[image: image1.png]


ROTARY CLUB of LAS VEGAS SUMMERLIN 
Club Administration Committee


www.summerlinrotary.org 


Summerlin Club Administration Manual of Procedures
5

Summerlin Club Administration Manual of Procedures
Table of Contents

21
Programs


21.1
Weekly Speakers


21.2
Presentation Evaluation


22
Service, Fellowship, and Attendance


22.1
Weekly Service Team


22.2
Attendance (Truant Officer)


22.3
Fellowship (Cheerleaders)


23
Communications


23.1
Newsletter Editor and Staff


23.2
Webmaster and Staff




Summerlin Club Administration Manual of Procedures
For additional information refer to the RI Club Administration Committee Manual 226a online (http://www.rotary.org/RIdocuments/en_pdf/226a_en.pdf) 
The Club Leadership Plan is designed to provide for continuity of club leadership from one year to the next. One goal of the committee structure is to train future leaders. This guide is an attempt to establish policies and procedures that will make the transition easier when there is a change in leadership.

1 Programs 
The program committee should create a line up of speakers and programs that encourage folks to attend meetings and present the programs in a compelling way so that no one would want to miss any of the presentations. The committee should review past programs as well as recommended new programs and evaluate their merits. Programs should be scheduled sufficiently in advance so that all members can mark their calendars to avoid missing a program. The program sub-committee should also provide for regularly scheduled club assemblies, new member talks and induction ceremonies for new members.  See Fellowship Team (Cheerleaders) below.
1.1 Weekly Speakers & Programs
Weekly speakers and programs should be of great interest to the club membership. Programs should not be “infomercials” although it’s impossible to totally avoid programs that have something to promote. Potential speakers should be advised that Rotary is a service organization and not a leads club so their presentation should be beneficial to all concerned rather than a sales pitch.
1.2 Presentation Evaluation
Efforts should be made to evaluate each speaker and program to make it easier to determine whether that speaker or program should be presented again in future years. A simple database should be maintained for this purpose.

Rotary Themes: RI has monthly themes.  We should have at least one program per month that fits into Rotary’s theme for that month.  The themes for 2009 are as follows:

	July 
	No Rotary designation 

	August 
	Membership and Extension Month 

	September 
	New Generations Month 

	October 
	Vocational Service Month 

	November 

Week including 5 November:
	Rotary Foundation Month 

World Interact Week

	December 
	Family Month 

	January 
	Rotary Awareness Month 

	February 

23 February:
	World Understanding Month 

World Understanding and Peace Day/Rotary’s anniversary

	March 

Week including 13 March:
	Literacy Month 

World Rotaract Week

	April 
	Magazine Month 

	June 
	Rotary Fellowships Month 


2 Service, Fellowship, and Attendance
Service above self is the motto of Rotary. Probably the first place members can perform service is to the club. There are regular and routine services that need to be performed on a regular basis. Each club member should see it as a duty to provide service to the club in a manner which is fair to all concerned. Each club member should be schedule to perform club-service fairly through out the year.
2.1 Weekly Service Team
2.1.1 Set-up Crew/Meeting Support 
Two persons should be selected each week from the membership to come early (7:00 AM) to get and set up the regalia needed for the meeting. They should stay after the close of the meeting to put the equipment away. This should not be left to the same people each week. 

2.1.2 Greeter

One member should be designated to greet members and guests. This should be rotated each week.
2.1.3 Salutatorian

One member should be designated to lead the Pledge of Allegiance. This should be rotated each week.
2.1.4 Inspirationalist

One member should be designated to give the inspirational message. (Some club’s have a designated chaplain-others rotate this duty).
2.1.5 Music/Fellowship
One member should be designated to provide song sheets and lead the fellowship rituals. (Some clubs have one person who performs this function, other rotate it. Consider alternating songs with other forms of “meet and greet.”)
2.2 Attendance Team (Truant Officer)
Works with the Secretary (ex-officio member of committee) to follow-up on absences—“there is no fellowship in an empty chair.” Be aware of RI and Club policies on attendance. Develops a procedure to follow-up on absence and report back as what the club can do to improve attendance, e.g. some clubs send postcards or emails to absent members each week.
2.3 Fellowship Team(Cheerleaders)
Plans club fellowship outings such as Fireside Chats and other social events to include the families of Rotarians. Helps prepare weekly fellowship activities including Music/Fellowship above. Helps plan club assembly meetings to make them ore fun and worthwhile to attend.
3 Communications

3.1 Newsletter Editor and Team
Produces and publishes ’Round the Wheel e-newsletter. This may entail contributing material and ideas for publication as well as learning how to publish the newsletter. Promotes the newsletter, making sure that members are receiving the newsletter. Gathers material from members for publication.
3.2 Webmaster and Team
Updates and publishes the club website on a weekly basis. Helps members use the website for information as well as a tool to sign-up for club activities. Gathers information from other club committees to publish on the web.
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