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INFORMATION 
FOR THE SECRETARY
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District Secretary

Marjorie Gerlinger

0419 302 109

Marjorie.gerlinger@rotary9800.org



You are much more than just administration!!

You are the right hand to the President who will be relying 
on you during the next 12 months

You will make their job so much easier

You are the information traffic director within the Club

You are most likely the archivist of Club records, some clubs 
have an executive secretary who manages this.
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Club Secretary
 the backbone of the Club
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Rotary International 
and the 

RI South Pacific and Philippines Office

How they can help you?



In RISPPO office there are four main departments 
waiting to assist you:
•  Administration and Literature
• Finance
• The Rotary Foundation
• And Club and District Support or CDS
Administration and Literature assists with general 
enquiries and ordering Rotary International publications
The finance team can help with payment of club invoices 
as well as receipts for Foundation contributions.
The Foundation team can provide advice about 
Foundation programs and recognitions. You would speak 
to them if you have queries regarding Paul Harris Fellow 
Recognitions.
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ADMINISTRATION
& LITERATURE

CLUB & DISTRICT 
SUPPORT

FINANCE

THE ROTARY 
FOUNDATION

South Pacific & Philippines Office



They process new club applications – that includes standard 
rotary clubs, e-clubs, satellite clubs, Rotaract and Interact 
clubs.
They process applications for change of club names, voluntary 
club resignations, mergers and other administrative 
procedures. They also help with RI approvals for club 
incorporations.
They help with club and member anniversary recognition.
Also deal with the curly questions that Rotarians sometimes 
have as well the complaints, which unfortunately they get from 
time to time.
They can also connect you with Rotary International staff who 
deal with specialised areas such as RI awards.
So that’s a general introduction to the RI structure and the 
RISPPO office.
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§ General enquiries 
§ Obtaining Paul Harris Fellow Recognitions
§ Online tools support
§ Club administration eg. name change, 

club closures etc
§ Club and member anniversary recognition

Club and District Support
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Information to help you in your Role as Secretary

Club Administration / Information which is contained in 
My Rotary

Rotary International website
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Login to My Rotary and select Knowledge and Resources 

Then select Club and District Administration



§ Record membership

§ History of membership

§ Semi-Annual Dues 

§ Foundation contributions

§ Enter club goals for Club Excellence Award 
(formerly Rotary citation}

§ Downloads

§  … and much much more.

Who can update club and member data?

You are authorised to update club and member data if you are a president, 
secretary, executive secretary/director, treasurer, membership chair, or Rotary 
Foundation chair and this position has been reported in the RI database.
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Your Club 
information
available on
the RI website
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Goal Recording for Club Excellence Award
use Rotary Club Central
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Path to info

KNOWLEDGE AND RESOURCES 

RESOURCES BY ROLE 

LEARN BY ROLE

CLUB ROLES



17

Path to in online modules

KNOWLEDGE AND RESOURCES
 
ROTARY TOOLS

LEARNING CENTRE
 
CLUB LEADERSHIP

SECRETARY



18

Information on the 
District Website

www.rotarydistrict9800.org.au
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Insurance Certificates 
(Certificates of Currency) 
can be downloaded at:
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Looking forward to your year
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§ Club Constitution and Bylaws
§ Club Certificate of Incorporation

§ Insurance - Certificates of Currency      

§ Original Charter Certificate issued by RI
§ District 9800 Club Administration Guidelines Manual 

§ RI Manual of Procedure
§ RI Code of Policies

Documents that you should know where to find 
or have copies of:
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What should you be doing now if you 
haven’t already done so

Register for My Rotary 
www.rotary.org

Register for Rotary Down Under
www.rotarydownunder.com.au

Register for Rotary District 9800
www.rotarydistrict9800.org.au
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§ Record membership

§ History of membership

§ Semi-Annual Dues 

§ Foundation contributions

§ Enter club goals for Presidential citation

§ Downloads

§  … and much much more.

§ Why RDU
§ Update members
§ Bi-annual invoice
§ Why District
§ enables you to maintain the database of members so that the online 

directory is up-to-date at all times.
§ Access to downloads, admin manual, insurance certificates, district 

policies, Constitution and Bylaws, protection policies, foundation grants 
forms etc.

Why My Rotary?

Why RDU 

Why Rotary District?
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§ Things you need to organise with them

§ To receive access to the complete records of the Club both statutory and 
historic and details of where items are stored.

§ To arrange for change of passwords on computer systems/club 
computers plus websites and databases etc.

§ Arrange for Board minute at the June Board meeting to allow update of 
bank account signatories.

§ Access to mailbox and any other storage facilities.

Meet with your predecessor to ensure a smooth handover 
at the start of July.

What else?



In conjunction with other Club members set 
the dates for:

§Board Meetings

§Annual General Meeting

§Club Forums

§Record date of DG visit- no other speaker on 
that day

§Special events eg Club birthday, Club 
changeover

anything else …..
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The Club Calendar



§ Liaise with your President and work out the best procedure 
for organising Board meetings

§ Does your Club have set days and times for Board 
meetings – is this going to stay the same?

§ How would your President like the Agenda done?

§ Are there set templates for reports and requests from 
committees?

Actual logistics include 

§ Sending out a notice of meeting 

§ Confirm participation / apologies / quorum

§ Documents and reports received and circulated in a 
timely manner
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Prepare for effective Board meetings
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Ensure Minutes are taken either by you or a minute secretary.

§ These should be written up as soon as possible after the meeting and 
include details of actions decided upon, by whom and by when.

§ Ensure any recommendations for Board approval or expense payments 
within or outside of the original budget are recorded.
(this is a must for audit purposes)

§ Some Clubs include information from the Board meeting in their 
Bulletin – a discussion with your President.

§ File a complete set of reports including treasurer, committee reports 
and Board minutes. (The auditor will request this information when 
auditing the financial reports for the year)

These reports form part of your history and statutory archive

Board meeting
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An incorporated association is required to do amongst other things:
§ Ensure that the registered name and number of the association appears in all 

notices, advertisements, publications and business documents

§ Maintain adequate and accurate accounting records of its financial transactions 

§ Have accounts audited or reviewed at the end of each financial year as required 
under the current incorporated associations rules published on the Consumer 
Affairs Victoria (CAV) website and retain accounting records for 7 years

§ Notify the Registrar of any changes to its statement of purpose or rules or 
change to Public Officer or address. Secretary is usually the Public Officer so 
the change may be annual. 

§ Make a copy of its rules available for inspection by its members on request

§ Update authorised officer with ATO if your Treasurer changes if registered 
for GST

Statutory obligations of an Incorporated Body

Cont…
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Each calendar year an incorporated association must:
§ Present the Club’s accounts to the Board for approval prior to the AGM.
§ Hold an annual general meeting within 5 months after the end of the 

association’s financial year. (By November 30).
§ Notify members of the AGM date and agenda at least 14 days prior to the 

meeting or at least 21 days if a Special Resolution is proposed.
§ Prepare an AGM agenda which includes the election of officers for the 

following Rotary year and approval of accounts from the prior Rotary year.
     (Process for nominating candidates for office is in your Constitution)
§ Ensure minutes of the AGM are recorded, approved at the next AGM and 

filed.

Statutory obligations of an Incorporated Body
…cont
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Financial statements and auditing requirements – incorporated associations

§ The Club must lodge an annual statement with Consumer Affairs Victoria 
every year within one month after its annual general meeting.

§ On or after the end of the financial year date, you will receive an email 
notification to lodge your annual statement.

§ You will need to include a Schedule 1, Regulation 15, Form 1 to go with 
your accounts.

§ All information about how to do this is found on the Consumer Affairs 
Victoria website:

https://www.consumer.vic.gov.au/clubs-and-fundraising/incorporated-associations

Statutory obligations of an Incorporated Body
…cont
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Payment of Semi-Annual dues

In conjunction with the President and Treasurer put in place a 
system to ensure that the club members reported on District 
and Rotary International are correct as at:

June 30 

December 31
Semi annual dues are charged on 1st July and 1st January

If your numbers are incorrect, you will be charged, and have 
to pay dues, for the numbers reported in the databases.


