[image: A logo for a company

AI-generated content may be incorrect.]














Bylaws of the Victoria Rotary Club
Victoria, Texas


January 2026
Committee Members – Chair, Al Shuford,
Members – Milton Chapman,
Amber Countis, and Rachel Martinez
Bylaws of the Rotary Club of Victoria, Texas
January 2026
Table of Contents
Article	Title								Page

Article 1	Definitions								3
Article 2	Membership							3
· Section 2A	Kinds of Memberships						3
· Section 2B	Classifications							4
· Section 2C	Electing New Members						4
Article 3	Dues and Fees							5
· Section 3A	Dues								5
· Section 3B	Fees and Meals							5
Article 4	Meetings								5
Article 5	Attendance and Leave of Absence				6
Article 6	Officers and Directors						7
· Section 6A	Elections of Offers and Directors					7
· Section 6B	Duties of Officers							8
· Section 6C	Standing Committees						9
· Section 6D	Duties of Committees						10
Article 7	Finances and Records						10
Article 8	Community and World Affairs					11
Article 9	Surplus of Assets							11
Article 10	Amendment to Bylaws						12
Article 11	Miscellaneous							13
Appendix										15
· Section A	Preparation Guidelines for Club Officers				15
· Section B	Preparation Guidelines for Club Committee Directors		20
· Section C	Committee Guidelines						24












Article 1 – Definitions

As used in these Bylaws, unless the context otherwise clearly requires, the words in these Bylaws shall have the following meanings.

Board: 		Means the Board of Directors of the Victoria Rotary Club in its incorporated form.
Bylaws:	Means these Articles of Bylaws of the Club.
Club:		Means the Victoria Rotary Club.
Director:	A member of the Club’s Board of Directors.
Fiscal Year:	The fiscal year of the Club shall begin on 1st July and end on 30th June.
Member:	A member, other than an honorary member, of this Club.
Quorum:	The minimum number of participants who must be present when a vote is taken:
One-third of the Club’s members for club decisions. A majority of the officers/directors for club board decisions.
RI:			Rotary International.
Service:	The Avenues of Service are the philosophical and practical framework for the work of this Rotary Club. They are Club Service, Vocational Service, Community Service, International Service and New Generations Service. This Club will endeavor to be active in each of the Avenues of Service.
Words:	Importing the singular number only shall include the plural and vice-versa. Words importing the masculine gender only shall include the feminine gender. 
Year:		The twelve-month period that begins 1 July.


Article 2 – MEMBERSHIP

· The Club shall be composed of adults from all walks of life who demonstrate good character, integrity, and leadership, possess a solid individual, business, or professional reputation, and are committed to service in their community and/or around the world.
· The Club and Rotary International are committed to treating all individuals with dignity and respect and to providing equitable opportunities for fellowship, service, and leadership. The Club strives to create an inclusive environment regardless of race, color, religion, gender, gender identity or expression, sexual orientation, national origin, genetics, disability, age, or veteran status.

Section 2A – Kinds of Memberships

· The Club shall recognize four categories of membership: active, active-retired, active-spouse, and honorary. Every member shall be known as a Rotarian and may wear the emblem, badge, or other insignia of Rotary International. Members may attend meetings at any Rotary Club worldwide. No individual may hold active membership in more than one Rotary Club at the same time.

· Active Member
· Active members meet the qualifications for membership, pay Rotary dues, are eligible to vote on district matters, may serve as Club officers, and are included in the official membership count in Rotary’s database.

· Active Member-Retired
· This category applies to members with at least 15 years of Rotary membership who have retired from active employment and whose combined age and years of Rotary service equal at least 85. A written request form must be submitted to the Club President or Secretary for approval by the Board. Members in this category are billed according to Club-approved dues but are excused from mandatory attendance and quarterly meal fees. When they do attend meetings and have lunch, they are invoiced the current luncheon rate. To qualify for perfect attendance recognition, these members must follow Club and Rotary International guidelines.

· Active Member-Spouse
· An active member in good standing may propose their legally married spouse for membership. Upon approval, the spouse becomes a full active member with all accompanying rights and responsibilities. The spouse pays the standard initiation fee and the full annual dues for International, District, local and Paul Harris Fellow. Meal charges are billed on an “as you go” basis. The original active member’s billing remains unchanged.

· Honorary Member
· Individuals who have distinguished themselves by meritorious service in support of Rotary ideals, or who are considered permanent supporters of Rotary’s mission, may be granted honorary membership by the Board. Honorary members do not pay dues or admission fees, have no vote, and are not eligible to hold office in the Club. They may attend all Club meetings and participate in Club activities, but are not granted rights in other Rotary Clubs, except the ability to visit as guests.

Section 2B – Classifications

· Each member shall be classified based on their business or profession. The classification should reflect either the principal and recognized activity of the member’s firm, organization, or institution, or the member's own primary and recognized business or professional role.

Section 2C – Electing New Members

· A new member must be sponsored by an active member of the Club. Before completing the “Proposed Membership Application,” the sponsor must review the “Membership Obligation Fact Sheet” with the candidate and obtain their signature. It is also recommended that the candidate attend a minimum of three regular Club meetings before proceeding with membership.

· The sponsor will assist the candidate in completing and signing the application, which is submitted to the Membership Committee via the Club Secretary. If the Board serves as the Membership Committee, the application is sent directly to the Board. All membership proposals are treated as confidential during the review process.

· The Membership Committee conducts a due diligence review of the candidate’s character, professional standing, and overall eligibility. The committee will approve or disapprove the application and report its recommendation to the Board.

· The Board will vote to approve or deny the membership within thirty (30) days of submission and notify the Club Secretary of its decision. The Secretary will then distribute the proposed member’s name to the full Club membership for review. A seven (7) day period is allowed for written objections.
· If no more than one written objection is submitted, the proposed member is considered approved. If two or more written objections are received, the Board will discuss the matter at its next meeting. If the Board upholds the objections, the application is denied, and the sponsor is notified. If the Board decides in favor of the candidate despite objections, the member is approved.

· Once approved, the Club Secretary will notify the President, Board, sponsor, and the new member. The President will coordinate the induction ceremony, and the Secretary will report the new member to ClubRunner and Rotary International and provide necessary induction materials.


Article 3 – DUES AND FEES

Section 3A – Dues

· Unless otherwise decided by the Board, the membership dues shall be the sum of Rotary International dues, fees, and subscriptions to the Rotary magazine, District 5930 dues and Club fees. Part of each member's dues is designated for the Rotary Foundation, supporting the members standing as a Rotary Foundation Sustaining Member and contributing towards Paul Harris Fellow (PHF) recognition.
· Members are invoiced by the Club Treasurer at the beginning of each Rotary year. The invoices are issued no later than May 15 and are payable annually in advance on June 15.
· Members may request the Club Treasurer invoice them in two equal payments. The first payment is due on or before 15 June and the second payment is due on or before 15 December.
· Annual dues for members joining the club after July 1 are prorated from the date of joining the club to June 30 and will be invoiced accordingly.
· If a member fails to pay dues on or before the due date and does not contact the Membership Director, or a Club Officer, they may be removed from the Club Roster. The Board may reinstate the former Member to membership upon the former Member's petition and payment of all indebtedness to the Club.

Section 3B – Fees and Meals

· The admission fee for club membership is set by the board and must be paid before an applicant is eligible for membership, unless the Board determines otherwise. Every Member shall pay an admission fee and annual dues, except for any transferring or former member in good standing of another Rotary Club who is accepted into membership of the Club shall not be required to pay a second admission fee.
· Meals will be invoiced at the current lunch fee, on a quarterly basis (July, October, January, April).
· Quarterly meals for members joining the club after the start of a quarter are prorated from the date of joining the club to the end of the quarter.


Article 4 – MEETINGS

· Regular Club Meetings
· The Club shall hold a regular meeting once each week on Tuesday at 12:00PM at such place as shall be determined from time to time by the club. And a business meeting can be held during the regular club meeting.
· Due notices of any changes to location or cancellation of the regular meeting shall be given to all members of the club.
· The Board may substitute a Fellowship, Service Project or Fundraiser in lieu of a regular meeting.
· The Board may cancel a regular meeting if it falls on a legal holiday or in case of the death of a Club Member or any other event that may affect the community. Due notice shall be given.
· For any club decision, at least one-third of the Club’s members must be present to constitute a quorum for a vote. Passage of a motion requires a two-thirds affirmative vote by the members in attendance.

· Method of Voting
· The business of this club shall be conducted by viva voce (verbal assent) vote, except for the election of officers and directors, which shall be conducted by ballot. However, motions to elect by acclamation are permitted. The board may also decide that a particular resolution should be considered by ballot instead of by viva voce vote.

· Annual Meeting
· At regular meetings held each November the Immediate Past President shall ask for nominations for officers and directors to serve for the ensuing Rotary year.
· The election will take place by the second Tuesday in December.

· Board Meetings
· Regular meetings of the Board shall be held each month.
· Special Meetings of the board shall be called by the president, whenever deemed necessary, or upon the request of two (2) officers/directors, due notice having been given.
· For any board decision, a majority of the board members must be present to constitute a quorum for a vote. Passage of a motion requires a majority affirmative vote by the members in attendance.


Article 5 – ATTENDANCE AND LEAVE OF ABSENCE

· Attendance
· All members are expected to maintain at least 60% attendance, either by attending regular meetings or through makeups.
· Attendance is a key component of Rotary membership. A makeup is defined as participation in a Rotary meeting at another club or attendance at a qualifying Rotary-related event or activity, which can be credited for a missed Victoria Rotary Club meeting.
· Traditionally, makeups were earned by attending another club’s weekly meeting. However, many other Rotary events and functions now qualify as makeups.
· It is the responsibility of the member to notify the Secretary of any make-ups.

· Leave of Absence
· A member in good standing with the Club may request a leave of absence for the following reasons:
· Personal, family, or business reasons, or extended travel for 60 days or more.
· The request must be submitted in writing to the Board, stating good and sufficient cause. If approved, a leave of absence may be granted for a specified period.
· A leave of absence serves only to prevent forfeiture of membership; it does not count towards the Club’s attendance records unless the member attends meetings at another Rotary Club during the leave.
· A member on a leave of absence is expected to continue to pay dues bur not meals.


Article 6 – OFFICERS AND DIRECTORS

· The club's governing body shall consist of the Officers and Board.
· The Officers of the Victoria Rotary Club shall include:
· President
· President-Elect
· Vice-President
· Sergeant-at-Arms
· Secretary
· Treasurer
· Immediate Past President
· The Board of Directors shall be composed of thirteen (13) club members:
· The seven (7) officers listed above, and
· Six (6) Directors elected from the general membership (for three year terms).

Section 6A – Elections of Officers and Directors

· At the November meetings, prior to the December elections, the Immediate Past President shall call for nominations from club members for all open officer and director positions, including:
· President
· President-Elect
· Vice-President
· Secretary
· Treasurer
· Sergeant-at-Arms
· Any open Director positions
· It is club practice that a member elected as Sergeant-at-Arms begins a leadership progression that culminates in the presidency.
· The six directors serve three-year terms, with two rotating off each year in accordance with club tradition.
· All elections shall be conducted by ballot, except when a motion is approved for election by acclamation. The Board may determine that any specific motion be voted on by ballot instead of voice vote.
· Nominees for each office shall be placed in alphabetical order on the ballot.
· The candidates receiving a majority of votes for each office shall be declared elected.
· The two candidates for Director who receive the highest number of votes shall be elected to three-year terms.
· Elected Officers and Directors, along with the Immediate Past President, shall constitute the Board.
· All elected individuals shall assume office on July 1 following the election. The Club Secretary is responsible for submitting the new officer list to Rotary International (RI) by December 31.
· Vacancies in any office or on the Board shall be filled by action of the remaining Board members.
· If a vacancy occurs among the officer-elect or director-elect positions, it shall be addressed by the Board-elect.


Section 6B – Duties of Officers

PRESIDENT
· Preside at club and board meetings. 
· Attend in the District Assembly
· Provide leadership to support:
· Membership growth and retention
· Local and international service projects
· Participation and giving to the Rotary Foundation
· Completes required training annually for district and global grants
· Develop future leaders for service beyond the club level.

PRESIDENT-ELECT
· Prepare for the upcoming presidency, including:
· Attend Lone Star President-Elect Training Seminar (P.E.T.S.) and District Assembly
· Organize and overseeing Club Administration
· Ensure all strategic goals and administrative focus areas are on track
· Preside in the absence of the President and Vice-President.

VICE-PRESIDENT 
· Preside in the absence of the President.
· Assist with Administration oversight.
· Coordinate reporting of the club’s RI Goals and District objectives and challenges.

SERGEANT-AT-ARMS
· Maintains order during meetings in a respectful, diplomatic manner.
· Ensures member attention and meeting decorum.
· This role usually initiates the progression along the leadership path toward the presidency.
· Assigns or serves as a greater for each Club Meeting.

SECRETARY 
· Maintain all club membership and attendance records.
· Send notices for meetings and preserve official minutes.
· Submit required reports to RI, including semi-annual membership and monthly attendance.
· Share club trends and improvements with leadership.

TREASURER
· Maintain custody of club funds.
· Provide monthly and ad hoc financial reports to the board.
· File IRS Form 990 by November 15 annually.
· Monitor financial policy compliance.
· Oversee secure record-keeping.
· Promote contributions to the Rotary Foundation.
· Upon term completion, transfer all financial records and club property to the successor or the President.
· Completes required training annually for district and global grants.

IMMEDIATE PAST PRESIDENT 
· Support the President in their duties.
· Serve as a mediator in internal disputes when necessary.

Section 6C – Standing Committees

· Standing Committees support the club’s goals through the Five Avenues of Service: 
· Club Service, Vocational Service, Community Service, International Service, and Youth Service.

· Committee Governance
· President-Elect appoints committee members and chairs before the new Rotary year.
· Committee chairs must be Directors and have prior experience on the committee.
· When feasible, members serve three-year terms for continuity.
· The President is an ex officio member of all committees.

· Standing Committees
· The Rotary Foundation
· Promote financial contributions and participation in RI programs, especially Polio Plus.
· Educate members about Foundation initiatives through bulletins and presentations.
· Membership
· Develop and implement strategies for recruiting and retaining members.
· Public Image
· Promote Rotary and club projects through public relations and communications.
· Community Projects
· Organize and execute local hands-on service projects.
· Prioritize partnerships and financial support for impactful efforts.
· Fundraising
· Develop plans to raise funds to support club activities and service initiatives.
· Set strategic goals for all focus areas.
· Fellowship
· Foster member engagement through social activities and events.
· Promote goodwill and friendship among all members, including through Rotary Fellowships.
· Grants & Scholarships
· Completes required training annually for district and global grants.
· Develop strategies and processes for awarding:
· Scholarships
· Grants to qualified 501(c)(3) nonprofits
· Ensure alignment with community needs.

· Additional Ad Hoc Committees 
· Examples include:
· Victoria Rotary Club Foundation
· Gun Raffle
· Clay Shoot
· Outstanding Citizen Award
· Speaker Scheduler
· Student Speakers
· Four-Way Test Speech Contest
· RYLA
· Youth Exchange
· Rotaract, Interact, and EarlyAct
· Committee Operations
· Committees shall NOT take independent action without board approval.
· Chairs must report regularly to the board and ensure effective committee function.

Section 6D – Duties of Committees

· The President shall define and periodically review each committee’s responsibilities during their term.
· Committee duties should align with Rotary International resources and objectives.
· The Service Projects Committee must incorporate the Five Avenues of Service and address at least one of RI’s 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
· Environmental Sustainability
· Each committee must have:
· A clear mandate
· Defined goals
· Action plans set by the beginning of each Rotary year
· The President-Elect leads preparation and presents recommendations for committee structure, goals, and plans for board approval in advance of the new Rotary year.


Article 7 – FINANCES AND RECORDS

· The fiscal year of the club shall run from July 1 through June 30 and shall guide the collection of member dues.
· Prior to the commencement of each fiscal year, the Board of Directors shall prepare a comprehensive operating budget detailing projected income and expenditures. This budget shall serve as the financial guide for the year unless otherwise amended by board resolution.
· All club funds shall be deposited in a financial institution designated by the board.
· Disbursement of club funds shall be made by check, requiring the signatures of both the treasurer and one additional officer.
· A review of all financial transactions shall be performed by a qualified individual and presented to the board.
· Member dues shall cover Rotary-related obligations and internal operational expenses. Funds raised through donations or fundraising events shall be allocated exclusively to charitable initiatives and shall not offset club operating costs.
· An admission fee, determined by the board, must be paid prior to an applicant’s acceptance into membership, unless waived by board decision.
· The board may authorize an external audit of the club’s or its projects’ financial records and shall appoint an auditor for such purposes.
· The Treasurer will File IRS Form 990 by November 15 annually.


Article 8 – COMMUNITY AND WORLD AFFAIRS

Proper Subjects
· Matters of public concern—locally, nationally, or globally—are considered appropriate for fair, informed discussion during club meetings. Such discussions aim to educate members and support the development of their individual views. However, the club shall refrain from taking positions on any controversial public measures pending.

No Endorsements
· The club shall not endorse, recommend, or oppose any candidate for public office, nor shall political candidate discussions be conducted during meetings.

Non-Political
· The club shall avoid adopting or distributing resolutions or opinions related to world affairs or international issues that are political in nature.
· Appeals to clubs, populations, or governments on international political matters—such as proposed solutions or political advocacy—shall not be made or circulated by the club.

Recognizing Rotary's Beginning
· The week of February 23, Rotary’s founding anniversary, shall be recognized as World Understanding and Peace Week. During this period, the club shall celebrate Rotary’s impact, reflect on its contributions to peace, and engage in activities that promote understanding and goodwill both locally and globally.


Article 9 – SURPLUS OF ASSETS

Surplus of Assets upon Winding Up or Dissolution
· In the event of the Club’s dissolution, and after the full settlement of all debts and liabilities, any remaining assets shall not be distributed to individual members. Instead, such assets shall be transferred to another nonprofit organization with similar objectives, and which is recognized as tax-exempt under applicable laws.
Board Resolution:
· The board of directors must adopt a formal resolution to dissolve the organization. This resolution must be recorded in the board minutes and, if required, approved by a vote of the membership.

Settlement of Debts:
· The organization shall ensure the proper settlement of all debts and obligations, including contractual, financial, and employee-related responsibilities.

Distribution of Assets:
· Once all debts and obligations are settled, the assets can be distributed, and the Club must file a dissolution of the Club with the Texas Secretary of State.

Final IRS Filing:
· The organization must submit final dissolution documentation to the IRS, thereby closing its exempt status and updating federal records.
· It is highly recommended that the board engage legal and accounting professionals experienced in nonprofit dissolution to ensure compliance and appropriate handling throughout the process.


Article 10 – AMENDMENT TO BYLAWS

Amendments
· These bylaws may be amended during any regular meeting of the club, provided that a quorum is present and the proposed amendment receives an affirmative vote from at least two-thirds of the members in attendance. Written notice of the proposed amendment must be sent to each member—via email or mail—no fewer than thirty (30) days in advance of the scheduled meeting.
































Article 11 – MISCELLANEOUS

Conformity to RI Rules
· These bylaws are designed to ensure that the actions and policies of this club consistently comply with the Rules and Regulations of Rotary International, as outlined in the most current edition of the Manual of Procedure of Rotary International.  

Guiding Principles
· The Object of Rotary is to encourage and foster the ideal of service as a basis of worthy enterprise and, in particular, to encourage and foster:
· FIRST. The development of acquaintance as an opportunity for service.
· SECOND. 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.
· THIRD. The application of the ideal of service in each Rotarian's personal, business, and community life.
· FOURTH. The advancement of international understanding, goodwill, and peace through a world fellowship of business and professional persons united in the ideal of service.

The Four-Way Test
· The test, which has been translated into more than 100 languages, asks the following questions:
“Of the things we think, say, or do”
First - Is it the TRUTH?
Second - Is it FAIR to all concerned?
Third - Will it build GOODWILL and BETTER FRIENDSHIPS?
Fourth - Will it be BENEFICIAL to all concerned?

Rotary Vision Statement
· Together, we see a world where People unite and take Action to Create lasting Change – across the globe, in our communities, and in ourselves

Mission
· The mission of Rotary International is to provide service to others, promote integrity, and advance world understanding, goodwill, and peace through its fellowship of business, professional, and community leaders.

Rotary Mottoes
· Service Above Self and One Profits Most Who Serves Best

Diversity and Rotary
· Rotary International recognizes the value of diversity within individual clubs. Rotary encourages clubs to assess those in their communities who are eligible for membership, under existing membership guidelines, and to endeavor to include the appropriate range of individuals in their clubs. A club that reflects its community with regard to professional and business classification, gender, age, religion, and ethnicity is a club with the key to its future.

Avenues of Service
· For years, Rotary’s commitment to Service Above Self has been channeled through the Avenues of Service, which formed the foundation of club activity.
· The five Avenues of Service are the philosophical and practical framework for the work of this Rotary club. This club will be active in each of the five Avenues of Service.
· Club Service 
· Focuses on strengthening fellowship and ensuring the effective functioning of the club.
· Vocational Service 
· Encourages Rotarians to serve others through their vocations and to practice high ethical standards.
· Community Service 
· Covers the projects and activities the club undertakes to improve life in its community.
· International Service 
· Encompasses actions taken to expand Rotary's humanitarian reach around the globe and to promote world understanding and peace.
· New Generations 
· Recognizes the positive change implemented by youth and young adults through leadership development activities.

· Rotary clubs serve communities around the world, each with unique concerns and needs. Rotarians have continually adapted and improved the way they respond to those needs, taking on a broad range of service projects. The most successful and sustainable Rotary service tends to fall within one of the following seven areas:
· Peace and conflict prevention/resolution
· Disease prevention and treatment
· Water and sanitation
· Maternal and child health
· Basic education and literacy
· Economic and community development
· Environment

· Rotary International and The Rotary Foundation recognize these seven areas of focus as organizational priorities, and there are countless ways that Rotarians can address these needs locally and internationally.

Resolutions
· The club shall not consider any resolution or motion to the club on any matter until the board has considered it.  Such resolutions or motions, if offered at a club meeting, shall be referred to the board without discussion.
















APPENDIX


Section A – Preparation Guidelines for Club Officers 

PRESIDENT
Responsibilities
· The president shall assign a director to chair the Annual Clay Shoot Committee, typically, the Sergeant-At-Arms. 
· The president shall each year, assign members to special committees, Board Nominating and Outstanding Citizen Selection. 
· Annually, the president is responsible for appointing members to chair various special functions, which include the Speaker Schedule, Student Speakers, RYLA, the Four-Way Speech Contest, Youth Exchange Students, and Rotaract.
· Ensure the president and the club secretary are registered for My Rotary at www.rotary.org to obtain our club’s administrative data from RI.
· Implement and continually evaluate your club’s goals for your year of office, assuring that all club members are involved and informed.
· Ensure that each committee has defined goals for the year.
· Work with your club to develop, approve, and monitor the club budget while working closely with the club treasurer.
· Possess the necessary training qualifications to be eligible for district and global Rotary Grants.
· Work with district leadership to achieve club and district goals using information and resources from the district, district website and the RI website.
· Arrange for a joint meeting of the incoming board with the outgoing board of directors.
· Completes required training annually for district and global grants.

· What you do
· Preside over club and board meetings
· Appoint committee chairs and members
· Conduct club assemblies
· Create a budget and manage club finances, including an annual audit
· Develop a safe environment for youth participants
· Work with your district governor and assistant governor
· How to prepare
· The year of planning before you take office is crucial to achieving the objectives you set out for your club. As president-elect, you work with your assistant governor and incoming leadership team to set annual goals that support your club’s strategic plan. In this year, you should:
· Take online courses for the club president in the  Learning Center
· Assess your club’s strengths, weaknesses, opportunities, and risks in order to set goals
· Develop an action plan for your annual goals, which support long-term achievements
· Appoint committee chairs
· Ensure continuity in leadership and service projects
· Attend the presidents-elect training seminar
· Attend district training assembly




· Rotary Agenda/Order of Business
· The standard order of business be:
	Club
	Board Meeting

	Meal and Fellowship
	Meal and Fellowship

	· Call to Order
	· Meeting called to order

	· Pledge of Allegiance
	· Approve minutes

	· Invocation/Moment of Silence
	· Items Under Consideration for Board Approval

	· Welcome Visitors/Guests
	· Executives Update – Reports

	· Rotary Announcements
	· Committee Reports

	· Celebrations/Brags
	· Any Unfinished Business

	· Student Speaker/Classification
	· Any New Business

	· Program
	· Date for Next Meeting

	· Raffle/Swag
	· Adjournment

	· Four Way Test
	

	· Adjournment
	



· Resources & reference
· Vibrant Clubs in Action
· Membership Growth and Retention Support
· The Rotary Foundation Reference Guide
· Standard Rotary Club Constitution
· Recommended Rotary Club Bylaws
· Tools
· Pay or view your club invoice (Rotary International dues and fees)
· Update your club membership data
· Add club officers
· Set and track goals in Rotary Club Central
· Take a course in the Learning Center
· Register for a webinar
· Rotary support
· Immediate past president
· Assistant governor
· District leaders

PRESIDENT-ELECT
Responsibilities
· The president-elect prepares for his or her year in office and serves as a Club Learning Facilitator.
· It shall be the duty of the president-elect to train and become familiar with the duties required in preparation for the forthcoming presidency and to perform such other duties as ordinarily pertain to the office.  
· The President-Elect shall attend the district Presidents Elect Training Seminar and the district Assembly unless excused by the Governor Elect. If so excused, the President-Elect shall send a designated Club representative who shall report back to the President-Elect.
· Review your club’s long-range strategic goals and ensure that the club’s strategic plan is reviewed or updated in readiness for your year. Every committee should have its own comprehensive list of strategic goals. 
· Encourage all club leaders to attend the District Assembly. 
· Arrange a joint meeting of the incoming board of directors with the retiring board either before or after the May or June Board meetings. 
· Attending the District Conference. 

VICE-PRESIDENT 
Responsibilities
· It shall be the duty of the vice-president to preside at meetings of the club and the board in the absence of the president and president-elect, and to perform other such duties as ordinarily pertain to the office of the vice-president.
· This role is accountable for monitoring and reporting on the club's goals and challenges.
· Attend District Conference, if possible, to familiarize yourself with District Committee Activities and functions.
· Confer with your predecessor.

IMMEDIATE PAST PRESIDENT 
Responsibilities
· The Past President will continue to represent the club as needed by the sitting President, and will complete any activities outstanding from their term as president.
· The Past President will continue to attend executive meetings, offering support and guidance to the president as needed. The past president should also work with the President-Elect to support them in setting up their executive. The Past President should also fill in for the current president should the need arise.

SERGEANT-AT-ARMS
RESPONSIBILITIES
· The sergeant-at-arms maintains order in club meetings.
· The sergeant-at-arms is expected to arrive at the meeting location 15 to 20 minutes early to check that everything is set up. This includes ensuring tables and chairs are arranged, the gavel, gong, and banners are available, the sound system is working properly, lighting, temperature, and ventilation are adjusted as needed, and preparations for audiovisual presentations are complete.
· Be at the door. Stand at the door of the meeting place five minutes before the meeting begins. Welcome visitors, if no one has been assigned to do this. See that all the members are inside the room by meeting time. 
· Name badges. Be sure that all members are wearing their name badges. These are especially helpful to visitors and new members.
· Farewell to guests. When the meeting breaks up, encourage members to speak to the guests, especially to those who took part in the meeting, and express thanks and pleasure at having them visit the club.

SECRETARY 
Responsibilities
· It shall be the duty of the secretary to keep membership records; record attendance at meetings; send out notices of club, board, and committee meetings; record and preserve the minutes of such meetings.
· Perform other duties as usually pertain to the office of the secretary.
· Maintain current copies of RI Manual of Procedures and this Guidelines and Roles Manual which includes the By-Laws.
· Maintain a supply of club requisites in relation to: RI and Club stationery, including official RI membership kits, badges, and a supply of club banners - as required.
· Prepare and lodge information for RI Official Directory.
· Receive semi-annual RI membership returns; check for accuracy and return with payment of dues.
· Receive semi-annual District return; check for accuracy and return with payment.
· Advise ClubRunner of new members, resignations, and changes of address.
· Advise RI and District of Club delegates at respective Conferences.
· Advise the membership of the election process of the District Governor.
· Prepare nomination submissions related to such office.
· Receive/process applications for leave of absence, Club Rule of 85, etc., seeking Board approval and advising the result to the applicant.
· Arrange for the publication of membership nominees’ particulars in the Club Bulletin, receive objections and present to the Board.
· Receive and record Club inward correspondence and disseminate to the President, Club Officers, and members.
· Record Club outward correspondence.
· Prepare and forward letters on behalf of the Club.
· Prepare the Agenda for Club Board meetings.
· Scrutinize and preserve Club Board meeting Minutes.
· Prepare the Agenda for the Club Annual General Meeting.
· Advise Club membership of meeting.
· Prepare & preserve minutes & related documents of Annual Meeting.
· Prepare a printed agenda for weekly club meetings.
· Maintain supply of visitors / make up cards.
· Assist the IPP in conducting annual Club elections.
· Initiate procedures relevant to the annual Club election process.
· Organize and purchase necessary pins for incoming Board members for the Changeover.
· Prepare Nomination forms, ballot papers in regard to Nominating Committee, Club Directors; President Elect, (as required).

· What you do
· Maintain membership records: Update your club membership data. Your club invoice is based on the number of members in Rotary's database for your club as of 1 July and 1 January. Rotary International sends the club’s invoice by email and mail. Save paper by opting out of the paper (mailed) version.
· Maintain minutes of board meetings.
· Work with incoming secretary to ensure smooth transition.
· How to prepare
· Take online courses for club secretary in the Learning Center.
· Attend district training assembly.
· Work with outgoing secretary
· Resources & reference
· Vibrant Clubs in Action
· Standard Rotary Club Constitution
· Recommended Rotary Club Bylaws
· Tools
· Pay or view your club invoice (Rotary International dues and fees)
· Update your club membership data
· Set and track goals in Rotary Club Central
· Rotary support
· Outgoing secretary
· Club and district leaders
· Club and District Support representative
· Financial representative

TREASURER
Responsibilities
· Maintain detailed records of all Club financial transactions and matters.
· Collect all Club funds.
· Bank all Club funds and reconcile all bank accounts.
· Issue and pay all Club accounts.
· Develop annual budget for club activities from individually submitted committee budgets.
· Prepare financial reports for monthly board meeting, and additionally as required.
· Keep the Club President, and Board as appropriate, fully informed of the Club financial condition, and potential future trends indicated by current conditions.
· Ensure that funds collected for community and charity projects are clearly and separately accounted for, both in their collection (receipt) and their expenditure.
· Issue annual member subscription statements and collect proceeds.
· Keep possession of the club’s “Official Documents Folder” including items such as the certificate of incorporation, insurance documents etc. – see Official Documents Folder Guidelines.
· Implement the financial policy of the Club’s Board.
· Lodge annual return and attend other statutory requirements after Board approval.
· Submit all books for audit and present audited accounts to annual general meeting (AGM).
· Draw and sign all Club payments (cheques) and obtain required second approved signature, after payment is approved by the Club Board.
· Upon retirement from office, turn over to the incoming treasurer or to the president all funds, books of accounts, or any other club property.
· Monitor total amounts given to the Annual Programs Fund (as part of weekly contributions), the Permanent Fund, the Centurion Program, the Bequest Society, the Polio Plus program including the Gates Challenge and any other current appeals promoted by Rotary International.
· Organize a club information night with the Program Coordinator to promote individual giving through the various options open to members – emphasize the facts that Rotary Foundation giving has no overhead costs and that much of it comes back to our club for distribution through Rotary Foundation grants.
· Insert periodical articles in the bulletin reporting on club giving information on programs and encouraging members to be involved.
· Attend district workshops and information sessions on Rotary Foundation and other Rotary Giving programs.
· Completes required training annually for district and global grants.

· What you do
· Manage club funds
· Collect and submit dues and fees
· Report on the state of your club’s finances
· Work with The Rotary Foundation
· Pay or view your club invoice. Your club invoice is based on the number of members in Rotary's database for your club as of 1 July and 1 January. Rotary International sends the club invoice by email and mail. Save paper by opting out of the paper (mailed) version.
· Because the treasurer’s responsibilities may vary according to local laws and cultural practices, please adapt the suggestions offered Club Treasurer's online courses in the Learning Center.
· How to prepare
· Take online courses for club treasurer in the Learning Center
· Work with outgoing treasurer to ensure a smooth transition
· Attend district training assembly
· Resources & reference
· Budget Worksheet
· Vibrant Clubs in Action
· Tools
· Pay or view your club invoice (Rotary International dues and fees)
· Update your club membership data 
· Track club goals and contributions in Rotary Club Central
· View daily club balance
· Rotary support
· Financial representative
· Outgoing club treasurer
· Club president and secretary
· Assistant governor
· Club and District Support representative


Section B – Preparation Guidelines for Club Committee Directors 

Club committee
· As a club committee member, you help make your club a successful, thriving, and fun place. Whether you have been appointed as a committee chair or serve as a committee member, you can help your club improve your communities and develop leaders.
What you do
· A club committee chair:
· Oversee committee functions
· Convenes regular committee meetings and activities
· Supervises and coordinates the committee’s work
· Reports activities to club board
How to prepare
· Take online courses for your committee in the Learning Center:
· Administration
· Membership
· Public image
· Service projects
· Foundation
· Attend district training assembly
· Work with outgoing committee chairs
Resources & reference
· Take a course in the Learning Center
· Club committee structure
Rotary support
· Outgoing committee chairs and members
· Assistant governor
· District committees
· Regional coordinators


THE ROTARY FOUNDATION
Responsibilities
· Attend District Conference, if at all possible, to familiarize yourself with District Committee Activities and functions related to this focus area and committee.
· Attend District Assembly and be part of the Committee Workshops related to this Focus area.
· Attend Club Committee Meetings in this focus area towards the end of the previous year to gain a “feel” for the position.
· Be extensively briefed by the outgoing Chairperson of your committee.
· Review Rotary Literature on your Committee Programs e.g. the relevant Club Leadership Plan booklets.
· Read the Club Roles and Guidelines on roles and procedures that relate to your committee.
· Arrange an initial Planning Meeting with your Committee to appoint a deputy chair, confirm annual strategic plan goals, establish a budget, allocate roles and set meeting times and places. The goals need to be confirmed by the end of this meeting, and a budget total should be forwarded within a couple of days to the Treasurer.
· At the start of your year, inform the Treasurer of the expected amount of expenditure for your committee.
· Arrange committee meetings at pre-arranged venues at least a week before Board meetings and prepare and circulate a brief agenda for each meeting using the Agenda/ Minutes Template for your Focus area.
· Ensure that brief minutes are kept of the committee’s meeting decisions using the Agenda/ Minutes template for your committee. – use these notes as your report to the Board each month and use them to make a brief report to members at one of the next two available Club meetings.
· Ensure your report is emailed to the Club Secretary at least a week before the Board meeting.
· Write a report on the year’s activities for the Annual Report (due by the end of May).
· Ensure that Rotary Months relating to this committee are observed.
· Ensure the Annual Budget for your committee is well managed and kept within Budget. Notify the Board if you need to significantly modify your planned budget.
· Send copies of all correspondence (including emails) you directly receive to the Secretary so records can be made of all club correspondence. Attempt to deal with all correspondence pertaining to your committee promptly and keep records of your responses. Notify the Secretary of all your outgoing club-related correspondence. 
· Liaise with Program Officer regarding Guest Speakers or special nights your committee wishes to run.
· Arrange a meeting with the incoming Director /Chair towards the end of your tenure, brief them on your role and arrange to hand over all relevant documentation and computer files.
· Read appropriate literature on the internet and available from the President and the Rotary Foundation Director about the aims, areas of focus and huge range of Rotary Foundation programs available. Also seek information from current club members who have had experience on district Foundation committees.
· Read appropriate literature on the internet and available from the President and the Rotary Foundation Director about the aims and range of Rotary Foundation programs. Also seek information from current club members who have had experience on district Foundation committees.
· Prepare paragraph summaries of some aspect of the Rotary Foundation for each week’s bulletin and ensure this is passed to the Bulletin editor in time for publication (a whole year of these summaries has already been prepared and is available on the internet or from the President – use these as a starter; they can be recycled each year if needs be).
· Prepare an event to promote the Foundation during Rotary Foundation Month (November) – work with the Program Coordinator to arrange a suitable time. The event could be a presentation by a guest speaker (e.g. a district expert on the Foundation), yourself, a movie, etc.
· Receive information on RF Education programs and share this with the committee and club members through meetings, bulletin and emails.
· Work with your committee to arrange and promote fundraising events for the foundation
· Attend district workshops and information sessions on Rotary Foundation and Polio Plus programs.

MEMBERSHIP
Responsibilities
· Attend District Conference, if at all possible, to familiarize yourself with District Committee Activities and functions related to this focus area and committee.
· Attend District Assembly and be part of the Committee Workshops related to this Focus area.
· Attend Club Committee Meetings in this focus area towards the end of the previous year to gain a “feel” for the position.
· Be extensively briefed by the outgoing Chairperson of your committee.
· Review Rotary Literature on your Committee Programs e.g. the relevant Club Leadership Plan booklets.
· Read the Club Roles and Guidelines on roles and procedures that relate to your Committee Become familiar with the club’s By-Laws and Rules.
· Arrange an initial Planning Meeting with your Committee to appoint a deputy chair, confirm annual strategic plan goals, establish a budget, allocate roles and set meeting times and places. The goals need to be confirmed by the end of this meeting, and a budget total should be forwarded within a couple of days to the Treasurer.
· At the start of your year, inform the Treasurer of the expected amount of expenditure for your committee.
· Arrange committee meetings at pre-arranged venues at least a week before Board meetings and prepare and circulate a brief agenda for each meeting using the Agenda/ Minutes Template for your Focus area.
· Ensure that brief minutes are kept of the committee’s meeting decisions using the Agenda/ Minutes template for your committee.
· Use these notes as your report to the Board each month and use them to make a brief report to members at one of the next two available Club meetings.
· Ensure your report is emailed to the Club Secretary at least a week before the Board meeting.
· Write a report on the year’s activities for the Annual Report (due by the end of May).
· Ensure that Rotary Months relating to this committee are observed.
· Ensure the Annual Budget for your committee is well managed and kept within Budget. Notify the Board if you need to significantly modify your planned budget.
· Send copies of all correspondence (including emails) you directly receive to the Secretary so records can be made of all club correspondence. Attempt to deal with all correspondence pertaining to your committee promptly and keep records of your responses. Notify the Secretary of all your outgoing club-related correspondence.
· Liaise with the Program Officer regarding Guest Speakers or special nights your committee wishes to run.
· Arrange a meeting with the incoming Director /Chair towards the end of your tenure, brief them on your role and arrange to hand over all relevant documentation and computer files.

PUBLIC IMAGE
Responsibilities
· Attend District Conference, if at all possible, to familiarize yourself with District Committee Activities and functions related to this focus area and committee.
· Attend District Assembly and be part of the Committee Workshops related to this Focus area.
· Attend Club Committee Meetings in this focus area towards the end of the previous year to gain a
· “feel” for the position.
· Be extensively briefed by the outgoing Chairperson of your committee.
· Review Rotary Literature on your Committee Programs e.g. the relevant Club Leadership Plan booklets.
· Read the Club Roles and Guidelines on roles and procedures that relate to your committee.
· Become familiar with the club’s By-Laws and Rules.
· Arrange an initial Planning Meeting with your Committee to appoint a deputy chair, confirm annual strategic plan goals, establish a budget, allocate roles and set meeting times and places. The goals need to be confirmed by the end of this meeting, and a budget total should be forwarded within a couple of days to the Treasurer.
· At the start of your year, inform the Treasurer of the expected amount of expenditure for your committee.
· Arrange committee meetings at pre-arranged venues at least a week before Board meetings and prepare and circulate a brief agenda for each meeting using the Agenda/ Minutes Template for your Focus area.
· Ensure that brief minutes are kept of the committee’s meeting decisions using the Agenda/ Minutes template for your committee.
· Use these notes as your report to the Board each month and use them to make a brief report to members at one of the next two available Club meetings.
· Ensure your report is emailed to the Club Secretary at least a week before the Board meeting.
· Write a report on the year’s activities for the Annual Report (due by the end of May).
· Ensure that Rotary Months relating to this committee are observed.
· Ensure the Annual Budget for your committee is well managed and kept within Budget. Notify the Board if you need to significantly modify your planned budget.
· Send copies of all correspondence (including emails) you directly receive to the Secretary so records can be made of all club correspondence. Attempt to deal with all correspondence pertaining to your committee promptly and keep records of your responses. Notify the Secretary of all your outgoing club-related correspondence.
· Liaise with Program Officer regarding Guest Speakers or special nights your committee wishes to run.
· Arrange a meeting with the incoming Director /Chair towards the end of your tenure, brief them on your role and arrange to hand over all relevant documentation and computer files.

Service Projects
· This committee should develop and implement educational, humanitarian, and vocational projects that address the needs of its community and communities in other countries.

· Additional ad hoc committees may be appointed as needed.
· The president shall be an ex officio member of all committees and, as such, shall have all the privileges of membership thereon.
· Each committee shall transact its business as is delegated to it in these bylaws and such additional business as may be referred to it by the president or the board.  Except where special authority is given by the board, such committees shall not take action until a report has been made and approved by the board.
· Each chair shall be responsible for regular meetings and activities of the committee, shall supervise and coordinate the work of the committee, and shall report to the board on all committee activities.

· (Note: The above committee structure is in harmony with the District Leadership Plan and the Club Leadership Plan.  Clubs have the discretion to create any committees that are required to effectively meet their service and fellowship needs.  A sample listing of such optional committees is found in the Club Committee Manual.  A club may develop a different committee structure as needed.)


Section C – Committees Guidelines

· The duties of all committees shall be established and reviewed by the president for his or her year.  In declaring the duties of each, the president shall refer to appropriate RI materials. The Service Projects Committee will consider the Five Avenues of Service, including Club Service, Vocational Service, Community Service, International Service, and Next Generations Service, when developing plans for the year.

· Each committee shall have a specific mandate, clearly defined goals, and action plans established by the beginning of each year for implementation during the course of the year. It shall be the primary responsibility of the president-elect to provide the necessary leadership to prepare a recommendation for club committees, mandates, goals, and plans for presentation to the board in advance of the commencement of the year as noted above.
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