and through cooperation in all club activities and projects designed to help people in other lands.
 
· Youth Service, the fifth Avenue of Service, recognizes the positive change implemented by youth and young adults through leadership development activities, involvement in community and international service projects, and exchange programs that enrich and foster positive world peace and cultural understanding. (SRCC 6)

2. ORGANIZATIONAL STRUCTURE

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. There is also an ex-officio member who is called on, when necessary, when advice is needed on legal matters. The Board is expected to meet at least monthly. The Officers of the Club are:
• President
• President-Elect
• Immediate Past President
• Secretary
• Treasurer
• Sergeant-At-Arms And at-large members 

Qualifications
The qualifications of a Club’s Board of Directors and Officers are set forth in 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 training seminar (PETS) and serve as a club delegate at the district assembly.

Selection of Directors and Officers
The selection process for a 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. 

The President-Elect submits a slate of nominated officers for both the club and Foundation at a weekly meeting and has these names published in the Club’s newsletter (“Scuttlebutt”).  Names are announced to make sure there are no objections several weeks before the Club’s annual meeting.  A verbal vote is taken at that meeting.

Officer Inductions
A changing of the board/installation meeting takes place annually by July. This gives Club Officers and members an opportunity to renew and reaffirm their commitment to the objectives of RI. 



Board Meetings
Board meetings are held on the third Thursday of the month following the weekly meeting of the Club.  If conflicts arise with other scheduled Rotary events, an alternative time will be made by the President of the Club.  A copy of the Club’s Bylaws is on the website. 

Documentation and Record Keeping
Non-profit organizations are required to maintain minutes and financial records. 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.  These will be shared with Board members and maintained by the Executive Secretary. 

Duties
The duties of a Club’s Board of Directors and Officers are set forth in the bylaws of the Club and this Manual:

Club President’s Duties
President
The President's role is to design a membership development plan; supervise the preparation of the Club budget; review fund-raising plans and develop goals for contributing to the Rotary Foundation; review the status of current Club projects and develop strategies for the year; incorporate the RI theme for the year; help define objectives for each committee and check on progress; hold regular assemblies (forums); prepare for the DG's Official Visit and support his/her plan of action; preside at all Club meetings; prepare for and preside over all board meetings; ensure that all Directors perform their essential roles; create and maintain a close relationship with committee chairs; liaise with the outgoing President to ensure continuity; liaise with the Board, the Club committees, the Assistant Governor (AG), the District Governor (DG), the District Committees and community leaders. In particular:
1. Be available to every member of the Club at reasonably requested times. 
2. Maintain a flexible approach within the requirements of the role. 
3. Encourage members to create and champion projects and consider adopting the role of Project Manager for their choice of project. 
4. Respond to the day-to-day needs of the Club. 
5. Be a proponent of seeking out ways of collaborating with other Clubs, organizations and the community. 
6. Serve an additional year as Past President as a member of the Board of Directors and Chair of the Board of Trustees.
7. Then 2 additional years on the Foundation Board. 


Club Past President’s Duties
1) Attend all Board meetings, assist the President as requested and act as an advisor to the
President
2) To act as a Grievance Officer, when required by the Club or its Members
3) To set up and run mediation discussions between parties in a dispute as required
4) Serve as Chair of the Suburban Charitable Foundation
5) Form and lead the Club’s Nominating Committee to identify candidates for the upcoming year’s leadership positions. This includes all officer roles as well as open seats on both the Club and Foundation Boards of Directors.

Club President-elect’s Duties
1) Assist the President as requested 
2) Fulfill the duties of the President, when the President is unable to do so
3) Direct the Board’s nominating committees during the year
4) Meet and coordinate the various Club committees to allow for meeting the desired goals of the Club


Club Executive Secretary’s Duties
1) Send notices to Board members and maintain a Club calendar
2) Confirm Board members’ participation in meetings
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
6) The Secretary should develop the weekly Scuttlebutt e-communication, update and post stories on the club’s website, maintain the calendar on the website, help coordinate communications for the club. 
7) Work jointly with the Sergeant-at-Arms to track attendance at the Club meetings, orchestrate attendance recognition and enter makeups in clubrunner
8) Pay bills in a timely fashion and track funds for the Club and Foundation including check disbursements, deposits and recipients maintaining records in QuickBooks.
9) Manage new member onboarding from acceptance of member, to invoicing on dues and initiation, tracking payments, announcing in Scuttlebutt and at meetings, ordering badges, etc.  
10) Recognizing guests and visiting Rotarians; honor Yearlings 	Comment by Katie Henry: Incomplete

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 annually and at any other time as requested by the Board
3) Perform such other duties as pertain to the office of the Treasurer
4) Provide management oversight on fiscal matters to the Executive Secretary 
5) Send newly collected monies from new Members to District and RI as is required.

Club Treasurer’s Time Specific Duties
Monthly
1) Reconcile the bank statements.
2) Prepare reports for the next monthly Board of Directors meeting.

Semi-annually:
1) Make the January and July payments to Rotary International and the District based
on the semi-annual report provided by RI.

Annually:
1) File the appropriate IRS Forms on or before their due date
2) Participate with the Independent Auditor in the preparation of the annual audit report of the Club.
3) Submit the Nebraska State documents required by due date. 

Sergeant at Arms’ Duties
1)The duties of the Sergeant-at-Arms include collecting money for meals, attendance, Brag for Bucks, fines, etc. 
2)Submission of a weekly log to the Executive Secretary at the end of the weekly meeting.
3)Responsible for tracking meal costs and submitting a check to the club meeting venue.    4)Responsible for the badge collection and laying that out for members to retrieve. 

Board of Directors Duties	Comment by Katie Henry: I think we may want to add expectations or duties of BOD for the Club. Perhaps include a schedule of annual considerations… i.e. April, revisit club membership and lunch costs. Monthly, review grant requests, etc.
1. Attend monthly Board meetings
2. Discuss and if necessary, vote on business of the club
3. Vote on membership applications once approved by the Membership Committee
4. Review budget and make corrections if necessary
5. Set annual budget recommended by the President and Treasurer
6. Review community service grants submitted by Community Service Community and determine submission to Foundation
7. Approve weekly meeting speakers/topics for the month

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 as specified in the Club bylaws and to communicate the accomplishments of the committee to the full membership at the annual update meeting. 

Below you will find a listing of the standing committees, as of May 2025, which formulate the working arm of Suburban Rotary.  Each spring the incoming President-Elect selects the vice chair(s) for each respective committee.  The following year the vice chair (or one of the vice chairs if multiple in the committee) will step up to chair that committee. 
Committees PROGRAM - The chairperson of this committee is responsible for the weekly speaker assignments.  Committee members may be responsible for obtaining speakers or programs for the club’s weekly meetings for a specific month or date during the Rotary year. Information on speakers should be provided to the Executive Secretary as soon as a speaker is retained.  The program committee is also required to obtain a person to introduce the speaker (chair of the day).  
Subcommittees:
 AFTER HOURS – This committee plans and manages all the social events for the Club after-hours.  This includes networking events, parties, appreciation celebrations and more. 
FOUR WAY TEST- This committee promotes Rotary International’s “4 Way Test”.  This committee conducts a search for the “Suburban Rotarian of the Year” and “Omahan of the Year”.  These people selected best depict the values of the 4 Way Test in their lives.   
COMMUNITY SERVICE - This committee organizes local community service projects throughout the Rotary year. Projects have included (bell ringing, recycling, meal packaging, outreach via Salvation Army and more.) This committee is also responsible for recruiting, scheduling and managing bell ringers for the Salvation Army bell ringing Saturday in December. 
Subcommittees:
ADOPT A SCHOOL ANDERSEN- projects related to this school to help ESL students.
ADOPT A SCHOOL CRESTIDGE- support for this elementary school including Santa shop and other projects.
ENVIRONMENTAL- activities to support sustainability and environmental efforts such as electronic recycling. 
CAR SHOW- This committee organizes, markets and manages a Car Show for the Club as its major fundraiser.
FOOD FACILITIES- This committee works with the Club’s designated restaurant to manage the weekly meeting space and the associated meals determining preparation counts and set-up.  They also will take the lead on finding a new venue if needed. 
PUBLIC RELATIONS- This committee helps facilitate the distribution of information to members via the web, social networking sites, and help prepare videos for posting or sharing with current and potential members. This committee also seeks to get media (paper, web, radio) coverage for the club and our programs. 
WORLD COMMUNITY SERVICE: This committee manages projects that benefit lesser developed countries that our club supports, applies for Rotary International grants. Past projects have included building clinics in Nicaragua, fire engines to Guatemala, medical supplies to Nicaragua, school support to Afghanistan, polio inoculations for Polio Plus.
LONG RANGE PLANNING: This committee sets strategic goals and objectives to support and strengthen the club.  A focus is to plan and executive collaborative projects to encourage membership involvement and community support. 
MEMBERSHIP DEVELOPMENT – This committee encourages club members to propose new members. Activities may include membership drives, open houses, after hour socials, and contests, etc. to help promote development activities. The committee also works with Club membership to define the application process, set dues and more. 
MILITARY AFFAIRS/FIRST RESPONDERS – This committee acts as the liaison between Suburban Rotary and the military & first responder community.  The committee will also assist in the recognition of military & first responder personnel for the services they render to the nation and support projects for local military & first responder personnel. 
ROTARY FOUNDATION - This committee raises money for the Rotary International Foundation. The committee recognizes members for their contributions at meetings throughout the year.  
SCHOLARSHIP - This committee is responsible for working with school counselors, selection of scholarship recipients, and planning the annual scholarship recognition luncheon in the spring.  Due to the importance of this committee, it is critical to have several members roll over from the prior year’s scholarship committee to maintain continuity. 
YEARLINGS – This committee holds monthly orientation meetings for new members. The committee assists the new members in meeting the activities necessary for them to obtain their permanent badge.  This committee secures new and existing members to provide a brief vocational talk at the monthly yearling meeting.  
YOUTH – This committee supports projects that help reach out to young people. For example, Suburban Rotary helped found an Interact club for high school students at Omaha South. This committee occasionally attends the Interact meetings, nominates students for RYLA (Rotary Youth Leadership Academy), and provides support/information for the club. 

Each year in the spring before next fiscal year, members are given the opportunity to sign up for the committee they wish to be on.  Members can be on more than one committee if they choose.  If there was a vice-chair (or one of the vice chairs if multiple in that committee) in the previous year, that person becomes hair.  If a Chair is needed, that person is selected by the incoming president. 

3. WEEKLY MEETINGS: Suburban Rotary Club meetings are currently held weekly on Thursday at noon at Legends Restaurant & Grill.  The meeting typically consists of a call to order by the President, a song by Rotary singers, a thank you for the volunteers of the day, the Pledge of Allegiance, introduction of guests including Rotarians from other clubs, various announcements and recognitions, updates on community service projects along with a guest speaker.  The guest speaker is arranged by the Program committee. Speakers present on a variety of topics considered of interest to the membership. Each quarter the club tries to schedule a Guest Day to encourage new members to check out the club.  Current members bring a prospect that day. 

Attendance is taken when members come to the meeting. Current cost to attend is $10. The lunch costs $20.

Program Guidelines:
1. Plan as far in advance as possible, but usually not less than 60 days prior to the
program date.
2. In deciding on a topic and speaker, keep in mind the Club’s mission.
3.The Chair of the Programs Committee will determine if your suggestion should go forward
 to be sure that a similar program is not already being developed by another member.
4. Confirm the program topic and name of the speaker in writing to the Programs Chair who will enter it in the speaker Google Sheets file located in the common drive.  
5. The board confirms monthly meeting agendas one-month prior to that month.
6. Whomever recruited the speaker is responsible for a brief introduction of the program speaker or to find someone to make that introduction. One should include sufficient information for the Club to know who he/she is and what his/her qualifications are for presenting the subject
6. Advise the speaker of time available to him/her and if they have audiovisuals to provide them ahead of time to the club’s designated AV volunteer. Approximate length of the presentation is 25 minutes with a couple minutes for Q& A

4. AFTER-HOURS EVENTS: The subcommittee of the Program Committee plans various networking and social events at locations throughout the Omaha area.  This can range from going to a current Rotarians place of business to a happy hour. 

5. POLICY ON ATTENDANCE
Rotary is a participatory organization which highly values regular attendance. Being present at the weekly meetings and other functions are considered a vital part of the operation and
success of a strong and active Rotary Club. For this reason, being present at our Club's meetings is one of the basic obligations a member accepts upon joining Rotary. Although attendance reflects your availability and desire to serve, there may be times when business responsibilities or family obligations may make normal attendance difficult. 

Attendance Rules
A Rotarian is expected to attend regular Club meetings, gatherings, service projects, committee meetings, social functions and events within each Rotary year to be a member in good standing.

You can "Make up" that meeting. Absences can be made up in the following ways:
(a) attend a regular meeting of another Club anywhere in the world,
(b) attend a regular meeting of an Interact Club,
(c) attend a regular meeting of a Rotary Fellowship,
(d) attend a District Conference, an RI convention, or other approved District or RI meeting,
(e) attend and participate in a Club service project or a Club-sponsored community event or meeting authorized by the Club's Board,
(f) attend a Board meeting or, if authorized by the Board, a meeting of a service committee to which the member is assigned,
(g) attend a club social event.

To receive attendance credit for the make-up, please note that the make-up must take place within thirty (30) days before or after the regular time for the missed Club meeting or social event. When a member is outside the USA for more than fourteen (14) days, the time restriction is not imposed so that the member may attend meetings in another country at any time during the travel period, and each such attendance shall count as a valid make-up for any regular meeting missed during the member's time abroad. A make-up is an opportunity to meet a new group of Rotarians, observe how other Clubs operate, share information about our Club, and make international contacts for our Club's projects.

Protocol: Rotarians are scanned for attendance by a bar code on the back of their badge. For makeups, the club member must email the Executive Secretary and tell her of the makeup event. Suburban Rotary recognizes perfect attendance usually every month with gold pins recognizing the club member’s years in Rotary.


6. BUDGET
Prior to the beginning of each fiscal year, the Club’s President-Elect in conjunction with the Treasurer, Executive Secretary and others supervises the preparation of a budget for review and approval by the Board of Directors. The current Club President, in conjunction with the Treasurer, are responsible for the proper accounting of Club finances, including an annual audit of the current year.

7. FUNDRAISING
The fundraising goal shall be as outlined in the budget for the fiscal year. It is the responsibility of the Club President to ensure that fund raising events take place each year. There is a very strong expectation that Club members will participate in fund raising efforts to maintain Club operations and to support the Club’s charitable giving, scholarship programs, and community projects. The specific fundraisers and the programs supported can change over time; however, typical fundraiser is the annual Car Show. 

8 MEMBERSHIP AND NEW MEMBER ORIENTATION
Club membership: The Suburban Rotary Club accepts new members by invitation only. All new
members must be proposed for membership by a Club member or the Membership Committee. A member can propose active membership to a transferring member of another Club. However, the transferring member must both resign from his current Club and go through the normal acceptance process. A transferring member must subsequently attend Yearlings program. A new member initiation fee, dues and other required contributions are set by the Board of Directors. In addition to the individual membership, there is business partnership members.  These allows a company to have a membership, designate one member of the company as the member Rotarian and then the company can have three additional company representatives attend meetings, participate in events and community service. 

Annual membership dues as of July 1, 2025, are $380 a year.  There is a one-time initiation fee of $250. Business membership is $500 a year, renewable on anniversary date. Initiation fee is $250.


Outlined below are the major steps in onboarding a new member. 

[bookmark: _revsbh6f70ci]New Member Onboarding Process
1. Receipt of Membership Application
· Ensure the membership application form is complete with all required information.
· Collect a professional head-and-shoulders photo of the applicant.
· Request a brief biography from the applicant for publication.
2. Membership Committee Review
· The Executive Secretary circulates the completed application, photo, and bio to the Membership Committee for review.
· Committee members review and approve or raise questions regarding the application.
3. Board Approval
· Upon Membership Committee approval, the application is forwarded to the Board of Directors for final approval.
4. Publication for General Membership Feedback
· Following Board approval, the application is published in the Scuttlebutt.
· Members are given one week to raise any objections or concerns regarding the proposed new member.
5. Database Entry and Dues Invoicing
· If no objections are raised within the publication period, the new member’s information is entered into the Rotary database called Clubrunner.
· The applicant is invoiced for the prorated membership dues and a one-time entrance/initiation fee of $250. For the business membership the dues cost is $500, and the initiation fee is $250.  Annual individual membership is $380 as of July1, 2025.
6. Payment and Formal Introduction
· The new member must complete payment of the dues and initiation fee prior to their formal introduction.
· Arrange a formal introduction at the next Rotary meeting or club event to welcome the new member.
Once the member reaches Step 5, the Executive Secretary enters profile data in clubrunner, and the person is invited to use this system.  It gives members access to club communication, information data on members and much more. 
Samples of the application forms for both types of memberships as well as an overview of each membership can be found prominently on the club’s website. 
Once a formal introduction is made, the “new” member must participate in an orientation program call Yearlings.  Attached to this document you will find a sample of Yearling requirements.

9.MEMBER RESIGNATION AND/OR, DISMISSAL and FOLLOW-UP (James, correct?)

Once a resignation has been approved or a dismissal voted on by the Board of Directors, determination of dues outstanding should be made by the Treasurer. A letter stating the account balance and thanking the member for their service is issued. Additionally, if the Member is transferring a membership to another Rotary Club, the Executive Secretary will terminate the membership in the Suburban Rotary Club. 

10. LEAVE OF ABSENCE 
There may be circumstances when a member is temporarily unable to maintain attendance.
Examples include maternity or paternity, prolonged illness, temporary job
reassignment, significant new responsibilities, the pressure of business, personal issues, or
conflicting job assignments. A Rotarian seeking a leave of absence who expects to be able to return to active Club participation soon, should first contact our Club’s President and discuss the request. If the President feels the request is reasonable, the next step is for the member to submit a written request in the form of a letter addressed to the Board outlining the reasons for the leave. The granting of a leave of absence will be decided on a case-by-case basis, and so the more information that the member can provide helps the Board make an informed decision. Upon written request to the Board setting forth good and sufficient cause, a leave of absence may be granted for a specified length of time, not to exceed one year.
any Club matter. 


12. AWARDS  

The club has designated several special awards.  Perfect attendance is given to members who have attended all meetings (or have make-ups) in the month they joined and for the years they have successfully attended.  This is done at the end of the month, and the member receives a year tab and small certificate.

The Rotarian of the Year is chosen each June by the FOUR WAY TEST Committee. This committee promotes Rotary International’s “4 Way Test”.  They conduct a search for the “Suburban Rotarian of the Year” and “Omahan of the Year”.  These people selected best depict the values of the 4 Way Test in their lives.   The Omahan of the Year is not necessarily a Rotarian. 
13 INTERNATIONAL, DISTRICT AND CLUB MEETINGS OR
CONVENTIONS

I. The Club may pay for all or a portion of the reasonable expenses to facilitate attendance at the
Rotary International Convention by the President-Elect and the Executive Secretary every other year.
2. The Club may pay for all or a portion of the reasonable expenses to facilitate attendance by
members of the Board of Directors at the Rotary District Conference, Seminars, Training Institutes, and similar events.
3. The amount budgeted for these purposes should be set each year during budget development by the Club President, Club Treasurer, and Board of Directors, and may be adjusted in subsequent years as deemed appropriate during budget development for those years

14 COMMUNITY SERVICE & PROJECTS

A special committee heads up this area.  Currently Suburban has Adopt-A- School projects with schools in Millard including the high schools and Andersen Elementary as well as Crestridge Elementary.  In the Millard area the Club works specifically with ESL students and immigrants. 
Other projects including a long-standing relationship with the Salvation Army.  In addition to annually ringing the bell for donations, Rotarians work on the vans distributing food and in the new North Omaha facility.  There are many other projects like Soles for the Souls, Coats for Kids, winter clothing for the homeless and more.  Through the Environmental Committee the Club has held electronic recycling events and planting of trees. 

Community service projects receive funding through a grant process.  The project is submitted through a grant form, approved or disapproved by the committee and sent on to the Board for review.  If approved, funding is usually requested through the Foundation.  That Board of Trustees determines ultimate approval.

A sample grant request is attached to this manual. 

15 INTERNATIONAL PROJECTS: RI encourages Clubs to develop and implement projects that will help improve and enrich the lives of people living in developing countries. Some of the ways that is done is by looking for opportunities through other Clubs or by members who travel to other countries and sees a need that can be helped by partnering with a local Rotary Club in that country.

 RI encourages Clubs to apply for grants from both the District, as individual Club District Grants, and directly to RI for International Grants in conjunction with a Club from another Country.

16.COMMUNICATION

Contact Information: Rotary Club e-mail addresses and phone numbers of Members are for Club use and are only to be used to communicate Club, District, and Rotary International items of interest. They are not to be used to promote our businesses, fundraising events that we are involved in outside of Rotary, organizations that we are associated with, to promote family members' activities, or any other non-Rotary activity. Additionally, we are a non-political organization.

The Executive Secretary is responsible for creating and distributing a weekly bulletin called Scuttlebutt to members and interested parties. Members can submit items for inclusion.
In addition, that position makes updates to the Club’s website through Rotary’s database called Clubrunner.  This includes calendar updates, speaker announcements, stories and much more.  The Ex. Secretary also periodically communicates with the membership or designated groups through the email system of Clubrunner.  She also works with the president to pull together the weekly meeting agenda, Board agenda and other materials like signup sheets and more. The Executive Secretary can also support events, issue press releases, and undertake a variety of other communication efforts.

17 SUBURBAN ROTARY FOUNDATION

This group is dedicated to directly supporting students with special needs through scholarships, as well as other community and club-approved projects. The foundation is managed by a seven-member Board of Trustees including the current club president, the three immediate past presidents, and five club members elected at large to serve three-year terms. The immediate past president of the club serves as chair of the group which meets every quarter.

Club members may request funding from the foundation for projects by completing a grant application and submitting it to the Community Service Committee. If the committee approves the request, it will be forwarded to the Club Board of Directors for additional review. Upon Board approval, the Executive Secretary will determine the timing of the requested donation and will either forward the request to the Foundation Trustees President for an electronic vote or add it to the agenda for the next in-person Foundation meeting.

In accordance with Foundation bylaws, the Foundation meets quarterly. Any item approved via electronic vote must also be included on the consent agenda of the following in-person meeting.

If the grant is approved, the Executive Secretary will coordinate the disbursement of funds and act as liaison between the Club and the recipient. All recipients are expected to provide a follow-up report to the Club describing how the funds were used and outlining the results or impact on the community or individuals served.

In some cases, a member may request an allotment of funds to be used over a designated period. This request must include a strategic outline and budget and follow the same approval path: Community Service Committee, Club Board of Directors, and Foundation Trustees. Approval of an allotment does not constitute open or unrestricted access to funds. Each individual disbursement within the approved allotment must still be submitted for and receive approval from the Foundation Board of Directors prior to expenditure.

Once an allotment is approved, future funding requests tied to that allotment only require Foundation approval. This approach helps streamline the process while maintaining appropriate oversight and accountability.

The group also recognizes support of fundraising by members and has different levels of recognition from President’s Scholarship Level, $300 annually, to Annual Scholarship level of $3,000; to Endowed Scholarships of $50,000 and many other levels.  A  list of donor recognition levels is outlined below. 

Donor Recognition Levels
Scholarship Program
The Suburban Rotary Club has provided over $1,000,000 in scholarships to area high school graduates who wish to continue their post-high school education.
Recognition Levels
· Charlene Tierney Citation - $1,000
· Friend of Suburban Rotary - $2,000
· Patron of Suburban Rotary - $5,000
· Executive Directors Club - $10,000
· Howard Vann President's Club - $25,000
· Planning Giving Member - Will or Life Insurance
· Endowed Scholarship - $50,000 (Requires a single donation of $50,000 or more)

Annually the group is provided a donor report by the Executive Secretary and Treasurers of donations to the Foundation. 

Attachments: 

Yearling Participation Requirements 
 
1) Must attend six yearling meetings in the first year they are members. Each meeting will consist of introductions and a primary speaker (committee chairs). 
 
Suggested meeting topics. 
· Rotary International  
· Club history including club today (committees, after hours etc) 
· The Rotary Foundation /Suburban Rotary Charitable Foundation 
· Community Service Committee 
· World Community Service (update of current grants) 
· Scholarship Committee 
  
2) Sign up to greet 
  
3) Give an invocation 
  
4) Give a vocational to the club 
  
5) Participate in two service projects 
 
6) Join a committee 
 
7) Participate in the writing of a grant 
 
8) Each red badge member will have a Blue Badge mentor 
 
9) The yearling has a year to complete the above requirements, and if not completed within a year, it will be assessed at that time if they need to start over with the requirements. 
 
10) Effective for new members starting December 1st 2024, through June 30th 2028 
 


SUBURBAN ROTARY CHARITABLE FOUNDATION GRANT GUIDELINES (Approved 8.7.18)
The process for grant approval is as follows:
1.) Club Committee Chairs should email their committees to:
A.) explain the Club Grant Process
B.) Send out the application form
C.) Solicit potential projects
D.) Call a committee meeting to discuss and vote on potential project (s) to advance. 
(If a committee submits more than one proposal, they should be prioritized for the Board)
2.) Approval proposals should be submitted on the grant form to the Executive Director by the deadline.
3.) Club Board will consider and approve/deny proposals and advance finalists.
4.) Foundation Trustees will consider finalists and approve/deny funding 
Grant minimum is $500.  Grant maximum is $3000.   Grant applications that do not meet the deadline will not be considered.  Grant applications that are not approved in a committee meeting will not be considered. Individuals may not submit grant applications- they must all be done through a committee.  However, a committee can submit a proposal for any kind of project regardless of committee scope.
Priority will be given to projects that involve active Rotarian participation.   Club grants should not be used to make donations to other non-profit organizations for the purpose of regular operational expenses. Special projects with other non-profit organizations are encouraged. 
Priority will be given to projects that fit within the Suburban Rotary Charitable Foundation’s mission statement and Rotary International’s Areas of Focus. Applicants will be asked to provide information on this. 




The Suburban Rotary Charitable Foundation’s mission statement is as follows:
Statement of Mission- February 24, 2011 
The mission of the Suburban Rotary Club Charitable Foundation is to provide funding assistance primarily for post high school education of special needs students and secondarily for community and international Rotary projects approved by the Foundation's Board of Trustees.

Rotary International’s Areas of Focus are as follows:
· Peace and conflict prevention/resolution.
· Disease prevention and treatment.
· Water and sanitation.
· Maternal and child health.
· Basic education and literacy.
· Economic and community development.

Payment for projects may be made to another organization, a vendor for supplies, or reimbursement to a Rotarian for purchases with receipts.  Payment may not be made to an individual for a project. 

SUBURBAN ROTARY CHARITABLE FOUNDATION GRANT APPLICATION FOR CLUB PROJECTS
RETURN TO THE EXECUTIVE DIRECTOR- WILL BE REVIEWED QUARTERLY BY CLUB BOARD/TRUSTEES

COMMITTEE:_____________________________________ (All proposals must be approved by the committee as a whole- a meeting should be held for a vote.  Only committee-based projects will be considered) 
SIGNATURE OF CHAIR_________________________________
SIGNATURE OF PROJECT LEAD______________________________________ 

1.) Project description-briefly describe the project. What will be done? When/where the project take place?  Who benefits?  

2.) Club member involvement.  Show member involvement besides providing grant funds. How many Rotarians will participate and what will they do?

3.) How does this project fit with in the Suburban Rotary Charitable Foundation’s mission and Rotary International’s Areas of Focus? 

3.) PR and Community impact.  Will we seek PR for this project? What’s the long-term community impact?

4.) Cooperating Organizations (if applicable). Will any other group/organization be working on this project with Suburban Rotary?

5.) Budget- Anticipated Project expenses.  Will you seek additional funds outside the club for this project? 
	Item
	Vendor
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total Expenses
	



Receipts are required for reimbursement.  Payment can be made directly to the vendor from our Foundation, or a club member may make purchases of items and seek reimbursement.  All funds must be spent and reimbursement requested by June 1st of the current Rotary year.  



October 1, 2025

