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  QUESTIONS TO CONSIDER BEFORE YOU TAKE UP OFFICE

Consider the following questions as you prepare to take up office in the new year.

Question 1: Transition
A. Has transition of power to the new president and board taken place? 
B. Have the bank signatories been changed? 
C. Are the new team aware of the status of global grants and other club projects and contractual/financial obligations? 

Question 2: Are the Basics in Place? 
A. Is the club meeting weekly? 
B. Are the meetings being conducted as Rotary Meetings, i.e., in line with Rotary Protocol? C. Are board meetings taking place every month? 
D. Are quarterly assemblies taking place? 
E. Have ALL dues been Paid? 
F. Is the club pre-paid? If not why not?
G. Are clubs qualified? 
H. Are Global Grants being reported and old ones being closed? 
I. Have they reported Goals in Club Runner and My Rotary 
J. Are all members registered in My Rotary? 

Question 3: What is the Progress on Strategy? 
A. Status Club Strengthening - Membership growth, Training & New Club Formation in your County. 
B. Progress on Inter-Club coherence and activities 
C. Plans for Bigger, Impactful Projects 
D. Drive for More, Every Member Support to the Rotary Foundation - $100 per member this year

  HOW TO RUN A STANDARD WEEKLY ROTARY CLUB FELLOWSHIP	



Rotary meetings/ fellowships are an avenue where Rotarians get together to bond and discuss Rotary Issues. The first Rotary club held its meetings in the offices of its four founding members, a practice that was effective and practical in 1905. Today, Rotary clubs meet in a wide variety of venues, including restaurants, hotels, libraries, convention centers, banks, museums, town halls, bars, boats, ranches, outdoor theaters, as well as meeting rooms in local businesses, senior housing facilities, churches, temples, and mosques.

Rotary clubs also meet in a variety of ways: in person, online, or even a mix of each at the same meeting. Some members can attend in person and others participate using online communication tools, like video conferencing.






Tips for effective fellowships

Here are 10 tips for holding a well-planned meeting that projects a professional image to both members and non-members.

1. Start on time and end on time. Delaying the meeting start time for the sake of latecomers only penalizes those who show up promptly. Honor everyone’s time. Be Fair to All Concerned.
2. Meet, greet and Introduce visitors and guests warmly. This sets a friendly tone and makes non-members feel welcome. Remember that every visitor is also a prospective member. Have a welcoming committee at the entrance (ideally President and Membership Director) and register visitors on arrival for future follow up. Have club members on stand by to ring guests into the meeting and introduce them to other members. 
3. Prepare and follow a proper agenda. Agendas are critical to meeting’s success. Give the mic to committee chairs or other members to make announcements but keep good control on time.
4. Plan meetings with variety. Strive to plan meetings that are interesting, entertaining, and informative for added value to your membership. Talk also to other clubs on getting quality speakers
5. Create a congenial atmosphere. Members feel best and gain most when they are at ease. They need opportunities to get to know each other, talk together, and build trust. A few ideas to help members feel free to “join in” are team-building activities, small group discussions, and committee work.
6. Move people around. Seating arrangements at club meetings are important for fellowship and club cohesion. Changing up seating arrangements from time to time helps members become better acquainted and feel more at ease. Some clubs use a system in which each member draws a table number at random upon arriving at each meeting.
7. Hold interesting programs. Some clubs ensure a variety of interesting programs is by pairing up club members and assigning each pair the responsibility for one program during the year.
8. Keep backup programs. Encourage your program chair to keep a good program or two available on short notice. You can also hold an impromptu club assembly. Divide the club into two or three groups, to focus on different areas of improvement and opportunity for the club and report back with new ideas.
9. Promote meetings in advance. Announce the program for the following meeting in advance to give busy people notice and ensure they attend.
10. Keep board meetings open. Encourage all members to attend board meetings even though only board members have voting privileges. This is a great way for new members to learn the business operations of their club, so you might want to add “attend a regular board meeting” to your list of “tasks” for new members.












See Below a Sample Rotary club fellowship Program that can be printed for use.
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Rotary Fellowship Programme

START ON TIME - BRING THE MEETING TO ORDER BY RINGING THE BELL

	i)
	The Rotary Grace:
	I call upon Rtn.	to say the Rotary
Grace

	ii)
	The 4 Way Test
	I call upon Rtn…	To say the 4-way test.

	iii)
	The Loyal Toast
	I give you, The President of the Rep of Kenya

	iv)
	Introductions:
	Visiting Rtn & guests, on behalf of RC, I extend a very warm welcome & hope you will enjoy the fellowship.

	
	
	I firstly call upon visiting Rotarians to introduce themselves, followed by Rotaractors

	
	
	I lastly call upon Rotarians to introduce their guests

	v)
	Any Announcements
	(Raffle and other Fundraisings to be ongoing)

	vi)
	Guest Speaker:
	May I call upon Rtn…	to introduce our Guest
Speaker

	vii)
	Vote of Thanks:
	I call upon Rtn…	to give the Vote of Thanks

	viii)
	Sergeant at Arms:
	I call upon SAA Rtn…	to perform his duties

	ix)
	Announce: Collections
	1. Fines Ksh. …………………….…2. Happies Ksh. ……...……..

	x)
	Announce Attendance
	1.	Members………….	2.	Makeups...…….3.	Visiting
Rotarians…………….	4.	Guests……………. 5.Rotaractors…………. 6. Attendance %………….

	xi)
	Final Toast
	RING THE BELL -  EVERYONE SHOULD BE UPSTANDING
In conjunction with the RCs of…	I give you Rotary
the World Over. Fellowship is now over. Thank you.


Rotary Grace - Oh Lord and Giver of all good, we thank thee for our daily food, may Rotary friends and Rotary ways help us to serve thee all our days.

4 Way Test
Of the things we think, say or do:

1. Is it the TRUTH?
2. Is it FAIR to all concerned?
3. Will it build GOODWILL and BETTER FRIENDSHIPS?
4. Will it be BENEFICIAL to all concerned?

 HOW TO RUN A STANDARD ROTARY CLUB BOARD MEETING	

A Rotary Clubs board meeting is normally held monthly. This is a formal gathering of the decision makers of the club to deliberate on the business of the club. The participants in this meeting are normally the club board of directors and the Rotaract representative. The following are entitled to attend: RI President’s special representative, the club’s Assistant Governor, the club’s Regional Coordinator and any special guest who has been invited by the board.

The call for a board meeting should be done 7 days prior to the meeting and in a typical agenda, you will find:
1. Call to order
2. Agenda adjustments
3. Approval of previous meetings minutes
4. Reports
5. Old business
6. New business
7. Comments and announcements (Other Business)
8. Adjournment

A well-planned meeting agenda with a clear purpose typically helps your board get more done. It also helps keep things flowing smoothly so your board members don’t get lost or confused.

Board Meeting Agenda Items

Call to order
A board meeting agenda usually begins with a call to order by the President, welcoming remarks, and the gathering’s objectives. A call to order is basically just the date, time, and location – maybe the easiest thing to add to any agenda. Once everyone is called to order at the meeting, the meeting facilitator will move through the rest of your agenda. Also, make sure that you have a quorum that can make a decision.

Agenda adjustments
The President should always ask everyone at the meeting if there are any changes to the board agenda. You should leave space for this part of the meeting in your agenda. Everyone might agree to leave the schedule as is, or some people might request changes. Once you adjust everything (or leave it untouched), the meeting moves on to the next part of the agenda.

Approval of previous meetings minutes
The third agenda item for your board meeting is a blast from the past. In this part of your agenda, there should be space for the board secretary to read the meeting minutes from the previous meeting. This way, your board members can review what happened during the last meeting. From there, they can reassess and make necessary changes – with the entire group’s permission, of course.

Reports
In this section of a board meeting agenda, several big names in the room give important updates of all sorts. Typically, the executive director gives the first report, then the finance director, then the nominating committee. There might be a report from the program committee or the public relations committee afterward too. It all depends on your organization – this section is one of the more flexible parts of a board meeting agenda.

Old business
After your reports, it’s time to revisit old items that you left unresolved last time. Now is also the time to return to a conversation you paused last time or a vote you held until now. You can leave space in your agenda to table certain items for next time or pass them off to a committee to handle outside the meeting.

New business
With all your old business out of the way, it’s time to decide the board’s next steps and meeting action items. Your agenda should leave plenty of room for debate and discussion here, including a group vote to finalize decisions. You can adjust items, table them, postpone them, or send them to a committee.

Comments and announcements
In this part of your board meeting agenda, you’ll leave space for special announcements, congratulations, shout-outs, and reminders. Anything is fair game here, and any board member can suggest agenda items for the next meeting.

Adjournment
Once you’ve discussed and documented every open issue and new business item, your meeting facilitator will formally end the board meeting. This part of your meeting agenda is known as adjournment – a formal title for a formal occasion. You should thank everyone present for their time and state the ending time so the board secretary can add it to the meeting minutes. You should then tell everyone the date of the next meeting.

Tips for effective board meetings

a. Approach the meeting from a new perspective - You can be innovative on the Agenda flow to keep the meeting vibrant.
b. Give a reason behind every item on the agenda as well as ensure each item has an objective it seeks to achieve.
c. Time your meeting to stay on task
d. Get to the heart of the meeting - Avoid general debate that will derail the meeting. Keep the meeting focused on what should be achieved. Focus on actions that should follow an issue.
e. Don’t overwhelm the room - They are volunteers, agree on achievable actions for within the month.
f. Open the floor to feedback.
g. Information sharing - In rotary, it is important all the clubs membership are kept appraised of all the decisions by the Board. Thus, board minutes should be shared with the membership as soon as they are approved.

  HOW TO RUN A STANDARD ROTARY CLUB ASSEMBLY/AGM	

A Rotary Club Assembly, is normally held once every Quarter, and acts as a club Mini-AGM. It is a forum where all members of the Rotary club participate to receive detailed reports from their club leadership on the progress of the club, as well as give feedback on issues affecting the club. It gives members a broad overview of the organization’s current directions and financial health and confirms its purpose.

In preparing for a club assembly ensure that the following are prepared; Club Accounts, a summary of the Quarter’s activities, a record of the quarter’s achievements, a preview of what is planned for the next quarter and a re-statement of the organization’s vision. Also, ensure that all the documents that will be presented have been shared well in advance before the

meeting to ensure that less time is spent on reading the document, and more is on decision making. Ensure that all reports/Motions are moved and seconded and recorded.

Key Items in a Club assembly Agenda include:

1. Welcome
Open the AGM with a formal greeting. During this greeting, make sure that the meeting agenda and annual reports are being distributed to the attendees. Declare the meeting to be open. As you do so, state the organization’s full name and the current AGM number (the twenty-second Annual General Meeting, the thirty-nine Annual General Meeting, etc.). Welcome all members and name any special visitors.

2. Apologies for absence
If any officer or significant member is absent, you may want to briefly state the names of those absent after your welcome message. You may invite other present members to make apologies on behalf of additional absent attendees, as well. Make a formal motion to accept the apologies.

3. Previous AGM minutes
Verify that everyone has received a copy of the meetings from the last Club Assembly. Review these minutes and, when all issues are addressed, move to formally accept the minutes. If there are any amendments or corrections that need to be made, they must be made before the minutes are accepted. After voting to accept the minutes, the President will need to sign off on them.

4. Matters arising from minutes
Topics that are related to the minutes from your previous AGM should be addressed immediately after those minutes are accepted. Discuss the matters as needed. This is usually a time to present concerns and observations, so formal motions may not be necessary.

5. Club President’s quarterly report
This report gives an overview of the club’s performance in line with the club’s goals or strategy. After the presentation of the President’s Report, Treasurer’s report and the Board members’ reports, Members need to be given a chance to discuss them. Read and discuss each report one by one. After each report has been reviewed thoroughly, you should make a formal motion to adopt that report.

6. Treasurer’s annual report
During the treasurer’s report, you will need to present the attendees with a record of the previous year’s finances. The Treasurer usually performs this task.

7. Board Member’s quarterly report
These are updates of the progress on the club’s annual plan for each docket in the club. This is a status report of ‘how we are doing so far’.

8. Election of officers
Discussed in the next topic.

9. General business (AoB)
General business is usually the last matter discussed at an AGM. This is a time for attendees to bring up issues and concerns not otherwise covered. Since this part of the meeting is somewhat informal, you probably won’t take any motions or votes during this time.

10. Date of next meeting
If you know the date and location of the next club assembly, state it at the end of this meeting. Skip this step if no formal plans have been made yet.

11. Close of meeting
When everything has been covered, declare the Club Assembly closed.

  HOW TO CONDUCT A ROTARY CLUB ANNUAL CLUB OFFICERS ELECTIONS	

Rotary club elections are normally held Annually. The procedure of conducting the election is normally detailed in the District and Club by-laws:

1. Please note that all clubs in D9212 should hold their elections of club officers by December at the latest.

2. The elections should be held through a formal club AGM:
i. Clubs must elect a committee to oversee the election process. It is advisable to have at least two Past Presidents and the Club Secretary. 
ii. Clubs should give a minimum of 30 days’ notice to their members via email and via their club’s WhatsApp groups.
iii. The notice should indicate the method and deadlines for nominations and the voting procedures, guided by the individual club’s bylaws.
iv. Members may nominate themselves or others, but only with the prior agreement of the nominated member. 
v. All members of the new Board must be openly nominated with the club members having the opportunity to approve all nominees at the Club Assembly. 
vi. The President and President Elect, as with any other members, may nominate board members but these have to go through the same open vetting and election process as all other nominees. 
vii. The club’s bylaws should also give guidance on quorum for the AGM, but good practice calls for a majority of members to be present.

3. By the time of the Elections all clubs should have a President Elect. During the said AGM, the PEs should be confirmed by a majority of members present.

4. The AGM should elect a President Nominee (Club President 2024/25).

5. The standard RI club constitution calls for election of club officers (PE, PN, Secretary, Treasurer, etc.) by a majority vote by the members.

6. Members must nominate leaders in good standing. 

	This includes, (but not limited), the following:
· Members who have paid their dues to date
· Members who have a good attendance record
· Members who support/participate in club service projects
· Members who have demonstrated leadership skills
· For PEs and PNs we recommend nomination of members who have previously served on the club boards

7. The clubs must invite their AG to be present during the elections 

8. Use the template for vetting club officers showing all necessary criteria have been met. 




















 ADMINISTRATIVE, LEGAL AND FINANCIAL PRE-REQUISITES FOR RUNNING ROTARY CLUB	


Treasurer Notes

	ITEM NO.
	ACCOUNT TYPE/DETAILS
	ONLY DEPOSIT HERE FUNDS FROM
	ONLY REMOVE FUNDS FOR
	REMARKS

	1.0
	ADMINISTRATION ACCOUNT

Notes:
· Only one account per club
· 3 signatories
	· Members Subscriptions
· Joining Fees
· Fines – Sergeant at Arms
· Mystery Box Collections
· Other Miscellaneous fundraising activities not under Projects or Foundation
	· R.I Dues - $88.00 per member
· District Dues - $30.00 per member
· Country Dues – Kshs. 1,000.00 (Kenya), $30 (Ethiopia & South Sudan) per member
· Membership/New Clubs/ Badges/Belt/Chain
· Sunshine Rally – Kshs. 1,000.00 per member
· Public Relations/Advertising/ Marketing
· Stationery/Prints/Admin
· Internet/Mail/social media
· Social/Birthdays/Cards/Guest Dinner/Flowers
· Water/Tea

· Bank Charges
· Audit Costs

· $ 12 if hard copy of RI magazine is required
	· Bi-annual.50% July, 50% Jan
· Annual in July. $ 30.00 per member
· Annual in July, Kshs. 1,000.00 (Kenya), $30 (Ethiopia & South Sudan) per member
· As required, subject to Budget

· Annual in July. Kshs. 1,000.00 per member
· As required, subject to Budget

· As required, subject to Budget
· As required, subject to Budget
· As required, subject to Budget

· At each fellowship. Monitor spends
· Deducted at source
· Annual. Change Auditor after 3 years
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	ITEM NO.
	ACCOUNT TYPE/DETAILS
	ONLY DEPOSIT HERE FUNDS FROM:
	ONLY REMOVE FUNDS FOR
	REMARKS

	2.0
	PROJECTS ACCOUNTS

Notes:
· One account for club fundraising
· Separate accounts for each global and district grants
· 3 signatories
· Global & District Grant account to be held under district Kenya Commercial Bank (KCB) Umbrella Account
	· All Fund Raising Proceeds
· Global Grants
· District Grants
· Any Donations to Projects
	· Project Implementation Itself

· Cost of Fund Raising Events

· Matching Grant 

· Project Monitoring/Control/ Reporting
· Project Communications

· Foundation (% of Fund Raising)
· Transport/Accommodation
	· Assembly/Board approval required
· Budget for event requires Board approval
· Required for every global grant
· Assembly/Board approval of budget required
· Assembly/Board approval of budget required
· Assembly/Board approval of budget required
· CAREFUL! Only provision specifically included in Project Budget allowed

	3.0
	FOUNDATION ACCOUNT

Notes:
· One account per club
	· Happies $ or 100’s
· P.H.F
· Every Rotarian Every Year
· Foundation
»	Polio Plans
»	Annual Fund
»	Endowment Fund
· Any donation to Foundation
	· Foundation
»	Polio Plus
»	Annual Fund
»	Endowment Fund

· P.H.F
· $ 1,000.00
· Every Rotarian every year
	· Foundation- Club should remit at least 4 times



· Personal donations and PHF as required
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Important Notes:
1. Board and Club Assembly approval required for the opening of each bank accounts and appointed signatories. Signatories to change every Rotary year.
2. Avoid any co-mingling of accounts.
3. The award of any project contracts requires Board and Club Assembly approval before entering into any formal contracts.
4. District and Global Grant payments require Board and Club Assembly approval before release.
Rotary Community Services Calendar

	IMPORTANT DATE
	NAME OF EVENT
	TEAM IN CHARGE

	Sat, 9th Sept 23
	Emergency Services Day
	

	Fri, 29th Sept 23
	World Heart Day
	Heart Transplant Team

	2nd – 6th Oct 23
	Customer Service Week
	Rotarians Doing Business Team

	Mon, 7th Oct 23
	Child Health Day
	Community In Charge

	Tue, 10th Oct 23
	World Mental Health Day
	Mental Health Team

	Wed, 11th Oct 23
	International Day of the Girl Child
	Community Service

	Sun, 15th Oct 23
	Global Handwashing Day
	Basic Education and Literacy

	Wed, 24th Nov 23
	World Polio Day
	End Polio Campaign Team

	Sun, 19th Nov 23
	International Men's Day
	Women & Men in Rotary Team

	Fri, 1th Dec 23
	World AIDS Day
	HIV/AIDs Awareness Team

	Sun, 3th Dec 23
	International Day of PWDs
	Coast Sunshine Rally/Sunshine Rally

	Tue, 5th Dec 23
	International Day of Volunteers
	Rotary Community Corps

	11th to 17th Dec 23
	Family of Rotary Week
	Family of Rotary Team

	Wed, 24th Jan 24
	International Day of Education
	Basic Education and Literacy

	Thur, 4th Feb 24
	World Cancer Day
	Cancer Awareness Team

	Sat, 16th Feb 24
	Nairobi Sunshine Rally
	Sunshine Rally Team

	23rd – 29th Feb 24
	Peace and Conflict Resolution
	Peacebuilding Team

	Sat, 2nd Mar 24
	Mt. Kenya Sunshine Rally
	Sunshine Rally Team

	Fri, 8th Mar 24
	International Women's Day
	Women & Men in Rotary Team

	Sat, 16th Mar 24
	Western /Rift Sunshine Rally
	Sunshine Rally Team

	Sun, 7th Apr 24
	World Health Day
	Medical Campaigns Team

	Thur, 11th Apr 24
	International Day of Maternal Health
	Community Service

	Sat, 27th Apr 24
	Rotarians at Work Day
	Rotarians at Work Team

	Tue, 16th May 24
	International Day of Boy Child
	

	Sun, 28th May 24
	International Menstrual Health Day
	Community Service

	Wed, 5th Jun 24
	World Environment Day
	



1311
District 9212


image3.png
ROTARY CLUB
PRESIDENT’S BASIC
OPERATIONAL MANUAL

A Basic Guide for Rotary Presidents

Preserving the Rotary Brand

How to Run a standard Weekly Rotary Club
Fellowship.

How to run a standard Rotary club Board
Meeting.

How to run a standard Rotary club Assembly.
How to conduct a Rotary Club annual Club

Officers Elections.
Administrative, legal and financial pre-requisites

for running Rotary Club.




image4.png
:

(2

),




image5.png




image6.png




image1.png




image2.png




