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• Pays its Rotary International and District membership dues 
without outside assistance

• Meets regularly

• Members subscribe to The Rotarian

• Implements service projects that address needs in the 
local and/or international community

• Receives visits from the District Governor, Assistant 
Governor or other officer of RI

• Maintains appropriate liability insurance for its region

Standards for Rotary Clubs



• Acts in a manner consistent with the Rotary International 
Constitution, Bylaws, and Rotary Code of Policies

• Updates club membership and officers timely

• Resolves club disputes in an amicable manner

• Cooperates with the RI and District.  

• Does not litigate or have a member who litigates prior to 
pursuing remedies provided for in Rotary documents.

• Follows and completes the election review process  
established in the RI Bylaws

Standards for Rotary Clubs



Learning Objectives Today

When you leave today, you will:

• Get an overview of your role as club secretary and 
what is expected of you

• Discover resources to help you be successful in your 
role as club secretary

• Indentify ways to work with other club leaders

Always remember to draw on the strengths and 
experiences of your club members!!



The Art of Being Club Secretary
LOOK at your role:

• as being instrumental (KEY) in making your club more 
effective

• as one of the main conduit - information will pass 
through you; pass it along, quickly

• as being knowledgeable – identify resources available 
to club members – including the online resources

• ABOVE ALL - Have a sense of humor and have fun!



Your Job as Club Secretary

• Meet with the outgoing secretary / receive records

• Create a My Rotary account on Rotary.org

• Update your club record’s and member list on My 
Rotary as changes occur 

• Record and maintain minutes of  Board meetings

• Submit required reports to Rotary International

• Work with treasurer to collect and submit dues

(See handout for full responsibilities)



To RI (via My Rotary @ RI Website 
– www.rotary.org)

To District  (via Login @ District Website 
– www.rotary7090.org)

Club Invoice 
January & July - with dues (mail & e-mail)

District Dues
July E-mail Invoice from District

NOTE:  RI reporting requirements completed at 
District website if RI Integration is applied

Monthly attendance (15 days after your last 
meeting of the month)

Membership Records updated as changes occur 
but within 30 days. 

Membership Records updated as changes occur 
but within 30 days. 

Changes in officers or meeting information as 
they occur

Changes in officers or meeting information as 
they occur

Official Club Data – Incoming Officers for 
Directory – RI wants information by February 1st

Club Presidents Elect by July 1st

To log on 1st time at RI – need your member 
no., club no., district no. 

To log on 1st time at District – click on Login 
and then select “new and existing users: 
retrieve login and/or reset password”

Club Secretary Duties



RI – My Rotary





District Admin Page



Club Secretary Resources

all available online at www.rotary.org.



Voice and Visual 
Rotary Guidelines

17 January 2014OUR LOOKLogos
Configurations

Masterbrand Signature (Our Official Logo) Mark of Excellence (Our Wheel)

Rotary Wordmark Rotary
Wheel

For many years, our Rotary wheel
stood alone as our logo on signage
and communications materials.
Although the words Rotary
International were embedded in the
wheel, they were hard to read from
a distance. As a result, the general
public did not always recognize
Rotary’s involvement in a project or
activity.

That’s why we decided to expand
our official logo to include the word
“Rotary” next to the wheel.This is
our official logo and our masterbrand
signature, which should be used
whenever possible.

The Rotary wheel is our mark of
excellence. In addition to being a

be scaled up for greater impact and
used separately but in close proximity
to the masterbrand signature.

For example, you could display a
large Rotary wheel on the front of the
podium at an event with the official
logo showing above on a screen. Or
you could use the scaled-up mark of
excellence on the front of a brochure
and the logo on the back. The design
examples on pages 16, 35, and 40
show some easy ways to follow this
guideline.

Print .eps spot or cmyk

PowerPoint .png rgb

Digital:
Web/Email .png rgb Tablet/Mobile

Embroidery .eps spot or cmyk
Silkscreen .eps spot or cmyk
Word Doc (Print) .png rgb

Rotary Identity
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Usethemasterbrand signatureon a
background that hassufficient contrast.

Usea two-colormasterbrand signaturewhen
printingin full color.

Keep themarkofexcellencewhole— never
cropped.

Keep themasterbrand signaturefree of a
holdingshapeand usethecorrecttypeface.

UseRotarycolorsspecified on page15 forthe
markof excellence.

Size themarkofexcellencecorrectlywhen
using it with thelogo, as shown on page 13.

Keep all elementsundistorted and in the
right order.

Make surethemarkofexcellenceis
completely legible.

Place themarkofexcellenceaway from
thelogo.

Keep the masterbrand signature clear of
outlines, special effects, or other graphic
elements.

Logos
Best Practices

Masterbrandsignature

Markof excellence

Rotary Identity
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Use the masterbrand signature on a background that has sufficient contrast.

Use a two-color masterbrand signature when printing in full color.

Keep the mark of excellence whole — never cropped.

Keep the masterbrand signature free of a holding shape and use the correct typeface.

Use Rotary colors specified on page 15 for the mark of excellence.

Size the mark of excellence correctly when using it with the logo, as shown on page 13.

Keep all elements undistorted and in the right order.

Make sure the mark of excellence is completely legible.

Place the mark of excellence away from the logo.









Keep the masterbrand signature clear of outlines, special effects, or other graphic elements.
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More Resources

Where do I get member badges, awards and other Rotary 
paraphernalia?

• All American Specialty Company 
Website: www.shopallamerican.com

• National Award Services 
Website: www.clubsupplies.com

• Russell Hampton 
Website: www.ruh.org

• CRS Marketing
Contact Harry Levine at (866) 550-0455 (toll free)



District-level Resources

• District Governor

• Assistant Governor a/k/a AGs

• District Trainer(s)/District Committees

• Current & Past District Leaders

• Executive Secretary: phutton@netsync.net

• District website: www.rotary7090.org

“A District shall exist solely to help the individual 
Rotary Club advance the object of Rotary”

Manual of Procedure



It will be a Great Year!

Rotary International Theme

2016-2017
Rotary International Theme

2017-2018



YOUR  
JOB AS  
CLUB  
SECRETARY
As club secretary you help your club run well. Watch its trends 
to identify what works well and what doesn’t, and share this 
information with club and district leaders.

Find detailed information in Lead Your Club: Secretary.

RESPONSIBILITIES
Attend the district training assembly and the district conference

Meet with the outgoing secretary and receive club records

Meet with the incoming board of directors

Create a My Rotary account on Rotary.org if you don’t already have one

Update your club’s records and member list on My Rotary as changes occur 

Give the club treasurer the club invoices, due in January and July

Serve on the club board and club administration committee 

Take minutes at club and board meetings and club assemblies 

Update club and officer information for the Official Directory and Rotary’s records 

Manage club correspondence, responding to email and sending official notices and invitations 

Keep promotional items, name badges, and other materials used at meetings and events 

Take attendance and submit monthly attendance reports to the district governor

Preserve your club’s historical records

Write an annual report at the end of the Rotary year 

Assist the club president, treasurer, and committees as needed

Meet with your successor and hand over club records

https://www.rotary.org/myrotary/en/document/547


2017 – 2018 IMPORTANT CONTACT & OTHER INFORMATION 
 
 

Reg Madison, District Governor 
22 Carmichael Crescent, Brantford, ON N3R 8A8 

Res: 519-751-3133     Cell:  519-757-9313     E-mail: reg@D7090.org 
 

Penelope Hutton, District Executive Secretary/Webmaster/Newsletter Editor 
800 Lakeview Avenue, Jamestown, NY 14071 

Office:  716-484-8814     Cell:  716-499-2989     E-mail: phutton@netsync.net 
 

Rino Bidenti, CPA, District Treasurer 
27 Woodway Trail, Brantford, ON N3R 5Z4 

Bus: 519-759-8320     Fax: 519-759-8421     Res: 519-759-7487     E-mail: rbidenti@bdo.ca 
 
 

Insurance Claims and Queries:  www.rotary7090.org – click on Insurances (under Club Tools) 
 

CA: Norwich Insurance Brokers, Attn: Brenda Webber, 13 Stover St. N, Norwich, ON, N0J 1P0 
 Phone: 519-863-2014; Fax: 519-863-2015; 800-280-0937; E-Mail: brenda@norwichinsurance.com 

 
USA: Lockton Companies 

Phone: 800-921-3172  E-Mail: rotary@lockton.com 
Certificate of Insurance/Claim Report Forms for USA Clubs on website at http://www.locktonportal.com/sites/rotary/resources 

Username:  Rotarian Password: Resources#1 
 

Web Sites: 
RI District 7090:  www.rotary7090.org; Rotary International:  www.rotary.org 

 
ANNUAL DUES: 

1. R I Dues – CLUB Invoice (formerly known as SAR).  Due in July and January to Rotary International.  The invoice will be  
sent via email to the club officers twice annually.   
NOTE:  Invoice will be based on # members in databases as of 1st of month July and January.  No adjustments after this date. 

2. District Dues.  Payable in July.  Club executives (president/secretary/treasurer) will receive e-mail with attachment to submit 
District dues. 

 
Rotary World Headquarters: 

 
One Rotary Center     Phone: 847-866-3000 Toll Free: 866-976-8279 
1560 Sherman Avenue    Fax:  847-328-8554 
Evanston, Illinois, USA 60201-3698   E-Mail:  contactcenter@rotary.org 
      

Club and District Administration Department (CDS): 
      
Senior Coordinator: Victoria Schiffman   Phone: 847-866-3354 E-Mail: victoria.schiffman@rotary.org 

 
Coordinator:  Kaitlin Bautz    Phone: 847-866-3069 E-Mail: kaitlin.bautz@rotary.org 

       
Accounts Receivable Department: 

 
A/R Coordinator: Laura Ovalle    Phone: 847-866-4497 E-Mail:  laura.ovalle@rotary.org 
      Fax: 847-556-2166 
 

The Rotary Foundation Donor Services (Paul Harris Fellow Recognition & Contributions to TRF):  
Be sure to include Member no., Club no., and/or District number 7090 on check and submit appropriate form as noted below*) 

Phone: 866-976-8279 Email:  contact.center@rotary.org 
  

USA: The Rotary Foundation, 14280 Collections Center Drive, Chicago, IL, 60693 
 

TRF Canada Coordinator:   David Prowse     Phone:   226-776-1591 E-Mail:  trf.canada@rotary.org 
CANADA: The Rotary Foundation, c/o 911600 PO Box 4090, STN A, Toronto, ON, M5W 0E9 

 
Note:  the following forms are available online at RI: Recognition Contribution Form 123EN* 
      Recognition Transfer Form  102EN* 
      Multiple Donor Form  094EN* 
 

Other Departments: 
                                    Program Department:   programs@rotary.org 
                                    Data Services (changes to membership): data@rotary.org 
                                    Public Relations Department:  pr@rotary.org 
 
 

mailto:phutton@netsync.net
http://www.rotary7090.org/
http://www.locktonportal.com/sites/rotary/resources
http://www.rotary7090.org/
http://www.rotary.org/
mailto:chris.brown@rotary.org
mailto:sean.murray@rotary.org
mailto:programs@rotary.org
mailto:data@rotary.org
mailto:pr@rotary.org
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HOW TO LOGIN / REGISTER 
TO MYROTARY 
 

 
 

HOW TO CREATE A  
MY ROTARY ACCOUNT 

1 

 

First go to www.rotary.org. 
 

Then click on My 
Rotary.  

 

2 Click on Sign In/Register. 



 
October 2014 

 

 
 

 
 
 

 
 

 

3 

 If you are not a 
first time user, 
enter your email 
address and 
password. Then 
click on Sign In. 

 
 

If you are a first time user, click on 
Create account.  

 
 

You will be informed that an e-
mail has been sent to you. 

 

4 

 

Fill in the Account registration 
information and click on Continue. 

 
 

5 

 



October 2014 

Check your email for the address 
you provided in the step above. 
You will receive this message. 
Click on the blue link to finalize 
the process. 

6 

9 

8 

7 
Click on 
Continue. 

Congratulations! 
You have created 
your My Rotary 
account.  

Fill in all the mandatory 
information and click on 

Create account. 



 
2013 

 

 

 

 
Who can modify/add goals in Club Central? 
 Club: president, secretary, treasurer, foundation chair, membership chair 
and/or executive secretary 
 District:  governor, assistant governors, committee chairs, executive secretary 
 
This is a listing of goals that are found in Rotary Club Central on the RI website.  
Presidents Elect, please consider your goals in the following areas.  Upon finalizing your 
goals, please go to Rotary Club Central by signing in to www.rotary.org/myrotary to 
input them.   Directions: after logging in to myrotary, click on Manage in the header 
drop down menu, far left under Club and District Administration, click on Rotary Club 
Central.  Page down to Goals and Progress.  The goals that can be input see small EDIT 
icon next to them.   
 
Your Club 
Membership: (Goals are set at a % or #) 
1. Existing members retained  
2. New members retained 
3. New members to induct 
 
Rotarian Engagement: (Goals are set as a % or #)  
1. Members participating in club service activities  
2. Members sponsoring new Rotarians  
3. Members in leadership development programs or activities  
4. Members in Rotarian Action Groups   
5. Members in Rotary Fellowships   
6. Members attending district conference  
7. Committee chairs attending district assembly   
 
Club Communication:  
1. Our club has a strategic plan (yes/no) 
2. Number of social activities for members outside of club meetings per year (#)  
 
Public Relations:  
1. Number of times we update our website/social media accounts per month (#) 
2. Number of media stories (broadcast and/or print) covering our club’s projects 

per year (#) 
3. We use RI produced advertising/public service materials (yes/no) 
 
 
 

ROTARY CLUB CENTRAL 

PETS PLANNING WORKSHEET 



Service 
Service projects and activities:  
1. Host a networking event 
2. Host a community forum on an important issue in your community 
3. Increase club’s total giving in local currency by at least 10% 
4. Do a project in partnership with another club in your region 
5. Do a project involving a corporate or government partnet 
6. Involve local media in an event, project, or fundraiser 
7. Involve Rotaractors, Interactors, Community Corps, or alumni in at least one 

club project 
8. Did you register an event on endpolio.org to support World Polio Day 
 
Clubs for Young Leaders: 
1. Number of Rotaract clubs (#) 
2. Number of Interact clubs (#) 
 
Youth Program Participants: 
1. Number of inbound Youth Exchange students (#) 
2. Number of outbound Youth Exchange students (#) 
3. Number of RYLA participants (#) 
 
Foundation Giving 
Annual Fund:    
1. Annual Fund ($) 
 
PolioPlus Fund: 
2. PolioPlus Fund ($) 
 
Major Gifts and Endowment Fund:  
1. Major Gifts (#) 
2. Bequest Society (#) 
3. Benefactors (#) 
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Som
e years ago, a new

 acquaintance asked 
m

e w
hat should have been a sim

ple question: 
“W

hat is R
otary?” I opened m

y m
outh to reply 

and then stopped short w
ith the realization 

that I sim
ply did not know

 w
here to begin. 

T
he problem

 w
asn’t that I didn’t know

 w
hat 

R
otary w

as. T
he problem

 w
as that R

otary 
w

as —
 and is —

 too large and com
plex to easily 

define. W
e are a m

em
ber-based organization, 

a club-based organization, and a service-
based organization; w

e are local, regional, and 
international; w

e are com
m

unity m
em

bers, 
businesspeople and professionals, w

orking and 
retired, active in nearly every country in the 
w

orld. E
very one of our 1.2 m

illion m
em

bers 
has a unique set of goals, experiences, and 
priorities; every one of us has a unique 
understanding of R

otary.

To m
e, R

otary is defined not by w
ho w

e are, but 
by w

hat w
e do —

 by the potential that R
otary 

gives us, and the w
ays w

e realize that potential 
in m

eaningful and lasting service. R
otary has 

been around for a long tim
e: 112 years. In som

e 
w

ays, w
e’ve changed trem

endously, as w
e’ve 

grow
n, m

atured, and adapted to the changing 
needs of our m

em
bers and com

m
unities. In 

our fundam
entals, how

ever, w
e rem

ain the 
sam

e: an organization of people w
ith the desire 

—
 and through R

otary, the ability —
 to m

ake a 
difference in our com

m
unities, and the w

orld. 

W
e answ

er the question “W
hat is R

otary?” 
w

ith our actions, by m
aking a difference 

through our service.

A
s an organization, w

e recognize how
 

im
portant it is that the w

orld understand w
hat 

R
otary is, and w

hat w
e do. A

t the sam
e tim

e, 
w

e know
 that it is m

ore im
portant than ever 

to allow
 our clubs to define R

otary service 
for them

selves. A
s R

otarians, w
e have m

ore 
flexibility than ever to decide how

 w
e w

ant our 
clubs to m

eet, w
ork, and grow

. W
e’re focused 

m
ore than ever on m

aking sure that R
otary 

reflects the people it serves, w
ith m

ore w
om

en 
and a m

ore diverse m
em

bership. A
nd w

e’re 
w

orking hard to ensure that R
otary rem

ains 
the w

orld’s pre-em
inent volunteer service 

organization, by em
phasizing long-term

 
planning, sustainable service, and continuity 
in leadership on every level. 

In 2017-18, w
e w

ill answ
er the question  

“W
hat is R

otary?” w
ith the them

e R
otary: 

M
aking a D

ifference. H
ow

ever each of us 
chooses to serve, w

e do it because w
e know

 
our service m

akes a difference in the lives 
of others. W

hether w
e are building a new

 
playground or a new

 school, im
proving m

edical 
care or sanitation, training conflict m

ediators 
or m

idw
ives, w

e know
 that the w

ork w
e do w

ill 
change people’s lives —

 in w
ays large and sm

all 
—

 for the better. W
hatever m

otivation each of 
us had for joining R

otary, it is the satisfaction 
w

e find in R
otary that causes us to rem

ain, the 
satisfaction of know

ing that w
eek by w

eek, 
year by year, w

e are part of R
otary: M

aking a 
D

ifference. 

    Ian H
.S. R

iseley 
President, R

otary International, 2017-18
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l
l

A
chieve a net gain in m

em
bers under age 40. 

M
em

bers w
ho w

ere born after 1 July 1977 and 
join betw

een 1 July 2017 and 1 July 2018 count. 
C

lubs w
ith up to 50 m

em
bers m

ust gain at least 
one m

em
ber under age 40; clubs w

ith 51 or 
m

ore m
em

bers m
ust gain at least tw

o m
em

bers 
under age 40. 

l
l

E
ngage m

em
bers in activities outside regular 

club m
eetings. In R

otary C
lub C

entral, either 
record at least one club social activity or indicate 
that m

ore than 50 percent of your club’s m
em

bers 
participated in club service activities.

l
l

Sponsor or co-sponsor a new
 R

otary club or a 
R

otary C
om

m
unity C

orps to expand R
otary’s 

reach in your com
m

unity. To sponsor an R
C

C, 
com

plete the R
otary C

om
m

unity C
orps 

organization form
 and subm

it it to R
I. C

lubs  
that sponsor new

 R
otary clubs w

ill be reported 
w

hen the new
 club subm

its the application.
l
l

Sponsor or co-sponsor an Interact or R
otaract 

club to involve young people in R
otary.  

R
eport by subm

itting the Interact and R
otaract 

Sponsorship and C
o-Sponsorship form

 to 
interact@

rotary.org or rotaract@
rotary.org.
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ro
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b
s ad

d
ress g

lo
b

al h
u

m
an

itarian
 

ch
allen

g
es b

y p
ro

m
o

tin
g

 p
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M
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u
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m

m
u

n
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e g
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b
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g
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o
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u
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p
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p

le, R
o
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m

n
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e p
u

b
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R

o
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g
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u
r six areas o
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R

o
tary Fo

u
n

d
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n
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ivin
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p

p
o

rtu
n

ities. 

REQ
U

IRED
 A

CTIV
ITIES

l
l

Pay your July 2017 and January 2018 club 
invoices on tim

e. 
l
l

R
eport volunteer hours and service project 

contributions in R
otary C

lub C
entral. T

his 
allow

s us to m
easure and publicize R

otary’s 
im

pact around the w
orld. 

SU
PPO

RT A
N

D
 STREN

G
TH

EN
 CLU

BS

H
avin

g
 m

em
b

ers w
ith

 d
ifferen

t p
ersp

ectives 
an

d
 b

ackg
ro

u
n

d
s fu

els in
n

o
vatio

n
 an

d
 g

ives 
yo

u
r clu

b
 a b

ro
ad

er u
n

d
erstan

d
in

g
 o

f yo
u

r 
co

m
m

u
n

ity’s n
eed

s. To
 stren

g
th

en
 yo

u
r clu

b
 

an
d

 its ab
ility to

 m
ake a p

o
sitive d

ifferen
ce, 

in
vo

lve m
em

b
ers, u

se th
eir u

n
iq

u
e skills an

d
 

in
terests, an

d
 g

ive th
em

 a vo
ice in

 th
e clu

b
’s 

fu
tu

re.

In
crease clu

b
 m

em
b

ersh
ip

, d
iversity, an

d
 

en
g

ag
em

en
t.

A
chieve at least 4 of the follow

ing goals:
l
l

Set at least 10 goals in R
otary C

lub C
entral.

l
l

U
pdate or develop your club’s strategic plan. 

R
eport your achievem

ent in R
otary C

lub C
entral.

l
l

A
chieve a net gain in m

em
bership. C

lubs w
ith 

up to 50 m
em

bers m
ust have at least one m

ore 
m

em
ber listed in R

otary’s records on 1 July 
2018 than they did on 1 July 2017; clubs w

ith 51 
or m

ore m
em

bers m
ust have at least tw

o m
ore 

m
em

bers listed in R
otary’s records.

l
l

A
chieve a net gain in fem

ale m
em

bers. C
lubs 

w
ith up to 50 m

em
bers m

ust gain at least one 
fem

ale m
em

ber; clubs w
ith 51 or m

ore m
em

bers 
m

ust gain at least tw
o fem

ale m
em

bers. 

A
chieve at least 4 of the follow

ing goals: 
l
l

Sponsor, or have club m
em

bers participate in, 
a polio-related fundraising or aw

areness event. 
Find resources at endpolio.org. R

eport your 
achievem

ent by posting the event on R
otary 

Show
case, using the polio category. 

l
l

Partner w
ith T

he R
otary Foundation by 

sponsoring at least one project funded by a 
global grant or a district grant. Find out how

 at 
w

w
w

.rotary.org/grants.
l
l

C
arry out at least one project focused on the 

environm
ent. R

eport in R
otary Show

case, using 
the environm

ent category. 
l
l

M
ake a bigger difference by w

orking together. 
C

ollaborate w
ith other R

otary clubs in your 
region to increase a project’s scope and 
visibility. R

eport in R
otary C

lub C
entral or 

R
otary Show

case.

l
l

Include the fam
ily of R

otary in sustainable 
projects. Involve R

otaractors, Interactors, 
R

otary C
om

m
unity C

orps m
em

bers, or R
otary 

alum
ni in club projects and events. R

eport in 
R

otary C
lub C

entral.
l
l

H
elp R

otary do m
ore by increasing your club’s 

total giving to T
he R

otary Foundation by at 
least 10 percent over 2016-17, as calculated 
in your local currency. R

eport in R
otary C

lub 
C

entral. 
l
l

Increase the num
ber of m

em
bers w

ho give 
U

S$25 or m
ore to any R

otary Foundation fund. 
l
l

A
ttain a m

inim
um

 A
nnual Fund contribution of 

U
S$100 per capita. 

l
l

U
se R

otary’s crow
dsourcing platform

, R
otary 

Ideas, to contribute to a project or seek 
resources for your club’s local or international 
projects. 
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f R

o
tary in

 yo
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m

m
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n
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tellin

g
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m
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g
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o
u

t clu
b

 activities 
th

at are m
akin

g
 a p

o
sitive d

ifferen
ce. 

A
chieve at least 4 of the follow

ing goals:
l
l

U
se R

otary’s brand guidelines, tem
plates, and 

other resources in all your com
m

unications  
to strengthen R

otary’s im
age. Find them

 at 
w

w
w

.rotary.org/brandcenter. R
eport in R

otary 
C

lub C
entral.

l
l

R
egularly update your club w

ebsite and social 
m

edia accounts to show
case club activities 

and illustrate R
otary’s im

pact both locally and 
throughout the w

orld. R
eport in R

otary C
lub 

C
entral.

l
l

H
ost and prom

ote a com
m

unity event to 
support W

orld Polio D
ay, and register it on 

endpolio.org.
l
l

E
ngage your com

m
unity by hosting at least 

one netw
orking event for local professionals, 

com
m

unity organizations, or R
otary alum

ni. 
R

eport in R
otary C

lub C
entral.

l
l

E
stablish or continue a partnership w

ith one 
or m

ore corporate or governm
ent entities or 

nongovernm
ental organizations and w

ork on a 
project together. R

eport in R
otary C

lub C
entral.

l
l

H
ost a com

m
unity forum

 or sem
inar about an 

issue that’s im
portant in your com

m
unity; high

light your club’s w
ork to bring people together 

to find solutions. R
eport in R

otary C
lub C

entral.
l
l

H
ave local m

edia cover a club project, event, or 
fundraiser. R

eport in R
otary Show

case or R
otary 

C
lub C

entral. 
l
l

Prom
ote peace and develop future leaders by 

sponsoring or hosting at least one R
otary Youth 

E
xchange student or sponsoring at least one 

participant in a RYLA
 event. R

eport in R
otary 

C
lub C

entral.

https://www.rotary.org/myrotary/en/document/rotary-community-corps-rcc-organization-form
https://www.rotary.org/myrotary/en/document/rotary-community-corps-rcc-organization-form
mailto:rotary.service%40rotary.org?subject=
mailto:interact%40rotary.org?subject=
mailto:rotaract%40rotary.org?subject=
http://endpolio.org
http://www.rotary.org/grants
http://www.rotary.org/brandcenter
http://endpolio.org


Welcome to ClubRunner! 

Introduction 

Thank you for choosing ClubRunner! ClubRunner is a 
powerful online communication and administration tool 
that will facilitate your club’s activities and correspondence.  
This guide will show you how to retrieve your password, 
login, and manage your profile.  

1) Logging In

In order to receive your password for your website, go to 
the “Member Area” tab on the website and click on “New
and existing users - Retrieve your password”. This will 
direct you to the “Get Password” screen.  

You will be asked to enter your last name and your email 
address. Once you click on “Get Login Info”, you will receive 
an email to retrieve your credentials. Please note, that the 
last name and email address you provide must match what 
is on the record for security purposes. If you are unable to 
get your password, please email support@clubrunner.ca 
with your name and club. To watch an On-Demand Demo 
on how to login, click here.   

With your login credentials, you can now access your 
website from where you can navigate to the Admin page. 
This is a member’s only page where you will be able to edit 
your profile, email other members and contribute content 
to your site.  You should see your name at the top right 
hand corner of the webpage. If you have trouble logging in, 
please email support@clubrunner.ca.  

For future reference, record your login information below. 

Login name: 

Password: 

2) Editing Your Profile

Once you are logged in to your website, you have the 
opportunity to edit and manage your profile. This is 
important as you will need to edit your profile in order to 
receive all email correspondence.  

To do so, click on Admin > Edit My Profile. Fill in the data 
fields and save your data when you are done.    

3) Updating Content on Site

If you have the appropriate access level, you can add some 
personalized content to your site, through the Stories, 
News, Links, Downloads, Speakers and Site Pages modules. 
To access these content areas, either click on the links 
within the “Website Manager” section of the Admin page, 
or simply click on the Website tab, then select the “Website 
Content” menu option. For more detailed instruction on 
adding content to your site, see this help page. 

This guide is an excerpt of the extensive online help 
available on your website.  To access the online help, 
visit http://www.ClubRunnerSupport.com   

Member Cheat Sheet ClubRunner ™ 
Connect. Collaborate. Communicate. 

www.clubrunner.ca 

mailto:clubrunner@doxess.com
http://clubrunner.helpserve.com/Knowledgebase/Article/View/357/214/how-do-i-login-to-my-clubrunner-website
mailto:support@clubrunner.ca
http://clubrunner.helpserve.com/Knowledgebase/List/Index/425/website-30
http://www.clubrunnersupport.com/


Database Integration with Rotary International

Rotary International Database Integration allows your Rotary club the option to link your database directly to the main membership 
database maintained at Rotary International’s Headquarters. This integration minimizes duplicate data entry efforts and leads to more 
accurate and timely information including the semi-annual reports.  

Type of Integration ClubRunner 
Update Member 
First name ✔ 
Middle name ✔ 
Last name ✔ 
Call name (Nickname) X 
Name, Prefix ✔ 
Name, Suffix ✔ 
Gender ✔ 
Sponsor ✔ 
Member type ✔ 
Birth Date ✔ 
Classification ✔ 
Update Member Contact Information 
Home address ✔ 
Business address ✔ 
Home phone number ✔ 
Business phone ✔ 
Fax number ✔ 
Email address ✔ 
Website ✔ 
Update Club Information 
Club permanent mailing address ✔ 
Club meeting place ✔ 
Club meeting address ✔ 
Club meeting day ✔ 
Club meeting time ✔ 
Club website ✔ 
Club phone number ✔ 
Club fax number ✔ 
Club email address ✔ 
Membership Updates 
Terminating active members ✔ 
Adding new members ✔ 
Member type change ✔ 
Club Officer Term Updates 
Adding new club officers ✔ 
Updating existing officer terms ✔ 

How to Activate the RI Integration 
Feature 

1) Opt in at RI’s Member Access Portal
a. Log in either as President or Secretary
b. Select ClubRunner as authorized partner from

   the Partner Organization section 
c. Agree to the Terms & Conditions
d. Wait 24 hours

2) Opt in within your ClubRunner Site
a. Switch on RI Integration link on Admin
b. Select checkbox to switch on integration
c. Agree to Terms & Conditions

Advantages of the Rotary International 
Database Integration
1) Club members can eliminate countless hours of duplicate
data entry
2) Drastically reduces instances of human error
3) Keep member data and club information up-to-date in RI’s
database for immediate communication by RI including
magazine
4) Member-level Privacy options respect each member’s
preference
5) Eliminate the need to manually process and send in semi-
annual reports, or keep the changes to a bare minimum 

NOTE: Rotary International requires that every member or 
individual club make use of a unique email address for 
database integration.

Featuring Compare & Synchronize 
The Compare and Synchronize feature allows you compare 
your member data as it appears on ClubRunner with what is 
available in RI’s Member Access. You then have the option 
to push your member information directly from ClubRunner 
to RI or pull your information from Member Access to 
populate your ClubRunner profile allowing you to clean up 
any inconsistent data between the two databases. 

How it Works 
With the Rotary International Database Integration feature, 
when a club database is updated with, for example, a 
member’s new contact information, that change will 
automatically be incorporated into RI’s database within 
minutes, eliminating the need for clubs to formally notify RI 
or make the change again manually through Member Access.



RI and District/Club Integration 

Sign up and activate 
Contact your provider of choice and sign up on their website. Once you're enrolled with a 
provider, you should: 

1. Sign in to your My Rotary account.
2. Go to Club Administration, Club & Member Data, Update Club Data, Designate a Club
Management Vendor
3. Choose your provider from the Partner Organization drop-down list.
4. Click "I Agree" to activate the agreement. Your provider is now shown in the name field.

NOTE: If you're already using one of Rotary’s participating partners, you still need to activate 
the agreement. 

After you activate your agreement, make sure that your integration will work properly: 

1. Go to your website (or District) and check to make sure the direct integration option is
selected on your provider's site.

NOTE: The provider site is your website (ClubRunner). If you do not have a provider 
website for your club, you would do this at the District site. If you have a provider that is not 
ClubRunner, it will not integrate with District site.  My understanding is that you would integrate 
RI and your alternative provider website. Hence, you will have to update the District separately. 

2. Your club ID and member IDs in your provider's database match the IDs in Rotary's
database.
3. Find out what data your provider has rights to update. Check the provider list.

NOTE: You and your club manage the information that Rotary (and the District) sees.  As a club 
and/or Rotarian, you determine the information that members choose to share from either the 
Club’s website if you have one, or the District website.  On the District website, the member 
would manage his/her Privacy settings on the member profile. 

https://www.rotary.org/myrotary/en/manage/club-district-administration/826


Worksheet for Estimating Club Dues for 2017 - 2018

Totals

District Dues: (Once a year) CA Clubs US Clubs

invoiced in July in US $$ in US $$
a No. of Members at July 1 x 52.43$              $46.28
b President Elect Training 100.00$            100.00$           

TOTAL

RI Dues: (Twice a year)

invoiced in July
a No. of Members at July 1 x 30.00$              30.00$             =
b Rotarian Magazine 6.00$                6.00$               =
c Prorata Dues ?
d Council on Legislation Levy 1.50$                1.50$               =
e US Clubs only INSURANCE 6.15$               =

TOTAL

invoiced in January
a No. of Members at January 1 x 30.00$              30.00$             =
b Rotarian Magazine 6.00$                6.00$               =
c Prorata Dues ?

TOTAL 73.50$              79.65$             

Estimated Total for Year 125.93$            $125.93
in US $$ in US $$

Clubs that have not paid their Rotary dues within 4 months of the date of the invoice will be terminated.
Clubs will then have 5 months to fufill the following reinstatement requirements:

1 Pay all outstanding financial obligations at time of termination
2 Pay all membership dues that continue to accrue thereafter
3 Pay a $30 PER MEMBER reinstatement fee
4 Complete and submit a reinstatement application, provide an updated membership list along

with list of current officers and their contacti information.
After 150 days from termination, clubs are permanently terminated losing its name, history and charter.

worksheet for budgeting purposes - guide only

OUTSTANDING CLUB DUES: 

*The 2016 Council on Legislation may be remembered as the most progressive in Rotary history. Not only did this Council
grant clubs more freedom in determining their meeting schedule and membership, it also approved an increase in per
capita dues of $4 a year for three years., as follows:
The increase sets the annual dues at $60 in 2017-18, $64 in 2018-19, and $68 in 2019-20.
The increase will be used to enhance Rotary’s website, improve online tools, and add programs and services to help clubs
increase membership.  For more information of recent legistlation go to District website www.rotary.org, click on District 
Operations, Council on Legislation.
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