
 

 

 

 

 



Learning Objectives 



What is essential 

for good 

Administration? 



 Building 

Good Relationship  

between  

You & Your Club 



Effective 
Communication 

Appoint 
committees & sub 

committees 

Delegate 
Responsibilities 

Know your 
members & 
families well 

Keep in touch 
with your core 
team regularly 

Periodical Review 
Meetings with 

committee 

Key points for effective administration  



Club Programme 

Club Communications 

Club Website 

Attendance 

Club Administration – Sub Committees 



Fellowship 

Family of Rotary 

Joint Meetings & Joint 
Events 

Club Administration – Sub Committees 



Develop Long 
Range Goals 

Set Annual Goals 

Involve Club 
Members 

Communicate 
Effectively  

 bjhiynehf;F ghh;ita[s;s 

,yf;Ffis cUthf;Fjy; 

tUlhe;jpu ,yf;Ffis 

eph;zapj;jy; 

midj;J cWg;gpdh;fisa[k; 

<Lgl bra;jy;  

jpwd;gl;l jfty; ghpkhw;wk; 

bra;jy; 



Customise bylaws 
as needed 

Offer regular and 
consistent training 

Provide regular 
fellowship 

opportunities 

r';fj;jpw;F njitf;nfw;g 

‘rl;l tpjpfis’ (Bylaw) 
jpUj;jpaikj;jy ; 

bjhlh;r;rpahd/ epiyahd 

gapw;rpfs; tH';Fjy; 

cWg;gpdh;fSld; ‘njhHik’ 
mjpfhpf;f tha;g;g[fs; 

cUthf;Fjy; 





Continuity 



Regular 
Meeting 

Board 
Meeting/Joint 
Board Meeting 

Club Assembly 

Special 
Meetings such 

as GOV,  

Installation 
etc. 

Family 
Meeting 

Type of Meetings 



khtl;l mbrk;gpspf;F 

gpd;dh; 

$%iy 1 f;F gpd;dh; 

MSehpd; mjpfhu 

g{h;t tUiff;F ,U 

thu';fSf;F Kd;dh; 

Mz;Lf;fhd jpl;l';fs; 

,Wjp bra;tjw;F 

jpl;l cj;jpfis  

(Strategic Plan) tpthjpj;J 

brayhf;fk; bra;tjw;fhf 

MSeh; tUiff;F 

jahh; bra;tjw;F 

vg;bghGJ> vjw;fhf> 



MSehpd; 

mjpfhug{h;t 

tUifapd; nghJ  

tUlj;jpd; Kjy; 

ghjpapd; Kotpy; 

Vg;uy; _ nk 

r';fj;jpd; eltof;iffs; 

nritj;jpl;l';fs; kw;Wk; 

epiwntw;w ntz;oa 

jpl;l';fs; Fwpj;J jfty;; 

Mz;od; ,yf;Ffis 

Ma;t[ bra;jy; 

tUlj;jpd; ,Wjp Tl;lj;jpy; 

,yf;Ffis epiwntw;WtJk; 

mLj;j tUlj;jpd; ,yf;Ffis 

eph;zapg;gjw;Fk;; 

vg;bghGJ> vjw;fhf> 



Club 

Constitution 



Name of the 
Club 

Locality of the 
Club 

Regular & Annual 
Meetings  

Attendance & 
Exemption 

Membership 
Qualification 

Arbitration & 
Mediation 



Club 

Bylaw 



Board 
formation 

Election & 
Term of office 

Meetings 

Annual 
subscribtion 

Method of electing 
new members 

Finances & Duties 
of club officers 



Amending the 

Club Bylaw 





Minutes are the only legal document for the 
proceedings of the meeting. 

Tl;l mwpf;ifahdJ Tl;l eltof;iff;fhd rl;l 

Mtzk; MFk;. 

   Minutes must be maintained for all types of  Meeting. 

midj;J tifahd Tl;l';fSf;Fk; Tl;l mwpf;if 

jahhpf;fg;gl;L mitfs; Kiwahf guhkhpf;fg;gl 

ntz;Lk;. 



 In any Meeting, the previous meeting minutes 
must be presented and approved in the 

subsequent meeting. 

xt;bthU Tl;lj;jpYk;/ Ke;ija Tl;lj;jpd; 

Tl;lwpf;if fz;og;ghf rkh;g;gpf;fg;gl;L/ mjw;F 

xg;g[jy; bgwg;gl ntz;Lk;.;. 

    Board meeting minutes should be circulated in 
writing within 60 days. 

eph;thf FG Tl;lwpf;if 60 ehl;fSf;Fs; vGj;J 

g{h;tkhf tpepnahfpf;fg;gl ntz;Lk;. 



Irregular  

meetings 

Poor 
attendance 

Repeated 
Leadership 

Lack of 
service 
Projects 

No or Low 
attendance in 
District Events 

Not fulfilling RI / 
District financial 

obligations in 
time 

Do your Club need 

Special attention? 
How to 

Identify ? 



  A Code of correct conduct 

 rhpahd tHpfhl;LjYf;fhd FwpaPL 

   A system of fixed rules and formal behaviour used at                 
   official meetings. 

   mjpfhug;{h;t Tl;l';fspy; ifahs ntz;oa 

Kiwahd elj;ij kw;Wk; epiyahd tpjpfspd; 

mikg;;g[ 



   Helps to conduct disciplined meetings. 

  Tl;;l';fis Kiwahf elj;Jtjw;F cjt[fpwJ 

    Guests will be impressed. 

  tpUe;jpdh;fs; ftug;gLfpwhh;fs; 



Will give good image & respect towards the club. 

r';fj;jpw;Fk; khtl;lj;jpw;Fk; ed;kjpg;g[ kw;Wk; 

khpahij mspf;fpwJ 

   Will attract new members. 

g[jpa cWg;gpdh;fis <h;f;f tHptif bra;a[k;  



Recommended order for processions, salutations, 
introductions, presentations and seating 

Current Position 

Past Position     

(In seniority )  
Future  

Position 



List the Dignitaries in order as per Protocol. 

Club President 

Chief Guest 

Guest of Honour 

Assistant Governor 

Club Secretary 
PDG. J.Navamani 



2 1 4 3 5 

President Secretary AG Chief Guest 
Guest of 

Honour 



2 1 4 3 5 

President Secretary DS DG AG 



DG should speak last 

MSeh; ,Wjpahf ciuahw;w ntz;Lk;. 

After DG’s speech only Pleasantries, Announcements and Vote of 
Thanks. 

MSeh; ciuf;F gpd; epidt[ ghpR/ mwptpg;g[fs; 

kw;Wk; ed;wp etpyy; kl;Lnk ,lk;bgw ntz;Lk;. 



The Agenda of the GOV should be finalized  in 
consultation with AG/DG. 

GOV epfH;r;rp epuy; AG/DG cld; fye;J 

Mnyhrpj;j gpd; Kot[ bra;ag;gl ntz;Lk;. 

No other guests should be invited to the DIAS. 

ntW tpUe;jpdh;fSf;F nkilf;F miHg;g[ 

tpLf;fg;glf;TlhJ. 
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