Rotary eClub of Silicon Valley
Policies and Procedures

Policy No. 7	Duties of Officers

Date of Board Approval: 
Revision Number: 
Revision Date: 


I. PRESIDENT
The President presides over all operations of the Club. It is the President’s responsibility to set the tone and promote the annual Rotary International and District theme for the Club. The president is also responsible to develop the Club’s vision, goals and objectives for the year. Some of the expectations of the President include:
· Presides over weekly Club meetings including at least two meetings as Club assemblies. 
· Chairs the monthly meetings of the Board of Directors. 
· Attends monthly meetings of the Area Club Presidents and Assistant District Governor. 
· Attends District events and functions. 
· Promotes and coordinates District activities and events within the Club. 
· If club policies are not being followed, the President shall take appropriate action to correct the problem. 
· Will receive monthly written reports from the Board committees via the Secretary.
· Prepares a club summary report for the District Governor's meeting with club members.
· Performs such other duties as ordinarily pertain to this office.



II. PRESIDENT ELECT
The President Elect assists the President in accomplishing the annual goals of the Club and prepares for the following Rotary year. Some of the expectations of the President Elect include: 
· Serves as acting President of the club in the absence or incapacity of the President. 
· Attends the monthly meetings of the Board of Directors. 
· Attends District events, functions, and the Rotary International Convention. 
· Promotes and coordinates Club participation in the annual District Assembly. 
· Attends the President Elect Training Seminar (PETS). 
· Reviews and becomes familiar with the Club Constitution, Bylaws, policies and procedures. 
· Prepares for a smooth Board of Directors transition to the upcoming year. 
· Appoints a number of committee chairs and advisors for their term.
· In December of the current year conducts the election of Officers and Directors for the upcoming year.
· Performs such other duties as may be prescribed by the President or the Board. 




III. IMMEDIATE PAST PRESIDENT
The Immediate Past President assists the President in accomplishing the annual goals of the Club. Some of the expectations of the Immediate Past President include: 
· Attends the monthly meetings of the Board of Directors. 
· Attends District events and functions. 
· Presides at meetings of the Club and the Board, in the absence or incapacity of the president and president-elect. 
· Chairs the Nominating Committee if the President forms one.
· If applicable, organizes a meeting of the Nominating Committee in October for the purpose of selecting nominees for President Nominee (2 years ahead), Secretary or Treasurer (for next year) and the Directors (for terms beginning next 1 July).
· Performs such other duties as may be prescribed by the President or the Board.


IV. SECRETARY
The duty of the Secretary is generally to keep the ongoing records of the club, send and receive correspondence, and to conduct general business as it relates to Rotary International and the District. Some expectations of this office include: 
· Attends, and records & preserves the minutes of, the meetings of the Board of Directors.
· Attends District events and functions. 
· Maintains the membership directory and makes it available to club members.
· Records the attendance at meetings and makeups and submits the monthly report of attendance at the Club meetings to the District. 
· Makes the required reports to Rotary International, including the semiannual reports of membership, and pro-rata reports of changes in membership. 
· Orders Club supplies. Processes new members. Receives applications for membership in the club.
· Upon approval of an application by the Board, the Secretary forwards a copy of the application to the Treasurer for invoicing the new member for dues.
· Processes resignations or changes in membership.
· Responsible for updates of club records for the club and District.
· Tracks Rule of 85 exemption data.
· Secures all email addresses to be included in the Club Email list as well as manages this list for the club and the District.
· Has the responsibility of forwarding District email messages to the Club email list.
· Performs such other duties as may be prescribed by the President, the Board or Rotary International.




V. TREASURER
The duty of the Treasurer shall be to have custody of all funds, accounting for the same to the Club annually and at any other time upon demand by the Board. Some expectations of this office include: 
· Attends the monthly meetings of the Board of Directors. 
· Attends District events and functions. 
· Collects and records annual dues and invoices members for other functions that may occur during the year. 
· Maintains records of the Club Operating fund. 
· Pays club bills in a timely manner including Rotary International and District dues and insurance. 
· Disburses contributions and donations as approved by the Board of Directors. 
· Prepares annual Operating and Philanthropic program budgets for approval by the Board. 
· Works with the Bookkeeper, if applicable, and oversees the timely completion of Bookkeeper duties.
· Oversees required state and federal filings.
· Performs such other duties as may be prescribed by the President or the Board.

GRANTS
The Rotary Foundation offers grants that support humanitarian projects, scholarships, and vocational training teams. The Club Treasurer shall be responsible for overseeing the financial management of grants received from The Rotary Foundation.
A. BANK ACCOUNT
1. The Club shall maintain a bank account to be used only for Rotary Foundation Global Grant funds in accordance with applicable laws.
2. The account shall be low- or noninterest-bearing, and any interest earned shall be documented and used on eligible, pre-approved grant activities or returned to TRF or the district.
3. Grant funds shall not be deposited in investment accounts including but not limited to: mutual funds, certificates of deposits, bonds, and stocks.
4. Signatures of the Club Treasurer and the Club President, are required on checks and withdrawals.
B. DUTIES – The Treasurer shall:
1. Maintain a standard set of accounts, including a complete record of all receipts and disbursements, and maintain receipts for all expenditures equal to or over US$75 (or those of any amount required by applicable law).
2. Disburse grant funds, as appropriate, directly to Rotarians, vendors, and beneficiaries as approved in the grant application. Grant funds not immediately disbursed must be kept in the established project account without diversion, except for direct payment for grant activities or to return funds to the District or TRF.
3. Maintain separate statements of income and expenses, noting interest earned and recoveries if applicable.
4. Maintain a general ledger that separates funds according to each project.
5. Establish an inventory system for the control of equipment and other assets purchased with grant funds, and maintain records for items that are purchased, produced, or distributed through grant activities.
6. Perform monthly bank reconciliations. 
7. Maintain a plan for transferring the custody of the bank accounts in the event of a change in leadership. 
8. Ensure all grant activities, including the conversion of funds, are in accordance with local law.
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