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THE MEETINGS AND YOUR JOBS

Type of Meeting When to hold it Notice Period Quorate?** Duties

Annual General Meeting In April each year 14 days 1/3 of Active Members Agenda, Record decisions

Special General Meeting Before 31 December each 
year

14 days 1/3 of Active Members Agenda, Record decisions

Extraordinary General 
Meeting

On demand of Club Council 
or 10% of members (5 min)

3 days 1/3 of Active Members Agenda, Record Decisions

Club Meeting Regularly Not applicable 1/3 of Active Members Agenda

Club Business Meeting Regularly Not applicable 1/3 of Active Members Agenda, Record Decisions

Club Council Meeting Every month Not applicable 1/3 of council Agenda, Minutes

Club Assembly Before 30th June each year Not applicable 1/3 of Active Members Agenda, Record Decisions

Club Satellite Meeting Regularly Not applicable Not applicable Agenda

Club Event, Quiz etc As and When Not applicable Not applicable Agenda

Change Club Name As and When 7 days 1/3 members 2/3rds For Agenda, Record Decisions

Change Club Venue/Time As and When 7 days 1/3 members 2/3rds For Agenda, Record Decisions

Electing a new member As and When 7 days 2/3rds Club Council Agenda, Record Decisions

Please note: You may be quorate, but some decisions need half the Club present.  It may be important to have a list of attendees when a decision is 
taken, and to record the tally of the voting.

Dick Nathan April 2016



Doing the Monthly Club Membership and Attendance Report

Once you are organised, you should allow 10 minutes for doing this report each month.

If you are doing this task yourself, follow these steps.  If you have delegated the task, so much the 
better!

In your notes for each meeting, record the number of Club Members present at the meeting.  For 
each make-up that is reported, add one to the number of members at that week's meeting.  Do not 
include Honorary Members, or Friends etc.  Associate Members are not counted yet.  You have 20 
days' grace at the end of the month for reports of meetings on holidays, cruises etc.

Open up your Internet Browser on your computer, and go to www.rotaryinlondon.org where you 
will find the District Website.  Click on Tools for Rotarians and then click on Submit Attendance. 
YOU DO NOT NEED TO LOG IN TO DO THIS TASK!

A form will appear which will ask you the following questions:

1. The Month of the Report
2. The Year of the Report
3. The Name of the Club (you can choose “A Practice Club” if you want to practice!)
1. Membership on the 1st of the Month for this report (exclude Honorary Members).
2. New Members inducted for this month
3. Members leaving for this month
4. Total at month end is calculated for you!
5. The Number of Rotarians excused the Attendance Rule – ask your predecessor
6. The Number of Honorary Members in the Club
7. Total Possible attendances in the month (Ordinary Members times number of meetings)
8. Actual Attendances (Ordinary Members at Club plus any make-ups)
9. Attendance Percentage is calculated for you.
10. Number of meetings in the month

Enter the names of the new joiners with their Classification, Contact details, and if they are new.

Enter the names of the leavers and why they have left.

Enter your name, phone number and email address.

Click on Submit.

You will now see a summary screen of what you have entered, and you will receive a confirmation 
Email of the details that you entered.

Job Done for Another Month.

Dick Nathan
District Executive Secretary
Rotary in London (D-1130)
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Ballots & Elections, Majorities, and Notice Periods
BALLOTS AND ELECTIONS
In Rotary Clubs we vote by a show of hands – sometimes referred to as viva voce.  The exceptions 
are:

Electing a Club President for a future year
Electing Members of Club Council
Overturning a decision of the Club Council

For these, we do not vote by show of hands, we have a secret ballot instead.

If you have a match between candidates and the number of posts, you do not hold an election, and 
there is no secret ballot.  If you have two candidates for one post, the candidate with more votes 
wins the election.  The current President can have a second vote if there is a tie.  

Proxy votes are allowed provided they are received in writing by the Club Secretary before the 
meeting, and provided the member voting by proxy has written Leave of Absence.

If you have three candidates for one post, you are to be congratulated.  You must now set up a 
Single Transferable Vote for the election.  If this happens, contact the District Secretary if you need 
any clarification or reassurance.

Whenever there is a secret ballot, you must appoint two scrutineers to count the ballot papers and 
agree the tally.  One 'scrutineer' rules the ballot invalid.  The ballot papers need to be destroyed only
once the Club has passed a resolution to destroy them.

Club Officers are elected at the Club Special General Meeting (SGM).  14 days notice of the 
meeting must go to the members, candidates for office must have signed a nomination form 
accepting their nomination.  A sample Notice Letter and a sample Nomination Form are attached to 
this document.

MAJORITIES
Normally a one vote majority (or more than one) wins the day.  The exceptions are a change of 
name or venue or time of meeting which require 2/3rds of those “present and voting” to win the 
day.  A change of Club By-Law (if you have them) also requires 2/3rds of those “present and 
voting”.

NOTICE PERIODS
This table shows the notice periods for the different types:

Occasion Notice

Annual General Meeting 14 days

Special General Meeting 14 days

Meeting to change name, venue or time   7 days

Electing a new member notice period   7 days

Extraordinary/Emergency General Meeting   3 days
A change going to RIBI needs 16 weeks.  A change going to CoL needs 15 months.

Dick Nathan, April 2016.
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Where do the Rotary Rules come from?
The purpose of this session is to tell you:

The Names of the Constitution Documents that govern Rotary
The Current Versions – you are likely to find Rotarians quoting rules from 30 years ago!
The different parts in the documents
Who can help you when you need help
When you will need that help

This session does not take you through the documents in detail – PHEW!

There are four principle documents that control Rotary.
The Manual of Procedure is the document that controls Rotary International.  The current version is 
dated 2015.  Although we are in District 1130, part of RIBI, we are also one of 537 Districts in 
Rotary International.  The Manual of Procedure also refers to two other documents – the decisions 
of the Rotary International Board of Directors, and the Rotary Code of Practice.  Those documents 
are records of decisions, and statements of how things should work, rather than constitutional 
documents.
The RIBI Constitution is the document that controls Rotary International in Great Britain and 
Ireland – that is the proper name of RIBI.  Lots of Rotarians think the “i” stands for IN, but in fact it
stands for International!  The current version is dated July 2015 (but has 2014 on its front cover).
The District Standing Orders is the document that controls Rotary International District 1130, 
known as Rotary in London.  The current version is dated August 2013.  It can be found on the 
District Website, by clicking People, District Secretariat, D1130 Constitution Documents, and then 
opening the document.
The Club By-laws are the rules for the smooth operation of the Club's administration.

The documents in this list cannot contradict the documents higher up on the list.  THAT IS 
IMPORTANT!

Do you need to know the documents by heart?  NO, YOU DO NOT!

The Manual of Procedure
The Manual of Procedure deals with Rotary International and is 258 pages long.
It covers the Constitution of Rotary International.
The By-laws of Rotary International
The Standard Club Constitution
The Recommended Club By-laws
The By-laws of the Rotary Foundation
The Articles of Incorporation of the Rotary Foundation.
What is the Difference between a Constitutional Article and a By-law?  A change to an article has to
go the 'Parliament' – e.g. the Council on Legislation;  a By-law can be changed by the Board of 
Directors.

The RIBI Constitution
The RIBI Constitution refines the Manual of Procedure to what is appropriate in Great Britain and 
Ireland.  It is 74 Pages long.  If the RIBI Constitution has nothing to say on an issue, we refer to the 
Manual of Procedure.
It contains the Constitution of RIBI which deals with the operation of RIBI, and some rules 
concerning District Governors.
The By-laws of RIBI set who does what and where.
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The Standard RIBI Club Constitution provides all the formal rules for my Rotary Club and your 
Rotary Clubs.
The Standard RIBI Club By-laws govern how the Club operates, including voting, electing new 
members, leave of absence and so on.
What is the difference between the constitution and the by-laws?  The constitution is changed at 
COL.  The By-Laws can be amended at the RIBI Annual Business Meeting.

The District Standing Orders
The District Standing Orders can be found on our District Website. It is 5 pages long.
The current version is dated August 2013.
It deals with the rules of business at our District Council, and who is on our District Council.  It  
also deals with the rules for the District Committees.
The Standing Committees are the District Executive Committee – of which you will be a member,  
and the District Services Committee, of which you are also a member.  You are expected – and you  
will, won't you? - provide a report of up to date information from your area to each meeting of  both
committees.
The Service Committees are defined in our District Standing Orders.

Club By-Laws
Club by-laws vary from Club to Club, and are supposed to help smooth administration of the Club  
by expressing local rules that the Club operates.

The quality of documentation of the Club by-laws may vary from Club to Club.  The by-laws  
cannot contradict the other constitutional documents of Rotary.  For example, a Club decides that  
men are not allowed to join, only women can join, and it puts this decision into its By-laws.  The  
decision and the By-law are immediately invalid, because Rotary International and RIBI do not  
allow gender to be a condition of membership.

If a club finds it easy to collect meal payments twice a year, it can put that into its Club By-laws  
because the RI and RIBI documents do not contradict that decision.

The good news is that you are not expected to be an expert on the Constitution.

On the other hand, you are not expected to get the rules wrong, and end up endorsing a decision that
is later on overruled!

Sources of Help
You can get help at any time from the District Secretariat.

You can get help from the District Constitutions and Resolutions Officer, but you are asked to copy 
your correspondence to the District Secretary.  The C & R Officer and the Secretary must always be
on the same 'hymn sheet', and that we requires that we speak to each other!

You can get help from the District Governor, although the Governor may need to refer to an expert 
to get a final decision.

The secretariat and the C & R officer both get support from RIBI Club and District Support.

They also get support from the RI Club and District Support team, including John Hewko, General 
Secretary.
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You probably need help if something in one of your Clubs is planned but does not seem right to 
you, or you suspect it may not be allowed.  If that is the case – BE CAUTIOUS – there are no 
vacancies for Bulls in China Shops in District 1130!

Getting help within the District will NOT result in a charge for the help.  It is free and it is there to 
support you.

No one really knows everything about Rotary.  The Clubs will not expect you to know everything 
about Rotary, but they will expect you to know who to ask on their behalf.

Here are some issues that have come up recently, and they were resolved by referring to the 
constitutional documents.

It helps your authority with your Clubs to be able to say, “I have spoken to the experts and been 
advised that ...”

“Check twice – speak once” is a good maxim to follow.

Action Points
Download the documents to your computer – they are in the form of PDF files.

Learn how to search a pdf document – you can then find the qualifications for a Club President, or a
District Governor candidate.

Keep your documents up to date.  The RI documents may change after the Council on Legislation 
taking place in Chicago in April this year.  The RIBI Constitution may change after the Annual 
Business Meeting taking place at Bournemouth in April this year.

Review
So you now know the names of the four documents:

Manual of Procedure;
RIBI Constitution;
District Standing Orders;
Club By-laws

You now know the current versions – excpet for the Club By-laws – and which are likely to be 
updated this year.  You know roughly what is in each document.

You know who can help you with an issue.  You have an indication of how to tell if you need help.

Search your documents on your computer to quickly find information.

It only remains for me to say, thank you for your attention, and if there are any questions, I will do 
my best to answer them.

Dick Nathan
April 2016
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DUTIES OF THE CLUB SECRETARY

There is a manual for Club Secretaries published by Rotary International.  It is Document 229-EN 
and it was last published in March 2015.

Here is a summary of what the Club Secretary is responsible for:

1. Provide an administrative service to the Club
2. Maintain a Club Calendar for setting dates for meetings, events, etc. Link to RIBI & D-1130
3. Maintains Membership Details on the RI Database and any other databases being used
4. Provide Membership and Attendance Reports
5. Maintain stock of pins, directories, folders etc for new members being inducted
6. Provide Minutes of Meetings held by the Club and Club Council as required
7. Administers Club Correspondence whether by email, post, telephone, etc.
8. Maintains the delivery address for publications sent to Club Members, e.g. Rotary Today etc
9. Collects Trophies and Jewels at the end of the year ready for the new Rotary Year.
10. Maintains an archive of the Club
11. At the end of their term, passing on their knowledge without loss to their successor

Responsible for is not the same as do – but even if someone else does the work, you will be 
expected to know what is going on!

What should you have with you at Club Meetings, Club Council, Events, and so on

Club Meeting Club Council Events, Dinners, etc Socials

Agenda Agenda Agenda

Duty Roster for Meeting Duty roster for event Duty Roster for social

Notepad, pen, pencil Notepad, pen, pencil Notepad, pen, pencil Notepad, pen, pencil

Club Banners to exchange Club Banners to exchange Club Banners to exchange

Constitution Consitution

Membership proposal forms Membership proposal forms Membership proposal forms Membership proposal forms

Minutes of past meetings Minutes of past meetings

Club Diary Club Diary Club Diary Club Diary

Event forms for boards

Cards (get well, condolence, 
birthday, anniversary etc.)

Cards (get well, condolence, 
birthday, anniversary etc.)

Cards (get well, condolence, 
birthday, anniversary etc.)

Cards (get well, condolence, 
birthday, anniversary etc.)

Club Leaflet to hand out Club Leaflet to hand out Club Leaflet to hand out

Details of the next event Details of the next event

You may find it simpler to keep all the papers etc well-organised in a single case with your jewel (if 
you wear one).  That way you will always have everything with you.

Dick Nathan
April 2016
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Secretary on the Internet?
Introduction
These notes are a supporting document for the presentation on Rotary Club Central and the reports 
required from each Club.
Where can I find a manual for the Club Secretary's Job?
You can find a straightforward guide to being a Club Secretary at:

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

This downloads the manual to your computer/tablet etc as a PDF file which you can read or search 
on your computer. You do not need to log in to download the document! This is a Rotary 
International document, so there may be some subtle differences with our practice in RIBI.
What are the Duties of the Club Secretary?
The duties of a Club Secretary are in the RIBI Constitution (page 49). They are:

(i) keep the records of membership of the club and attendance at meetings.

(ii) issue all notices of meetings of the club and council.

(iii) be responsible for the proper recording and preserving of the minutes of meetings
 of the

      club and council.

(iv) within fourteen days of the first days of January and July report the membership of

      the club, together with changes to the General Secretary of the Association.

(v) within fourteen days of the first days of January and July deliver to each member a

      written record of the possible and actual attendance of the members at the

      regular meetings of the club for the previous six months.

(vi) make all other reports, proposals and nominations from the club, as required, to

      the General Secretary of the Association.

(vii) upon retirement from office hand over to a successor, or to the president, all

      information, files and any other club property held.

(viii) perform such other duties as usually pertain to the office of club secretary.
Where can I find the RIBI Constitution document?
The easiest place is on the RIBI web site. You will have to log in as a member in order to download 
the document. Having the document on your computer will allow you to search the document 
quickly and easily – for example search for “transfer”. The document can be found in Club and 
District Support in the Compliance section.

The document will be updated in July 2015, but the changes affect RIBI much more than they affect
clubs.
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The Attendance Return
The Club Secretary does not have to do the Attendance Return, but IS RESPONSIBLE for it being 
done every month. The rules allow 14 days before or after a meeting for a make-up at that meeting. 
That is why the attendance return is only required 20 days the month end. The following items 
(taken from pages 39-41 of the RIBI Constitution) are the items that count as an attendance:

1. attends at least 60% of the regular meeting of another club 27 , of a satellite meeting

of another club, or of a provisional club; or

2. attends a regular meeting of a Rotaract or Interact club or Rotary Community

Corps, or Rotary Fellowship or of a provisional Rotaract or Interact club or Rotary

Community Corps or Rotary Fellowship; or

3. attends a Convention of RI, a Council on Legislation, an International or RIBI

Assembly, a Rotary Institute for past and present Officers of RI, a Rotary Institute

for past, present, and incoming Officers of RI, or any other meeting convened with

the approval of the Board of Directors of RI or the President of RI acting on behalf

of the Board of Directors of RI, a Rotary multi-zone Conference, a meeting of a

committee of RI or of RIBI, a Rotary District Conference, a Rotary District Training

Assembly, any district meeting held by direction of the Board of Directors of RI,

any district committee meeting held by direction of the District Governor, or a

regularly announced intercity meeting of Rotary clubs; or

4. is present at the usual time and place of a regular meeting, or satellite club

meeting, of another club for the purpose of attending such meeting, but that club

is not meeting at that time or place; or

5. attends and participates in a club service project or a club-sponsored community

event or meeting authorised by the council; or

6. attends a council meeting or, if authorised by the council, a meeting of a service

committee to which the member is assigned; or

7. participates through a club website in an interactive activity requiring an average
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of 30 minutes of participation.

Also there is provision for a Rotarian travelling on Rotary Business, or representing Rotary or the 
Rotary Foundation. You need to read the full text on pages 39-41 to get an accurate understanding.

You may be told that there is “No attendance rule in our Club”. All Clubs have the attendance rule –
currently 50% of Club Meetings with some special rules – it is just that some clubs ignore the rule!

Honorary members are not counted in the return. Members excused attendance because their age 
plus Rotary Service in years exceeds 85 are counted when they attend and not when they don't 
attend. Again, please read pages 39-41 to get an accurate understanding.

The attendance return is best made through the District Website (www.rotaryinlondon.org). Some 
redesign work is being done on the web site in the near future, but our goal is to make sure that it 
remains easy to find. During the presentation you will see an example entered on the website. It is 
designed to be quick and easy to do, and you get a confirmation email that you can file away for 
safe-keeping. Our on-line Attendance Return celebrates its 10th Anniversary during the coming 
Rotary Year!
Rotary Club Central
Lots of people want to know what is going on in Rotary. District Leaders, Club Rotarians, the next 
generation of Club Rotarians want to know. So do the Press and the Media! If we all use the same 
grid to record, then the figures for one Club can be added to another, making a total for a District 
Area, for a District, for RIBI, and for Rotary International across the world.

Only Club Presidents, Club Secretaries, Past Presidents and Foundation Chairmen can edit the data. 
All Club Rotarians can see the data for their Club, for their District and for the World at Large. The 
following are the main headings for the data:

Your Club (mostly for last year, this year and next year – actual and target)
Membership Trends
Gender Trends
Age Trends
Membership Retention (last year, this year and target for next year)
Rotarian Engagement – how many are involved in doing things in the Club
Club Communication – including a strategic plan, a website, and newsletter and so 

on
Public Relations – including keeping the website up to date, PR grants, media 

insertions

Your Club's Service (mostly for last year, this year and next year – actual and target)
Number of Rotarian Volunteers, How many hours, Cash raised and Goods in Kind 

value
Each of the Club Projects and their details
New Generations/Youth Service Clubs (particularly Interact and Rotaract)
Number of Youth Exchange participants – Inbound and Outbound
Number of RYLA participants found by your Club

Your Club's Foundation Giving (mostly for last year, this year and next year – actual and 
target)

Annual Fund figures
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Paul Harris Society Members ($1,000 per year)
Sustaining Members ($100 per year)
Every Rotarian Every Year Members ($0.01)
Other Contributions – e.g. Money towards a global grant project
Polio Plus Fund giving
Major Gifts, Bequest Society, and Benefactors

With so many headings, getting to the Presidential Citation target of 15 goals should not be too 
difficult.

With Rotary Club Central, the data is entered just once. It then becomes available to the District 
Leaders, the RIBI Leaders and to Rotary International. No more requests for information because 
we all have access.

In the event that our District Chairman, or our District Governor wants to talk up what we our 
doing, or the RIBI President or the RI President is seeking support from another Bill Gates, your 
efforts will be added into what is going on. If however you are not in Rotary Club Central, your 
efforts are not being counted, and are not being included. That would be a shame – wouldn't it.

Your Club members may be concerned that they are being watched by Big Brother. If they ask, tell 
them that Rotary has never closed a club for a lack of Foundation Giving or for the quality of the 
service projects undertaken by the Club. You have nothing to lose: we all have much to gain!
Rotary Voice and Branding
We are trying to produce materials that are immediately recognisable as being “Rotary”. This means
using the same logo, the same layout and the same appearance.

There is a section of the Rotary International website under the heading “Manage” and “Brand 
Center”. There you can find document templates. You choose the documents you want – Business 
Card, Logo, A4 Letter Template, and you can then download the finished article in a form you can 
use – e.g. Word Document, PDF file for a professional printing company and so on.

Commercial organisations all control the appearance of their documents so that they can reinforce 
their image. Now Rotary Clubs and Rotarians have got all the materials they need to do the same.

There were constraints on fonts and on colour schemes, but Evanston listened to the feedback from 
Rotarians around the world, and they have removed those constraints. For example, on fonts, we are
now allowed to use Arial and Georgia – both supplied free of charge with most computer systems.

So please use the resources that have been prepared for you, and profit from the work of others.

Dick Nathan
Immediate Past District Governor
Rotary in London (D-1130)
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CAN RIBI HELP ME?
Here is a list of what you can find in Club and District Support.  To gain access to this RIBI 
information, you must have a MyRotary account at Rotary International.

CLUB AND DISTRICT SUPPORT

Awards & Recognitions
Club Anniversary Certificate
London Service Certificate
Paul Harris Fellow

Change of Details
Regular meeting time details
Regular meeting venue details
Magazine Delivery Address (james.bolton@rotarygbi.org)
Rotary Club Change of Name

Charters
Links to charters for new Rotary Clubs
Links to charters for new Rotaract Clubs
Links to charters for new Interact Clubs
Rotakids Charter application form

Compliance information
Data Protection
Equality and Diversity
Health and Safety
Insurance
Safeguarding
Forms to sign each year
Video explaining what will happen if you do not sign!

Directories
Rotary Official Directory for RIBI
Rotaract Directory
Interact Directory
Rotakids Directory
Fellowships in RIBI

Document Library
You can search the document library by 14 key topics

Compliance Youth
Secretary Logo
Membership Fundraising Ideas
Minutes General Council
Treasurer Templates
Projects Environment
Public Image Secretariat

FAQs - Frequently Asked Questions
14 sections from Available Resources to Subscriptions

Flag Hire
From £5 for one t0 £25 for a spread of 5-6 flags

Funding
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The Extenal Funding Advisory Group (EFAG) can help you find funds for projects.
Not restricted to The Rotary Foundation – e.g. DFID, Lottery etc.

Leadership Development and Training
Information on the Committee and the National and Regional Assemblies.

Membership Development and Retention
Information on Pilot Programmes
Proposal forms for a new member – use this form and you are protected.
Flow chart for electing a new Rotarian
How to write the 7 day letter for circulating to your Club
Growth Opportunities (GO Programme) and the webinars
Where we are on the 5-year Membership Plan
How to form a New Club – the new updated version

Opportunities to Serve
RIBI Supported Projects by Category and A-Z (56 Projects)

Aquabox to Young Enterprise
The RI Rotary Coordinators
Rotary Support Team

Support on all the RIBI Activities
Links to using MyRotary as a Club Secretary

Updating Club Records
How to get an account for MyRotary

Stationery Templates
Membership Cards
PowerPoint Templates
Club Compliment Slips
Club Memos (!)
Club Letterheads (internal usage)
Club Letterheads (external usage)
Retention Leaflet (A4 two sided)
Press Releases for Rotary Day, Peace Scholars, New Club and so on

Updating Club Records
Add a new members
Edit a member
Remove a member
Set up your MyRotary Account
Start a project in “Rotary Ideas” to get support and money
Add a Club Officer for the current year
Add a Club Officer for the next year

Volunteer Vacancies at RIBI
E-learning Projects
Judging competency

---------------------------------------------------------------------------------------------

Contacting RIBI
Phone: 01789 765 411
Email: secretary@rotarygbi.org
RIBI does not publish email addresses of individuals on its website, but most of the email
addresses work as firstname.lastname@rotarygbi.org
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How to take minutes
1. Come prepared:

Notepad/paper and pens – don't rely on one pen or pencil!
Voice Recorder

2. Switch on the recorder and write down who is present at the meeting (it may change during the 
meeting).

3. Record who has apologised for non-attendance.

4. Write down the jist of what is said – we do not need a transcript of the recording.  Do not try and 
do the final minutes during the meeting, you will almost always miss something important.

4. Interject when the meeting reaches the end of a topic with “What should I minute we have agreed
to do?”

5. Use a note-taking layout that you are happy with.  Write clearly – it saves a lot of time.  Using 
initials saves time. Using abbreviations save time e.g. “Rtn”.  If you are using loose sheets of paper, 
put the date and the page number on each page.

6. After the meeting is over collect and staple your notes, and word-process the minutes whilst 
events are still easy to recall.  It is a mistake to leave things for a week or so.  Record the date time 
and place of the meeting, and number the pages.  Listen to the recording to make sure you have all 
the points in the minutes.

7. Use a layout that you are happy with.  Numbering the individual minutes helps people find what 
it is they agreed to do, rather than having to say, “In paragraph 5 on page 3 ...”.  Some people use 
tables (left column with the minute number, middle column with the text, right column with the 
actions).  Some people use formats and styles so that the numbers move forward automatically, and 
the format dictates whether this is a sub para, or a sub-sub para. 

8. Check the minutes through before you send them to the Chairman of the meeting for approval.  
You are looking for missed or duplicate minute numbering, spelling mistakes, getting names right, 
and getting the full points down in as few words as possible.

9. Circulate the minutes to the attenders, the apologisers, and the others.  Aim to do this within 7 
days of the meeting, so that those with action points have a chance of doing things in time before 
the next meeting.

10.  Often you can make a good Agenda for the next meeting by going through the Action Points 
and listing them under Matters Arising on the next Agenda.

Dick Nathan
District Executive Secretary
Rotary in London (D-1130)
April 2016
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The Planned Secretary's Year
Before the start of the year, set the dates for:

1. Club SGM - usually December business meeting
2. Club AGM - usually April business meeting, with some items held over until June
3. Club Assembly - usually May or June
4. Club Handover – a date close to 1st July

May – before start of year
HEMP

Health and Safety Policy signed and dated*
Equality and Diversity Policy signed and dated*
Memorandum of Understanding signed and dated
Protection Policy signed and dated*

Documents marked * may be required if an insurance claim arises

June - before start of year:
1. Set dates for club council meetings. Take care with bank holidays.

The June council meeting us usually open to old and new Council members.
2. Set dates for club business meetings
3. Circulate club card/directory for updates.
4. Gather club awards and trophies for presentation at handover meeting

This is much easier if you have a list of the trophies – also make sure you get
a photo of the presentations so you can get them back for the handover next
year!

September
Peace One Day is 21 September
Order Poppy Wreath from Royal British Legion (request one with Rotary emblem in
centre) No specific cost - they suggest an amount on slip with wreath
RBL Telephone No: 01622 717 172

October
District Conference – check if anything needs to be organised for the Club
World Polio Eradication day is 24 October.

November
Issue formal notice of SGM, preferably via email

December
Get nomination forms, conduct ballot if required and announce next year’s officers 
at the SGM (Special General Meeting)
Elect members of Club Council for next year
Elect District Council Representatives for Next year
Elect RIBI Conference Voting Delegates for current year and register with RIBI
Invite President of your linked Inner Wheel club to Christmas meal
Send cards & a gift to Widows (of past members) if that is done in your Club
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January
Enter club details for next year on RI database - now online

Also need next year's Foundation chairman
Register voting delegates for RIBI conference

February
Make sure that the Club does something on Rotary’s Birthday 23 Feb

March
1. Issue formal notice of AGM, preferably via email
2. Order Past President's jewel & Presidents bar from your chosen supplier

April
Get members going to RIBI Conference to register for any District events
Attend District Assembly event(s) for next year
Get Service Chairmen to produce reports for year so far at AGM Part 1

May
Make sure that the four documents are signed for the coming year (HEMP)

June

Make sure that the dues for the coming year are agreed at the AGM Part 2
Book a date for the Club Assembly and remind Service Chairmen to present plans
Make sure that the Assistant Governor can attend or find a substitute
Review the photographs and get the Club trophies engraved and ready for year end
Organise any special arrangements for the handover

Every Month
Produce an agenda for the Club President for each meeting
Keep the Club President on course at the meetings
Check if new Club Members can attend the New Rotarians Seminar
Produce Minutes of Council Meetings – or make sure the task is delegated
Send out membership proposals as part of the 7-day notice
Order materials for new Club Members (pin, name badge, Introductory manual)
Update RI database for new members and members leaving
Report to District Secretary any new members so a welcome letter can go out
Report any changes in meeting place or time to District Secretary
Report any significant announcements from:

rotary.org, ribi.org,  and rotaryinlondon.org

District Assembly for Club Secretaries
May 2013
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YOUR NAME
TITLE

Sample 7-day Notice

To All Members of the Rotary Club of Any town 

18th April 2013
NOTICE OF PROPOSED ELECTION

In accordance with RIBI Standard By-Laws I hereby give notice of a proposal that the
undermentioned be elected to active membership of the Club.

Name:
Address:  

Classification:
Proposer:
 
 

Any member wishing to object to the proposed election has a 7-day period during which he
or she may send to the Secretary a written and reasoned objection.

Name 
Title

1 Any Street, Any Town, Any County, Postcode
T: 01234 567890  youremail@email.com  www.yourwebsite.org.uk
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SAMPLE AGM AGENDA

ROTARY CLUB OF LITTLE PUDDLEWICK

PART ONE
AGENDA, ANNUAL GENERAL MEETING 11 APRIL 2012

1. Convene Meeting

2. Election of honorary members

Honorary Member 1
Honorary Member 2

3. Election of six ordinary members of Council

4. Confirm the appointment of committee chairmen for the ensuing Rotary year

5. Appointment of a person to examine the club’s annual accounts

6. Election of two representatives of the club on District Council, and two substitutes

ANNUAL GENERAL MEETING NOW DEFERRED TO PART TWO

PART TWO
1. Re-convene Meeting

2. Annual reports from the committees upon the activities of the club for the current Rotary 
year:

Membership Services
Community
Vocational
International
Foundation
Youth Activities
Fund raising/Entertainment

Presidential summary

3. Treasurer’s report and proposed budget and subscription for the ensuing Rotary 
year

4. Trust fund report

CONCLUSION OF ANNUAL GENERAL MEETING
Dick Nathan, April 2016
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SAMPLE SGM AGENDA and Nominations form

TO ALL MEMBERS
11th November 2015

SPECIAL GENERAL MEETING
2nd December 2015

In accordance with Standard Club By-Law 6, Clause 2 (b), I hereby give 
notice that a Special General Meeting of the Club will be held at The 
Beefeater, Kenton at 9.05pm on Wednesday 2nd December 2015

The purpose of this meeting is, to elect, by ballot:

The President for the Rotary year 2017-18

The Vice President, Secretary, Treasurer, Assistant Secretary and Assistant 
Treasurer of the Club for the Rotary year 2016-2017

The Club’s Voting delegates (and deputies) for the RIBI Annual Conference to
be held in Belfast 1st-3rd April 2016

Receiving and approving the examined annual accounts for the year ended 
30 June 2015.

A nomination form is attached. You are reminded that the prior consent of 
each nominee must be obtained, and every nomination must be signed by the
nominee.

Completed forms should be returned to me no later than noon on Friday 27 th 
November 2016

Anne Rotarian
Hon Secretary
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NOMINATIONS FOR CLUB OFFICERS

For Rotary year  commencing July 1st  2017
Office Nominee Signature

President

For Rotary year commencing 1 July  2016
Office Nominee Signature

Vice President

Secretary

Treasurer

Assistant Secretary

Assistant Treasurer

For the RIBI Conference April 2016
Voting Delegate Nominee Signature

Delegate 1

Delegate 2

Substitute 1

Substitute 2

Return to club secretary NO LATER THAN 12.00pm Friday 28th November 2016
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INSURANCE LIABILITIES

Below is a list of activities for which automatic cover has been agreed with the insurer.
No other events are covered without referral to Bartlett.
• Amateur Boxing matches (conducted under the leadership and control of the Amateur Boxing
Association (ABA)).
• Archery events conducted under the leadership of a Grand National Archery Society instructor.
• Auctions.
• Bag packing.
• Balloon releases (subject to referral to the Civil Aviation Authority).
• Band Championships.
• BBQ’s & Hog Roasts, subject to compliance with statutory obligations relating to food hygiene.
• Beer, wine or cheese festivals and the like, subject to a maximum attendance of 2,500 people.
• Blood Pressure and Stroke Awareness days.
• Bowling events.
• Provision of Bouncy Castles, subject to compliance with all PIPA guidelines.
• Cabaret evenings.
• Camping trips (subject to adequate supervision and compliance with RIBI’s protection policy
including any parents).
• Carnivals, subject to a maximum attendance of 5,000 people.
• Classic car and motorbike shows.
• Cheese and wine events.
• Christmas Markets.
• Clay Pigeon shoots, subject to compliance with CPSA safety guidelines.
• Concerts, subject to a maximum attendance of 2,500 people.
• Conferences, subject to a maximum attendance of 5,000 people.
• Dances.
• Dart competitions.
• Disability Games.
• Donkey Derbies.
• Duck races.
• Easter Egg hunts, subject to a maximum attendance of 2,500 people.
• Exhibitions.
• Fashion shows, subject to a maximum attendance of 5,000 people.
• Festival of Lights, subject to a maximum attendance of 2,500 people.
• Fireworks displays where:
 the attendance will be less than 1,000 people.
And
 the display is carried out by a specialist contractor with their own Public Liability insurance

providing a limit of no less than £5,000,000.
If additional cover is required where the above requirements are not met please complete the
referral form and email it to Bartlett.
• Food Fairs, subject to a maximum attendance of 5,000 people.
• Food parcel delivery.
• Galas, subject to a maximum attendance of 5,000 people.
• Gardening help (excluding tree-felling and use of chainsaws).
• Garden Parties, subject to a maximum attendance of 5,000 people.
• Garden Trails.
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• Golf Tournaments (excluding the use of motorised golf carts).
• Health information days.
• Jumble Sales, Bake Sales, Bring-and-Buy Sales, Car Boot Sales.
• Kite flying, subject to compliance with Air Navigation Order and Regulations published by the 
Civil Aviation Authority.
• Marathons, subject to a maximum attendance of 2,500 people..
• Model Railway exhibitions.
• Non-contact sporting activities.
• Pancake races.
• Pet Shows.
• Polio Eradication Trips (excluding drug administration or ‘hands-on’ work and Employers
Liability).
• Racing events but excluding:

 usage of motor vehicles or any other mechanically-propelled vehicle,
usage of skateboards, roller blades, cycles.

 usage of watercraft other than Yachting Events, Boating Events or Dragon Boat Races,
provided such watercraft are less than 9m in length, are non-mechanically propelled 
and used only on inland waterways or within 3 miles of the coast.

 any events involving the riding of animals.
•
RIBI Districts Youth Exchange Association, RIBI Youth Service Events (including RYLA) and Kids
Out Events, subject to:
 The RIBI protection policy being followed and DBS checks carried out where required, and;
 A risk assessment carried out in accordance with the RIBI Health & Safety policy, and;
 Any Hazardous Activities, such as Abseiling, Climbing, Horse Riding etc, being undertaken
by a qualified third party provider, who hold their own liability insurance. Evidence of such
insurance to be kept on file with the Risk Assessment.
With regards to Youth Exchange, please note that there is no cover under this policy for the
individuals whilst travelling or staying abroad. Individual travel insurance should be arranged, 
which should include personal liability insurance. Bartlett can provide a quotation for travel 
insurance, if required.
• Spiral Wells used for Rotary Fundraising.
• Sponsored cycles on roads or cycle paths only, subject to a maximum of 2,500 participants.
• Sponsored walks, runs or swims subject to a maximum of 2,500 participants.
• Stalls run by Rotary Clubs.
• Street collections and erection of banners.
• Tree of Lights, subject to a maximum attendance of 2,500 people.
• Use of stationary trailers or floats not attached to a motorised vehicle.
• Village Fetes, subject to a maximum attendance of 5,000 people.
• Visits and outings (seaside, parks, museums, art galleries).
• Wassail events.
• Wheelbarrow races.
• Yachting Events, Boating Events or Dragon Boat Races and Raft Races, provided watercraft are
less than 9m in length, are non-mechanically propelled and used only on inland waterways or within
3 miles of the coast.
• Youth Speaks
• Young:
Artist, Chef, Musician, Photographer, Technology, Writer competitions.
Where clubs are organising events that fall outside of the above list please complete the Rotary 
Event
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Insurance Referral Form. The completed form must be sent to Bartlett, in good time before the 
event,
to ensure adequate cover is arranged.
Hazardous & Excluded Activities
In the event that any hazardous activity is to be organised please refer to Bartlett for advice as
Public Liability cover will not be automatically provided.
It is incumbent upon the event organisers to take all reasonable steps to ensure the safety of
participants as far as possible. Many of these activities are operated through Codes of Practice, 
Health and Safety Executive Guidelines, Trade Association Guidelines, Government Regulations 
and Health and Safety Executive Guidance Notes.
A check should be made with the operator to establish if such controls exist, and if so, that they are
followed. Where there is any doubt, the activity should be abandoned.
Examples of hazardous activities and events that are not covered/ excluded are:
• Abseiling.
• Activities outside England, Scotland, Wales, Northern Ireland, the Isle of Man and the Republic of
Ireland.
• Assault course.
• Aviation risks.
• Barfly jumping.
• BMX cycling.
• Bungee jumping.
• Caving.
• Driving of any vehicle by persons who would not be allowed to drive such a vehicle on the public
highway.
• Dry slope skiing.
• Horse riding.
• Use of hot-air balloons.
• Hovercraft.
• Jet-skiing.
• Marine and water-borne risks, other than those automatically covered above.
• Motor third party liability where required under the Road Traffic Act.
• Parachuting.
• Pole climbing.
• Pony-trekking.
• Racing risks.
• Rock Climbing.
• Sports stadia, theatre or music venues where attendance may exceed 1000 at any one time.
• Sub-aqua diving.
• Swimming.
• Usage of motor vehicles or any other mechanically-propelled vehicle.
• Zip-wiring.
This is not an exhaustive list, if you are at all unsure as to whether an activity would be defined as 
dangerous please contact Bartlett for advice.
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