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Learning Objectives

J Understand the Policies & Procedures
heeded to operate a Club

] Understand the Club’s administrative
requirements

1 Understand the Protocol, Decorum &
meeting procedure




What is essential
for gooa
~ Administration?




Bullding
Good Relationship
between
. You & Your Club



Key points for effective administration




CI\/b Administration — Sub Committees

/ ‘ Club Programme




Club Administration — Sub Committees
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‘ Fellowship




Club Leadership Plan




Club Leadership Plan




CLUB LEADERSHIP LADDER
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PRESIDENT

VICE - PRESIDENT
(President Elect )

SECRETARY

(President Nominee)

JOINT SECRETARY

(President Nominee Designate)

TREASURER

SERGEANT AT ARMS

SUPPORT & STRENGTHEN YOUR CLUB ESERENERG Dr. SAGA

1. CLP. Leadership Ladder, Continuity & Succession planning 6.Strategic Planning & RI President citation E
2. Involve members and build team 7.Bring Women & young members to Rotary %
3. Club By-law ( Update Regularly ) 8.Updating all activities in www.rotary.org, |3
4. Board meeting & Minutes Book my rotary and club central @g
5. Club bank alc , monthly bank statements 9.Pay RI, District & Rotary Magazine dues E

and yearly audited statements 10.Visting Club members house. Family meet & Picnic b
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Type of Meetings




Club Assembly
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Club Assembly
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Club
Constitution

|*C0nstituti0n of the Rotary Club of

Article 1 Definitions
As used in this constitution, unless the context otherwise clearly requires, the words in
this article shall have the following meanings:
1. Board: The Board of Directors of this club.
. Bylaws: The bylaws of this club.
. Director: A member of this club’s Board of Directors.
4. Member: A member, other than an honorary member, of this club.
. RL: Rotary International.
. Satellite club A potential club whose members shall also be members
(when applicable):  of this club.
7. Year: The twelve-month period which begins on 1 July.

Article 2 Name
The name of this organization shall be Rotary Club of

(Member of Rotary International)

(a) The name of a satellite of this club (when applicable) shall be Rotary Satellite Club
of
(A satellite of Rotary Club of )

Article 3 Purposes

The purposes of this club are to pursue the Object of Rotary, carry out successful service
projects based on the Five Avenues of Service, contribute to the advancement of Rotary
by strengthening membership, support The Rotary Foundation, and develop leaders
beyond the club level.

Article 4 Locality of the Club
The locality of this club is as follows:

Article S Object
The Object of Rotary is to encourage and foster the ideal of service as a basis of worthy
enterprise and, in particular, to encourage and foster:
First. The development of acquaintance as an opportunity for service;
Second. High ethical standards in business and professions; the recognition of the
worthiness of all useful occupations; and the dignifying of each Rotarian’s
occupation as an opportunity to serve society;

" The bylaws of Rotary International provide that each club admitted to membership in RI shall adopt this
prescribed standard club constitution.




" Club Constitution




Club
Bylaw

RECOMMENDED ROTARY CLUB BYLAWS

Bylaws of the Rotary Club of

Club bylaws supplement the Standard Rotary Club Constitution and establish common club
practices. The bylaws in this document are recommendations. Customize them to reflect your
club’s practices, and confirm that they are not in conflict with the Rl Constitution and Bylaws,
the Standard Rotary Club Constitution (except where permitted), and the Rotary Code of
Policies. Articles that your club is required to include are noted below.

Article 1 Definitions

1. Board: The club’s board of directors

2. Director: A member of the club’s board of directors

3. Member: A member of the club, other than an honorary member

4. Quorum: The minimum number of participants who must be present when a vote is taken:
one-third of the club’s members for club decisions and a majority of the
directors for club board decisions

5. RI: Rotary International

6. Year: The 12-month period that begins on 1 July

Your club may choose how it defines a quorum for voting purposes.
Article2 Board

The governing body of this club is its board of directors, consisting of, at a minimum, the
president, immediate past president, president-elect, secretary, and treasurer.

The Standard Rotary Club Constitution requires a club’s bylaws to include article 2. The officers
listed above are required to be members of the club board. Your club’s board may have
additional members, such as the vice president, the president-nominee, sergeant-at-arms, or
other directors. If your club has satellite clubs, list their club board members in this article, also.

Article 3 Elections and Terms of Office

Section 1 — One month before elections, members nominate candidates for president, vice
president, secretary, treasurer, and any open director positions. The nominations may be
presented by a nominating committee, by members from the floor, or both.

Section 2 — The candidate who receives a majority of the votes for each office is declared
elected to that office.

Section 3 — If any officer or board member vacates his or her position, the remaining members
of the board will appoint a replacement.

Section 4 — If any officer-elect or director-elect vacates a position, the remaining members of
the board-elect will appoint a replacement.

Section 5 — The terms of office for each role are:

1




Club Bylaw




Amending the
Club Bylaw

Quorum - 1/3 members

Pass — 2/3 of members present
& Voting
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MinUfeS Fol L Ens

Minutes are the only legal document for the
proceedings of the meeting.
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' Minutes must be maintained for all types of Meeting.
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Minutes &L obéms

In any Meeting, the previous meeting minutes
must be presented and approved in the
subsequent meeting.
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‘ Board meeting minutes should be circulated in
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writing within 60 days.
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Do your Club need
Special attention?




What is protocol?

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

(penpwirer HLSeng HMLD Hlencowner allglserfler
<D{GNLOLIL]

Q SBlEMLLTen Fal L msafled enswrer Geuemigu

|



Why Protocol is important ?

‘ Helps to conduct disciplined meetings.
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‘ Guests will be impressed.
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Why Protocol is important ?

‘ Will give good image & respect towards the club.
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‘ Will attract new members.
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Thumb rule

Current Position

Past Position

(In seniority)

Future

Position




DIAS Seating Order — whenithe Clulby
President Presides
List the Dignitaries in order as per Protocol.




Seating Arrangements when the President
_Presides
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GOV - POINTS TO BE FOLLOWED

DG should speak last

<

‘ SHEBBT @niSwrs 2 enpurHn Geusmnr(HLbd.

‘After DG’s speech only Pleasantries, Announcements and Vote of
Thanks.
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GOV - POINTS TO BE FOLLOWED

The Agenda of the GOV should be finalized in
consultation with AG/DG.
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‘ No other guests should be invited to the DIAS.
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Learning Objectives

J Understand the Policies & Procedures
heeded to operate a Club

] Understand the Club’s administrative
requirements

1 Understand the Protocol, Decorum &
meeting procedure




Thank You

&
Have a Great Year



