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A Reference Manual for Club Leaders
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Administrative Procedures Manual

1.  Purpose

The purpose of the Administrative Procedures Manual is to help club leaders understand Rotary and the Club policies and procedures most relevant to their service. 
The manual provides concise and easy-to-understand descriptions of the policies and procedures that have been adopted by the Board of Directors of this club. 
Included in this manual are:

· The current Club Constitution and By-Laws
· Job descriptions for Officers and Directors
· Process Flow Charts

· Club Organizational Chart

2.  Mission Statement

The Five Avenues of Service, respectively, Club, Vocational, Community, and

International, and Youth Service are the philosophical and practical framework for the work of our Club, and ensure that our service efforts are balanced and working to share Rotary in our club, our community, our vocations, and our world.
Our club annually undertakes a well-rounded program of activities in support of the Family of Rotary and within each of Rotary's Five Avenues of Service.  We focus our resources - time, talents and finances - to support Rotary areas of focus:  Peace and conflict resolution, disease prevention and treatment, water and sanitation, maternal and child health, basic education and literacy and economic and community development. 
We strive to be an effective Rotary club by,

· Sustaining or increasing our membership base

· Implementing successful service projects in our community and communities in other countries

· Supporting The Rotary Foundation, both financially and through program participation 

· Developing leaders capable of serving in Rotary beyond the club level
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1.  Club Governance
Our club is governed by a Board of Directors consisting of thirteen members of the club who are elected in accordance with Article 3, Section 1, of the club’s By Laws. These thirteen members consist of seven officers, namely, the President, President-Elect, Vice President, Secretary, Treasurer, Sergeant-at-Arms and the Immediate Past President; and five Directors representing, respectively, Membership, Club Public Relations, Club Administration, Service Projects, Youth Service and Rotary Foundation.  

2.  Board of Directors Duties and Responsibilities
By accepting nomination and election to office, Officers and Directors agree that they will, to the best of their ability, give the time and effort necessary to administer the duties of their office in an effective, efficient manner in accordance with the RI Manual of Procedures and our club’s Constitution and By-Laws.

a.  All Officers and Directors 

· Collaborate with and assist their successor to ensure a smooth transition between Rotary years

· Work with the President and President-Elect to identify, recruit and train chairs for the committees they oversee, monitor and assist
· Attend district club leader training seminar (District Assembly) unless excused by the President-Elect
· Review and become familiar with the provisions of the club’s Constitution, By-Laws, the RI Manual of Procedures (MOP), and the RCKH Administrative Procedures Manual as they pertain to their position
b.  President

· Register at www.rotary.org (Member Access) to obtain the club’s administrative data and Foundation information.
· Ensure the club secretary has also registered for Member Access in order to update and maintain membership and club data 

· Define, implement, and continually evaluate a set of consolidated club goals that integrates specific and measurable input from each standing committee 

· Encourage communication between club and district committee chairs

· Conduct periodic reviews of all committee activities, goals, and expenditures

· Inform club members and encourage ownership and involvement 
· Preside at all club meetings

· Ensure that all regular, special, and Board meetings are well planned

· Communicate important information to club members

· Provide regular fellowship opportunities for members
· Provide periodic updates to members in a club assembly format at least semiannually.
· Prepare for and encourage participation in club and district meetings 

· Attend and ensure club representation at the district conference and other district meetings

· Collaborate with club and district leaders 

· Ensure that the club’s board of directors approves all expenditures not accounted for in the approved club budget

· Monitor execution of the club budget working closely with the club treasurer   

· Ensure continuity in leadership and service projects

· Submit a comprehensive annual report to the club on its status in June, before leaving office 

· Arrange for a joint meeting of the incoming board with the outgoing board of directors 
· Lead participation in Rotary Foundation local and global grants.
c.  President-Elect

· Review the RI Club President’s Manual
· Prepare for, and attend, the Presidents-Elect Training Seminar (P.E.T.S) (February or March)
Note:  If the President-Elect does not attend the P.E.T.S and the District Assembly and has not been excused by the Governor-Elect or, if so excused, does not send a designated club representative to these meetings, the President-Elect shall not be able to serve as club President.  In such event, the current President shall continue in office until a successor who has attended a P.E.T.S and the District Assembly, or other training deemed sufficient by the Governor-Elect, has been duly elected.
· Review the club goals, using Elements of an Effective Club as a guide 

· Establish club goals and objectives that ensure the club’s service efforts are balanced and address each of Rotary’s five Avenues of Service, using the Planning Guide for Effective Rotary Clubs: 

· Assess the club’s membership situation

· Discuss and organize service objectives

· Identify ways to improve support for The Rotary Foundation

· Develop future leaders by promoting attendance at important district events

· Develop a public relations plan

· Plan action steps to carry out your club’s administrative responsibilities

· Hold monthly “shadow” board meetings after completion of P.E.T.S in order to:

· Team build

· Review the provisions of the club’s Constitution, By Laws, the RI Manual of Procedures (MOP), and the RCKH Administrative Procedures Manual.
· Determine “no meeting” dates and “meetings at a location other than the Shilo” dates

· Establish club goals 

· Serve as an ex officio member of all club committees

· Oversee, monitor and assist the Crawfish Boil Committee

· Form and Chair the Nominations Committee IAW RCKH By Laws Article 9, Section 2(8)

· In coordination with the President, hold an election for club officers and directors not later than December 31st  (10 day written notification required)

· Develop the club’s budget for the next year* not later than June 30th.  Ensure that the budget provides a realistic amount of money for club operations and service projects as outlined in the club’s established goals.  This includes:

· An annual review of the club’s dues structure and policies on fines to ensure they support club financial stability, contractual requirements, and membership goals

· Negotiating an annual contract with the location selected for both regular and board meetings  (not later than March 31st) 

· Ensure continuity in leadership and service projects* 

· Work with officers-elect and directors-elect to appoint standing committee chairs

· Coordinate for optional committee chairs as requested by the club President

· Encourage committee members to serve for three (3) years to facilitate continuity

· Arrange a joint meeting of the incoming board of directors with the outgoing board

· Confer with the club President

· Ensure regular and consistent training 

· Attend the district assembly (April/May)

· Encourage all club leaders to attend the district assembly
· Attend the district conference
d.  Vice President
· Oversee, monitor and assist the Reconciliation Committee, with responsibility to review monthly financial, aging and attendance reports and make recommendations for action.
·  Serve on the Nominations Committee

· In coordination for the webmaster and public relations director, ensure that the club bulletin and web page is updated on a weekly basis.
· Organize Club Cluster meetings as directed by the board of directors

· Conduct an annual review of the club’s Constitution, By-Laws, and Administrative Procedures Manual.  Ensure that Council on Legislation results are integrated into these documents as applicable.  Propose any changes to the board no later than May 1 for implementation.  Ensure updated copies of all documents are posted to website and provided to club historian.
· Preserve copies of the Club’s Constitution and By-Laws in accordance with Appendix 10, Records Retention Policy to this Manual.
e.  Immediate Past President
· Service as a senior advisor to the current President and Board of Directors

· Serve as Chair of the Past President’s Committee 
· Collaborate with the President and President-Elect to provide input on requested actions or issues and ensure continuity of leadership for club functions and activities 

f.  Secretary

The Secretary is responsible for maintaining membership records; recording attendance at meetings; reporting monthly attendance figures via ClubRunner to the club and district; recording and preserving minutes of the club, board, and committee meetings; making required reports to RI; and performing other duties that usually pertain to the office of secretary.  Appendix 3, Secretary’s Guide, provides details on how to perform the majority of these duties and responsibilities.
Specifically, 

· Register at www.rotary.org (Member Access) on order to update and maintain the club’s membership and administrative data

· Review the Club Secretary’s Manual (229-EN—907) in order to understand your role and responsibilities

· Prepare and submit all necessary signature cards.
· Coordinate notices of meetings of the club, board of directors, and committees by mail or email as required

· Record weekly member attendance and ensure that member submission of make-ups is recorded.

· Record and preserve minutes of the club Board of Directors and other meetings in accordance with Appendix 10, Records Retention Policy, to this Manual and post to RCKH webpage.
· Receive, complete, and post to Club Runner and return the Semi-Annual Report (SAR) of membership; collaborate with the club treasurer, to remit:

· Per capita RI dues (1 July and 1 January) 

· Per capita Council on Legislation fees

· Per capita general liability insurance fees

· Subscriptions to The Rotarian magazine

· Ensure monthly membership close-outs via ClubRunner to ensure timely district reporting.
· In coordination with the Membership Director:

· Administer the Leave of Absence process; ensure that the processes and procedures outlined in the Leave of Absence Process Flowchart are enforced

· Administer the Honorary Member process

· Ensure that the processes and procedures outlined in the New Member Process Flowchart and the Voluntary Resignation Flowchart are enforced.

· Prepare new member packets and badges 
· Prepare monthly attendance monitoring report to support retention.
· Prepare monthly update for board meetings to include updated LOA report by name and expiration, end of month and YTD attendance percentages and membership total.
· Prepare and present to the club President Perfect Attendance Certificates for the preceding year not later than July 31st 
· Order End-of-Year presentation items so that they are received in time to be presented at the Installation Dinner:

· Past-President Gavel Plaque (www.ruh.com; Item # R34105)

· Past-President and President name badges

· Past-President pin (www.ruh.com; Item # R10310KG 16D)

· Rotarian of the Year Plaque (www.ruh.com; Item # R34277) (in coordination with the Rotarian of the Year Committee Chair)

g.  Treasurer
The Treasurer is responsible for managing all club funds and maintaining accounts of them; receiving and disbursing funds; preparing financial reports; helping to develop the club’s budget; and performing other fiscal duties normally associated with your office.  Appendix 2, Treasurer’s Guide, provides details on how to perform the majority of these duties and responsibilities.
Specifically,

· Manage the club’s financial records and transactions using QuickBooks

· Reconcile bank statements on a monthly basis

· Enter interest and dividends received from the club’s investment, savings and money market accounts on a monthly and/or quarterly basis as applicable
· Monitor expenditures against the club budget
· Adhere to the Club’s Record Retention Policy 
· Pick up and distribute mail from the club’s post office box (Box 2638 at the Harker Heights Post Office) at least weekly

· Maintain custody of all club funds

· Oversee and monitor all investment, savings, checking and money market accounts; recommend, as necessary, reallocation of these assets

· Establish a separate checking account for Global Grants as required. 

· Ensure member payments, and monies for visitor meals, birthday singing and fines are deposited within five (5) work days of receipt

· Ensure that member invoices and statements are prepared monthly
· Set up memorized invoices for billing recurring items

· Enter invoices for non-recurring items

· Prepare checks for signature

· Distribute member statements via email monthly.
· Ensure that member billing processes and procedures detailed in the following RCKH Process Flowcharts are enforced:

· Optional Billing Process

· Leave of Absence Process (in coordination with the Secretary)

· New Member Process (in coordination with the Membership Director)

· Voluntary Resignation Process (in coordination with the Secretary)

· Account for all club funds to the board of directors 
· Prepare the following financial reports on a monthly basis for presentation at the Board of Director’s meeting:
· Profit & Loss (P&L) Statement

· Balance Sheet

· P&L Comparison Report

· Accounts Receivable Aging Report 
· Prepare the Annual Financial report no later than August 31st. 

· Serve as the club’s liaison with our accounting firm 

· Oversee and monitor the quality of the firm’s work

· Recommend, as necessary, changes to the duties prescribed in Annex 1, Contracted Accounting Assistance, to Appendix 2.
· Ensure the club’s annual income tax returns are prepared, approved, and submitted no later than November 15th
· Form 990, Return of Organization Exempt From Income Tax
· Form 990-T, Exempt Organization Business Income Tax Return.

· Assist the club President in developing an annual club budget

· Collaborate with the Secretary to collect and remit:
· Per capita RI dues (July 1st and January 1st) 

· Per capita Council on Legislation fees

· Per capita general liability insurance fees

· Subscriptions to The Rotarian magazine

· Remit District 5870 per capita dues no later than July 31st
h.  Sergeant-at-Arms
· Serve as the Parliamentarian for all club and board meetings using Robert’s Rules of Order as a guide
· Administer and collect fines in an amount and for reasons approved by the Board of Directors 

· Resolve member behavior that detracts from the professional environment of the club

· Develop and promote a plan to foster esprit-de-corps within the club

· Assist the club President in planning weekly meeting agendas 
· The Sergeant-At-Arms is responsible for completing the weekly Regular Meeting Agenda (see the Forms section of this manual)
· Serve as the single point of contact for site support provided by the meeting location.  Provide frequent feedback to ensure quality service. 
· Oversee the setup of facilities for all regular club meetings and Board of Directors meetings.  For all regular club meeting …regardless of their location …ensure that:

· The American Flag is posted to the left rear of the podium with the eagle facing the membership

· The Texas Flag is posted to the right rear of the podium with the star facing the membership

· The Rotary Club of Killeen Heights Banner and the 4-Way Test Banner are prominently displayed at each meeting

· The Rotary Bell and gavel are positioned on the table to the left of the podium

· All presentation items are positioned adjacent to the podium for presentation as directed by the President.  These items include, but are not limited to: 

· New member induction packets

· Blue badges

· 4-Way Test Coin certificates

· Paul Harris Fellowships 

· Books to be signed for each adopt-a-school by the guest speaker 

· The badge boxes are available for members to obtain their name badges

· In coordination with the program chair, all necessary audio-visual aids (projector, projector table and screen), are present and positioned for use

· In coordination with the meeting location staff, ensure that:

· Support provided to club and board meetings are supported as contracted.

· There are sufficient tables and chairs to seat members and guests, the attendance committee, secretary, treasurer, and badge boxes.

· The storage room remains neat and secure

i.  Director, Club Administration 

The Club Administration Director is responsible for conducting activities associated with the effective and efficient operation of the club.

Specifically,

· Review the Club Administration Committee Manual (226-EN—706A) in order to understand your role and responsibilities

· Oversee, monitor and assist the:
· Club Historian Webmaster (in coordination with the Public Relations Director)

· Develop recommendations for club members for presentation of individual awards such as the Avenues of Service Citation and the District 5870 Roll of Fame; prepare and submit all necessary paperwork in a timely manner.
· In coordination with the President and President-Elect, plan and conduct the Installation ceremony


· Develop annual calendar of events, including regular meetings (in coordination with programs chair, President, and board members) and special, social and district events of interest.  Ensure calendar is updated and maintained on club website. 
· Promote fellowship among club members by organizing and conducting periodic club social activities; plan a club activity that supports the Family of Rotary concept.
· Coordinate civic recognition initiatives with the President and Director, Foundation.

· In coordination for all members of the Board of Directors, prepare and submit a comprehensive rollup of the club accomplishments to the District Governor and Club Historian not later than June 30th and provide input to club president for any club annual award submission.
j.  Director, Membership 
The Membership Director is responsible for developing and implementing a comprehensive plan for recruiting and retaining members.  

Specifically,

· Review the Membership Committee Manual (226-EN—706B) in order to understand your role and responsibilities

· Assist the President-Elect in developing a membership action plan for the club

· Develop plan for meeting annual membership goals, focusing on new member recruitment and current member retention. Encourage members to sponsor new members who reflect the professional diversity of our community
· Coordinate and implement the club’s membership development program;
· Ensure the processes and procedures detailed in the New Member Process Flowchart are enforced
· Staff, oversee, monitor and assist the following committees:

· Recruiting committee:  Review all proposals for membership and confirm the character, business, social and community standing and general eligibility of all persons proposed for membership and provide recommendations on all applications to the board
· New member orientation committee: Implement club membership education and training
· Red badge committee:  Monitor, facilitate and encourage completion of new member checklist.
· Attendance & Retention committee: Assist secretary in monitoring member meeting attendance; Analyze member attendance trends and develop plans to improve member retention.  Review attendance and provide monthly attendance monitoring report with list of members who fall below 50% for quarter.  Contact members whose attendance falls below 25% for the quarter.
· Classifications committee:  Identify classifications within the professional community, provide a classification assessment to the board of directors (Jan 1st)

· Work with the Program Chair to plan a program in observance of Membership and Extension Month (August)

· Support District 5870 strategies to recruit and retain members

k.  Director, Service Projects

The Service Projects Director is responsible for developing and implementing educational, humanitarian and vocational projects that address the needs of our community.

Specifically,
· Review the Club Service Projects Committee Manual (226-EN—706D) in order to understand your role and responsibilities

· Report the current state of the club’s service projects to the President and President-Elect

· Conduct a needs assessment of the local community 

· Assist the President-Elect in developing service project goals and action plans
· Plan, organize and conduct projects that address one or more of the Avenues of Service (Community, Club, and/or Vocational) 

· Manage all club resources such as funds, materials, and club member time used to conduct service projects

· Monitor progress toward the completion of projects

· Conduct a post-completion evaluation of each project 

· Encourage club member participation in projects

· In coordination with the Public Relations Director, encourage community involvement and partnerships in carrying out service projects and to promote recognition of community service efforts

· Collaborate with the Programs Chair to plan a program in observance of Vocational Service Month (October)

· Oversee, monitor and assist the Charitable Giving Committee

· Service Projects Committee
· AUSA Adopt-A-Unit Program Committee
· Oversee, monitor and assist all service related pass-thru collections for outside organizations, as required.  Ensure billings are processed IAW the Optional Billing Process Flowchart

n.  Director, Youth Service
The Youth Service Director is responsible for involving youth and young adults in club vocational, community, and international service projects, and providing programs and resources that support them.  Review section ten, “Youth Service” in the Rotary International manual of procedures.
· Coordinate with service projects and/or program committee to acknowledge and support Youth Service month in September.

· Support the Rotary International Youth Service goals, and develop or maintain support to club Youth Service programs:

· Serve as the club’s point of contact for Rotary Youth Leadership Awards (RYLA)
· Organize and support the selection of scholarships 

· Coordinate Adopt-a-School support with KISD
· Support the Central Texas College Rotaract club

· Explore and support Interact clubs

· Support the Early Act First Knight program
· Coordinate support for Cub Scout Pack 248
l.  Director, Public Relations

The Public Relations Director is responsible for developing and implementing plans to provide members and the public with information about Rotary and to promote the club’s service projects and activities.

Specifically,
· Review the Club Public Relations Committee Manual (226-EN—706C) in order to understand your role and responsibilities

· Advise the President on public relations matters

· Collaborate with the President and President-elect to

· Assess the club’s current public relations plan 

· Recommend changes to the public relations plan, including action steps

· Create a list of media contacts, updating the list regularly, and work with the media to secure proper publicity for the club’s meetings, activities and projects
· Provide member updates on meetings weekly via Clubrunner email and post updates to RCKH website and Facebook page
· Make all members aware of current Rotary information by promoting:
· The club website
· The club Facebook page
· The Rotarian magazine

· District Governor’s monthly newsletter

· RI Web site (www.rotary.org)

· District 5870 Web site (www.rotary5870.com)

· RCKH Web site (www.khrotary.org)

· Present information to the public about the club and Rotary — its history, goals, and accomplishments

· Communicate with key organizations and leaders within the community

· Maintain and update a Rotary fact sheet for the public

· Collaborate with the:

· Programs Chair to plan a program in observance of Rotary Awareness Month (January)

· Club Administration Director to develop and maintain a club promotional materials
· Service Projects Director to promote recognition of community service efforts

· Rotary Foundation Director to promote recognition of community  and international projects

· Communicate with the district public relations chair, newsletter editor and webmaster to keep them informed of larger stories that may generate interest beyond our local community or to showcase RCKH accomplishments

m.  Director, Rotary Foundation

The Rotary Foundation Director is responsible for developing and implementing plans to support The Rotary Foundation through both financial contributions and program participation.

Specifically,
· Review the Club Rotary Foundation Committee Manual (226E-EN—512) in order to understand your role and responsibilities

· Assist the President in developing Foundation action plan
· Collaborate with the President and President-elect to :
· Assess the current state of the club’s Foundation efforts

· Set club goals for Annual Programs Fund (sustaining member) giving

· Ensure adequate matching funds are budgeted to support the club’s Annual Program Fund goal

· Coordinate club global and district grant participation, including training, implementation and reporting.
· Ensure that adequate funds are budgeted ($15 per capita) to support Rotary’s Polio Eradication Initiative (Polio Plus)

· Coordinate semi-annual matching fund drives (November and May) to maximize Foundation giving in support of the club’s Annual Programs Fund goal.
· Educate Rotarians about The Rotary Foundation.
Encourage and facilitate participation in Foundation grants and activities.

· Identify Rotary Foundation Alumni in the local community; leverage them to demonstrate the value of Rotary programs.

· Coordinate with the Program Chair to conduct a program to observe Rotary Foundation Month (November) and World Understanding Month (February).

· Coordinate with the Club Public Relations Director to promote recognition of community  and international projects.
· Coordinate with the Club Service Director to develop sustainable projects.
· Ensure proper stewardship of Rotary Foundation grant funds.
· Coordinate as required with the D5870 Foundation Chair
· Provide monthly update to board to include:

· TRF Contributions to date ($ and % of goal), including Polio Plus, Annual Program Fund, Bequest Society, Paul Harris Fellow, Major Donor

· Updates on grant projects and submissions

· Submit club for District-level awards, including Every Rotarian Every Year (EREY), Sustaining Club, 100% PHF
3.  Committee Chair Organization and Responsibilities
President : 
· Rotarian of the Year Committee:  Ensure Rotarian of the Year committee meets no later than March 31 to select the recipient of the annual award.
· Programs Committee
President Elect 
· Nominations Committee

· Crawfish Boil Committee:  Ensure that date is reserved immediately following previous year Crawfish Boil; appoint and supervise committee chairs; develop after action report and all financial reconciliation. 
· RCKH coin program
Vice President 
· Reconciliation Committee:  Review monthly financial statement, attendance and aging report and provide update and recommendations at monthly board meeting.

Past President
· Past Presidents’ Committee
Service Projects 
· Community Service Projects Committee, including coordination of the annual Food Care Center food drive. 

· Charitable Giving Committee:  Develop recommendations for annual allocation of club charitable giving funds.
· Adopt-a-Unit Committee, supporting AUSA Adopted Unit

Club Administration
· Awards & Civic Recognition 
· Historian 
· Programs  Committee
· Club Social Events 
Club Public Relations  
· RCKH Website

· Social Media   

· Club Bulletin 

· Public Information 

Membership
· Recruiting Committee
· Attendance & Retention Committee
· Classifications Committee
· New Member Orientation 

· Red Badge Program Committee
Youth Service
· Scholarships
· Early Act First Knight
· Rotaract and Interact 
· RYLA 
· Adopt-a-School
· Cub Scout Pack 248 
The Rotary Foundation 
· Grants – Global and District
· Paul Harris awards 
· Matching Fund drives
Treasurer’s Guide 
1. RCKH has contracted with Lott, Vernon and Company, P.C. to provide 8 hours of accounting support per week to assist the Treasurer in accomplishing some of the routine accounts receivable and payable functions prescribed in this Guide.   
a. The specifics of this support are detailed in Annex 1, Contracted Accounting Assistance, to this Appendix, and have been annotated (CAA) below.  

b. Duties not annotated (CAA) are the responsibility of the Treasurer to perform.
2. End-of-Month (EOM) Procedures.

a. Print a trial Balance Sheet as of the last day of the month.

b. Make the Journal Entry necessary to manually adjust Deferred Revenue so that it matches Accounts Receivable:  

(1) Use the Membership Dues Revenue Account as a debit or credit to offset the change in Deferred Revenue for Accounts Receivable.

(2) Use “Adjust EOM Dues” as memo.

c. Print the EOM financials – all must be as of the last day of the month:

(3) Profit and Loss – use Standard, Fiscal Year to Date (consider printing both the Collapsed and Expanded versions but it’s your call).

(4) P&L Comparison Report – under memorized reports print both the Collapsed and Expanded versions.

(5) Balance Sheet – use Standard.

(6) Accounts Receivable Report – use Customer Balance Summary.

(7) A/R Aging More Than 60 days – under memorized reports.

d. These financials are used at the monthly board meeting as the core of the Treasurer’s Report, and used by the Membership Director in his New Member Orientation Briefings.  Bring enough copies to the board meeting for every board member to receive a copy of each report.  

3. Fee Structure as of July 1, 2013
a. Member Dues.  Member Dues are $70 per month.  Every member is assessed this amount every full month he or she is in the club.   Members Dues for new members are prorated as explained below.
b. Paul Harris Sustaining Contribution.  Our club is a 100% Sustaining Club.  All members are also assessed $10 per month as a part of their annual Paul Harris Sustaining Contribution.  With few exceptions, every member is assessed this amount every month he or she is in the club.  
c. Initiation Fee.  $100 to cover the administrative costs of processing membership applications  
d. Visitor Meals.  All visitors are charged $13.  There is not a reduced cost for children’s meals.
4. Types of Invoices

a. Memorized Invoices.  Memorized invoices are used to bill recurring items such as Member Dues and Paul Harris Sustaining Contributions.

b. Manual Invoices. 

(1) Manual invoices are used to bill non-recurring items.  Non-recurring items are such things as the member’s Initial Invoice, Annual Programs Fund Matching Drive contributions, social events, and Rotary Store purchases.  

(2) Make the manual invoice as self-explanatory as possible in order to reduce the number of inquires.  Using the memo line on the invoice (bottom left hand corner of the screen) is the best way to do that because it is what shows up on the member’s monthly Statement.  

5. Member Invoice Procedures (CAA).

a. Set up new member accounts in QuickBooks using completed New Member Information Forms provided by the Membership Director via the Treasurer and create an Initial Invoice and Recurring Invoice.  
(1) The Initial Invoice.  Create a manual, one-time Initial Invoice for each new member who joins the club that includes the following charges:
(a) Admission Fee
· See paragraph 3c for the amount of this fee.

· All new members, with few exceptions, are assessed a one-time admission fee.  They are expected to pay this fee on or before the day of their induction.  

· The only time this fee is not charged is if a new member has already paid an initiation fee … such as the case of a previous member rejoining the club, or when a Rotarian transfers in from another club … or the new member is a former Rotaractor who ceased to be a member of Rotaract within the preceding two years.  
Note:
The Membership Director and Secretary are responsible for providing this information via the Treasurer.
(b) Member Dues
· See paragraph 3a for the amount of monthly member dues.

· When a member is inducted into the club after the 1st day of the month, Member Dues based are prorated based upon the number of Fridays that person will be a member during their first month in the club.  For example, if there are 5 Fridays and the new member is initiated on the 3rd Friday, then charge 3/5 of the monthly dues.  

(c) Paul Harris Sustaining Contribution  
· See paragraph 3b for the amount of the monthly Paul Harris Sustaining Contribution.

· The Paul Harris Sustaining Contribution is not prorated.  New members are charged the full $10 regardless of which Friday they are inducted.

(2) Recurring Invoice.   Create and memorize an invoice for each new member who joins the club.  Include the following charges:

(a) Member Dues (see paragraph 3a for the amount of the monthly member dues)

(b) Paul Harris Sustaining Contribution (see paragraph 3b for the amount of the monthly Paul Harris Sustaining Contribution)
Invoices are memorized by first creating them as a manual invoice and then adding them to the appropriate group through the Memorize Invoice option under the Edit tab.  
Routinely add proposed members to the database as soon as the board approves putting them on the tables so that they are ready to go on induction day.  To distinguish them from the active members, place the notation (Proposed Member) after the name.

b. Invoicing Cycles  

(1) All member invoices are entered on a monthly basis unless otherwise approved by the Board of Directors.   Monthly invoices are placed in the memorized invoice group named Rotary Bills.  They are entered on the 1st day of each month.

(2) With the approval of the Board of Directors, the one of the following alternate invoicing cycles can be used:
(a) Calendar Year Invoice
· This invoice is entered each January 1st for the entire calendar year.  The annual billing amount is:

· Member Dues:  Amount in paragraph 3a times 12 

· Paul Harris Sustain Contribution:  Amount in paragraph 3b times 12 

· Calendar Year invoices are placed in the memorized invoice group named Calendar Year (CY) Annual Bills.  

(b) Quarterly Invoice

· This invoice is entered each July 1st, October 1st, January 1st and April 1st.  Each quarterly billing is: 
· Member Dues:  Amount in paragraph 3a times 3 

· Paul Harris Sustain Contribution:  Amount in paragraph 3b times 3 

· Quarterly invoices are placed in the memorized invoice group named Quarter Rotary Bills.
(c) Semi-Annual Invoice
· This invoice is entered each July 1st and January 1st.  Each semi-annual billing is:

· Member Dues:  Amount in paragraph 3a times 6 

· Paul Harris Sustain Contribution:  Amount in paragraph 3b times 6 

· Semi-Annual invoices are placed in the memorized invoice group named Semi-Annual Rotary Bills.
(d) Rotary Year Invoice 

· This invoice is entered each July 1st for the entire Rotary Year.  The annual billing is: 
· Member Dues:  Amount in paragraph 3a times 12 

· Paul Harris Sustain Contribution:  Amount in paragraph 3b times 12 

· Rotary Year invoices are placed in the memorized invoice group named Rotary Year (RY) Annual Rotary Bills.
c. Leave of Absence (LOA) Invoices

(1) With the approval of the Board of Directors, a member can be placed on a Leave of Absence (LOA) for a defined period of time.  

(2) A LOA does not relieve the member from the requirement to pay dues and sustaining contributions.  However, on a case-by-case basis, the Board of Directors has the authority to waive the portion of the dues which are not required to pay non-discretionary costs.  These non-discretionary items are listed below.  

Note:
It is the Treasurer’s responsibility to ensure that the Board of Directors provides specific guidance each time a member is placed on a LOA concerning whether or not the member will be granted reduced dues.  Lacking this guidance, dues are NOT reduced.
(3) As of July 1, 2014, members on a LOA are required, at a minimum, to pay the following amount on a monthly basis:

(a) RI per capita dues
$4.58
(b) District 5870 per capita dues
$1.67

(c) Rotarian Magazine subscription fee 
$1.00

(d) Per capita support for the Council on Legislation
$0.08

(e) RI general liability insurance
$0.25

(f) Annual Programs Fund Sustaining Contribution
$10.00

$17.00
Note:
Items (a) through (e) are billed as Member Dues; Item (f) is billed separately as Paul Harris Sustaining Contributions
Note:
Several of these costs (such as the RI per capita dues and General Liability Insurance) vary on a Rotary year basis; check the current RI Manual of Procedure (MOP) at the beginning of each Rotary Year for updated dues and fees.
d. Resignations.  When a member resigns or is dropped from membership, delete that individual from the appropriate Memorized Invoice group.  
Note:
All resignations, regardless of when submitted, are effective on the last day of the month.  Therefore, we do not prorate either Member Dues or Sustaining Contributions for the month in which the member resigns.
6. Monthly Member Statements (CAA).  

a. Generate, print, review and organize a monthly member statement each month for each active member and bring it to the first club meeting of the month.     

b. Give the members at least 2 complete months of history on each statement … QuickBooks requires that you to set a date range … so they can track their charges and payments.  

c. At the end of the 2nd meeting at which the statements are available for pick up, place the remaining statements in the mail.  

Note:
The club has gone back and forth over this issue for several years.  At times we would bring them to successive club meetings until they were all picked up or it was time to prepare new statements.  But the real issue is cash management … the statements must get into the hands of the members for payment or the club will run out of operating capital.   

7. Other Periodic Charges and Credits.

a. Optional Items (CAA).  Our club has traditionally permitted its members to have various optional items (as described below) billed to them on their monthly statement.   
(1) The Optional Billing Process flowchart (Table 4) will be used to control this process.  

Note:
It is not the job of the Treasurer to figure out who should be billed for what.  The Event Coordinator is solely responsible for providing a single, comprehensive list of whom to bill, and in what amount.   Similarly, all questions pertaining to these pledges need to be directed to the Event Coordinator for resolution.  

Note:
Unless otherwise approved by the Board of Directors, any member who is three (3) or more months behind in paying their dues is not be permitted to have these optional items billed to them on their monthly statement.  As noted on the flow chart, it is the Treasurer’s job to enforce this rule.  Work with the Event Coordinator and the member so they are both aware that the invoice will not be entered.

(2) Optional billing is accomplished via a manual invoice.

(3) Optional items that have historically been billed include, but are not limited to, the following:

(a) Semi-annual Matching Fund Drives (conducted in November and May).

(b) “Pass-thru” contributions in support of charitable (501c3) organizations such as the Free Clinic, Food Care Center, and Families in Crisis.

(c) Club social events such as the holiday party and wine testing at Peaceable Kingdom and the CTC planetarium.

(d) Sponsorships for the bulletin, website and Crawfish Boil placements.

(e) R-Mart (Rotary Store) purchases.

(4) Each item will be billed against a like named account.

(5) When the optional billing is a pass-thru contribution in support of a charitable (501c3) organization, the member who made the contribution is eligible for an income tax credit.  Since the Club is not a 501c3, we cannot directly provide these members with the requisite documentation.  Therefore, do the following:

(a) Prepare a letter to the charitable organization explaining that the money being contributed comes from individual members (if any of it comes from the club’s general fund, point that out, too, for bookkeeping purposes).

(b) Attach an enclosure to the letter that indicates who contribute and in what amount.  Include the donor’s mailing address is include on this enclosure.
(c) This letter should be provided to the charitable organization at the time they receive the check. 
b. Visitor Meals.   
(1) See paragraph 3d for the cost of a Visitor Meal.
(2) Members are permitted to have Visitor Meals billed to them on their monthly statement unless they are three (3) or more months behind in paying their dues.  

Note:
The Treasurer is responsible for providing the weekly Visitor Meal Register (see the Forms section of this manual.
(3) Visitor Meal monies will be placed in the appropriate white envelope for processing.
c. Rotary Pins and Fines.  
(1) From time to time, the Secretary will sell a Rotary Pin to a member who forgot to wear theirs, or to replace a lost pin.  The cost for these pins is $2 per pin.
(2) From time to time, the Sergeant-at-Arms will administer, collect and remit to you fines in an amount and for reasons approved by the Board of Directors.   

(3) Rotary Pins and Fine money will be placed in the appropriate white envelope for processing.

d. Birthday Singing.
(1) RCKH celebrates the birthdays of its members by conducting a “vote” on who should sing to them.   Members cast votes using $1 bills.   There is not a restriction on the number of times a member can vote, and “buying the vote” is permitted.
(2) All money collected during these votes is used as matching funds for our Semi-Annual Rotary Foundation Fund Drives.

(3) Birthday singing money will be placed in the appropriate white envelope for processing.

8. Payments and Deposits.  
a. Deposits.   Ensure that all payments and monies are properly deposited in the appropriate bank account within five (5) days of the receipt of funds.

b. Posting Payments (CAA).  All deposits are required to be entered into QuickBooks within five (5) days from the date of deposit.
(1) Cash Collections.  Cash collections (Visitor Meals, Birthday Singing, Rotary Pin sales, and Sergeant-at-Arms fines) are entered directly on the Make Deposits screen of QuickBooks under the Banking tab.
(2) Payment of Invoiced Items.  
(a) Payments for invoiced items are entered in QuickBooks on the Receive Payments screen under the Customers tab to ensure that the invoices are properly closed.  
Note:  
QuickBooks will apply the payments first to a matching invoice … i.e. a $60 payment will post against a $60 invoice … then, if the payment does not match an invoice, to the oldest unpaid invoice first.  

Note:  
Remember to Apply Credit when processing payments if the respective invoice is already in the system.
(b) Many members will opt to pay for optional items even before you know that they’re committed to do so.   If you attempt to connect every payment you receive to a specific invoice, or attempt to create an invoice that matches the payment, you run the risk of double invoicing someone since the member who organized the fund drive or club event is responsible for providing you with a single, comprehensive list of who to bill, and in what amount. 
(c) Several members have their bills paid by their employer.  Develop and maintain a list that associates the member with the employer so the payments are credited correctly.  

Note:  
Be sure to ask the member how their employer needs the bill presented.  Some will pay off of our monthly statements, others require the actually invoices.  
(d) Several members may work for the same employer.  Exercise care when applying these payments.   When in doubt, contact the employer.
9. Reconciling Accounts.  
All club accounts with a financial and investment institution must be reconciled in QuickBooks as follows.
a. Bank statements (including checking, savings and money market accounts) on a monthly basis, entering all accrued interest and dividends as appropriate.  
b. Investment accounts (including Certificates of Deposit, short term bonds, and commercial money market accounts) on either a monthly and/or quarterly basis as applicable, entering all accrued interest and dividends as appropriate.
c. Print and retain the reconciliation report in accordance with Appendix 10, Records Retention Policy, to this Manual.
10.  Check Writing.
a. All checks presented for signature must be accompanied by the invoice or bill for which the check has been written.   

b. All invoices and bills exceeding $100, except for those paid in the ordinary course of business (such as Shilo Inn & Suites invoices) or for items contained in the approved club budget (such as RI and district dues), must be specifically approved by the Board of Directors before they are paid.  
c. All checks must be signed by two authorized officers.   The Treasurer is prohibited by our by-laws from signing any check.
11.  The Bank Bag.  The bank bag should contains the following items:

a. Five white envelopes with the following titles:

(1) Member Dues

(2) Visitor Meals

(3) Rotary Pin Sales 
(4) Birthday Singing

(5) Sergeant-At-Arms Fines

These envelopes are extremely useful in helping to organize the morning’s activities especially when you cannot immediately take care of the deposit paperwork.   There will be mornings when you will be overwhelmed with activity and it helps to have a structured system.

b. $50 in change.  This stays in the bag at all times and is accounted for on the Balance Sheet as Cash on Hand.  Try to ensure that this is always in $10’s, $5’s and $1’s so you can make whatever change is necessary.  $20’s are a nuisance.

c. Self-Inking “Deposit Only” stamp.  All checks will be stamped “Deposit Only” before they are presented to Lott, Vernon and Company for processing.

d. Cash receipt book.  Best commercial practice requires that a written receipt be provided to anyone who pays a bill (other than for Visitor Meals, Birthday Singing, Rotary pins, or fines) in cash.  This will protect you against the inevitable, “I paid you three weeks ago in cash but it hasn’t been applied to by bill.”  
e. Post Office Box Key.  The Treasurer has key 1 of 2 to Post Office Box 2638 in the Harker Heights post office.  The Secretary has the second key.  Note that on the Balance Sheet there is a $2 key deposit under Other Assets.

12.  Maintenance of Records

a. The Treasurer is responsible for ensuring that all financial records are retained in accordance with Appendix 10, Records Retention Policy, to this Manual regardless of whether those records are created by the Treasurer or by Lott, Vernon.
b. The financial records must be organized so that they are usable by the Treasurer and Lott, Vernon.   Best commercial practice is to organize these records by month.
c. The Treasurer will ensure that the QuickBooks database is backed up at least monthly and that the backup is safeguarded for use in restoring the club’s records in the case of catastrophic loss.

d. Upon completion of the final Annual Financial Report, the Treasurer will ensure that the QuickBooks database is backed up and retained in accordance with Appendix 10.

13.  Miscellaneous Items.  
a. Audit and Income tax.  

(1) Once all the paperwork is completed from the Rotary year before you became Treasurer… several things such as the checking account reconciliation, CD interest and investment dividends recorded will take a month or so to finish up … turn the books and supporting documentation over to Jim Mobley or Michael Firth of Lott, Vernon and Company.  Jim is the head of our internal audit committee and handles our Federal income tax submission (Forms 990 and 990-T).  

(2) The deadline for submitting the Forms 990 and 990-T is November 15th so you must try to get these materials to Lott, Vernon no later than September 30th.

Annex 1 to Appendix 2, Treasurer’s Guide
Contracted Accounting Assistance
1. RCKH has contracted with the tax and accounting firm of Lott, Vernon and Company, P.C. to provide 8 hours of accounting support per week to assist the Treasurer in accomplishing the routine accounts receivable and payable functions listed  below.

2. RCKH has agreed to ensure that all tasks assigned to Lott, Vernon are organized so that they can be efficiently accomplished within this amount of time.  In support of this agreement:

a. The Treasurer is responsible for making a good faith effort to resolve all day-to-day accounting issues prior to requesting support from Lott, Vernon.  

b. Event Coordinators will be required to follow the procedures of the Option Billing Process flowchart.
c. Only the President and Treasurer are authorized to request assistance or support from Lott, Vernon in order to provide concise guidance, and to “speak with one voice.” 

3. The following specific duties will be accomplished by Lott, Vernon:

a. Record member payments in QuickBooks weekly from the copy of the deposit slips and checks received from the Treasurer.
b. Create manual invoices in QuickBooks for the following from completed lists weekly or at the end of a special event:
(1) Visitor meals (requested to be billed)
(2) Rotary Store sales
(3) Crawfish Boil activities 
(a) Member tickets 

(b) Silent auction sales & sponsorships
(c) Dessert & drink sales
(d) Ticket sales at the door
(e) Placemat advertising
(4) Dinners / Socials
(5) Wine tasting event
(6) Food Care Donation / Matching drive
(7) Paul Harris Matching Drive
(8) Various other events throughout the year as coordinated between the CLAA and the Treasurer
c. Record member Credit memos in QuickBooks when requested in writing from the Treasurer.
d. Set up new member accounts in QuickBooks using completed New Member Information Forms provided by the Director, Membership via the Treasurer.
(1) Create the initial manual invoice for the (1) admission fee (as directed by the Treasurer, prorated membership dues, and Foundation Sustaining contribution
(2) Create the memorized invoice for recurring periodic billing
e. Maintain member accounts in QuickBooks, making changes as directed by the Treasurer.

(1) Update memorized invoices for recurring periodic billing, to include placing members on, and removing them from, Leave of Absence status.
(2) Delete memorized invoices for members for have resigned from the club.
f. Enter recurring invoices on a monthly, quarterly, semi-annual or annual basis.

g. Generate / Print / Review / Organize monthly member statements (not each individual invoice) in the accordion file before the 1st Friday of each month (these will include all charges / payments submitted to Lott, Vernon at least 2 days prior to the first Friday of the month.
h. Mail all monthly member statements that were not picked up from the Treasurer at the 1st or 2nd meeting of the month.
i. Update member information as needed based on information provided by the Treasurer.
j. Assist the Treasurer with member and Board inquiries / complaints after the Treasurer has attempted to resolve the issue without satisfactory resolution.
Appendix 3
Secretary’s Guide

1.  Attendance Rules

a. Each member is expected to attend this club’s regular meetings. 

b. A member will be counted as attending a regular meeting if the member:

(1) Is present for at least 60 percent of the meeting (36 minutes).

(2) Is present and is called away unexpectedly and subsequently produces evidence to the satisfaction of the board that such action was reasonable.

(3) Makes up for an absence within fourteen (14) days before or after the regular time for that meeting in any of the following ways:

(a) Attends at least 60 percent of the regular meeting of: 
· Another club or of a provisional club,
· A Rotaract or Interact club, or of a provisional Rotaract or Interact club,
(b) Attends a:
· Convention of RI

· Council on Legislation

· International Assembly

· 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

· Rotary multi-zone conference

· Meeting of a committee of RI

· Rotary District Conference

· Rotary District Assembly

· District meeting held by direction of the board of Directors of RI

· District committee meeting held by direction of the District Governor

· Regularly announced intercity meeting of Rotary clubs

(c) Is present at the usual time and place of a regular meeting of another club for the purpose of attending such meeting, but that club is not meeting at that time or place,

(d) Attends and participates in a club service project or a club-sponsored community event or meeting authorized by the Board of Directors,

(e) Attends a board meeting or, if authorized by the board, a meeting of a service committee to which the member is assigned,

(f) Participates through a club web site in an interactive activity requiring an average of 30 minutes of participation.

Note:  
When a member is outside the United States for more than fourteen (14) days, the time restriction shall not be imposed so that the member may attend meetings in another country at any time during the travel period, and each such attendance will count as a valid make-up for any regular meeting missed during the member’s time abroad.

c. In addition, a member will be counted as attending a regular meeting if the member is:

(1) Traveling with reasonable directness to or from one of the meetings specified in paragraph 1c(3)(b) above,

(2) Serving as an officer of Rotary International (such as District Governor, Rotary International Director, Aide to the RI President) or member of a committee of RI, or a trustee of The Rotary Foundation,

(3) Serving as the special representative of the District Governor in the formation of a new club,

(4) On Rotary business in the employ of RI, 

(5) Directly and actively engaged in a district-sponsored or RI- or Rotary Foundation-sponsored service project in a remote area where making up attendance is impossible,

(6) Engaged in Rotary business duly authorized by the club’s board of directors which precludes attendance at the meeting.

2. Attendance Reporting

a. One of the secretary’s most important duties is to record attendance at each weekly meeting and to calculate the monthly percentage of attendance.  Even though the recording of member attendance is handled by the Attendance Committee, the results must be turned over to you for input to ClubRunner and for completing the monthly District Membership and Attendance Report for the District Secretary.

b. To enter member attendance, login to ClubRunner at www.khrotary.org.  

(1) Under Meeting Services on the Administration page, click on “Input Attendance” and create the meeting by clicking on the “Add New Meeting” option located in the upper right hand corner of the page.  Be sure to click “Save” after entering (or accepting the default) meeting date.

Note: 
It is very important to ensure that ALL posting actions for a month are completed BEFORE adding the first meeting of the following month.  

(2) Click on “Attendance” and, using the Member Attendance Form, enter the names of the members who attended the meeting.   When you are done, ensure that the total number of attendees shown by ClubRunner agrees with the tally number annotated on the Member Attendance Form.

Tip: 
It is a good idea to do this during the meeting because sometimes you will notice that a member is present who was not seen by the attendance taker.
c. To enter member make-ups, login to ClubRunner at www.khrotary.org.  

(1) Under Meeting Services on the Administration page, click on “Report Make-ups”.  Select the member’s name, and then click "Next". 

(2) ClubRunner shows you the meetings that the member has attended (annotated by an “X”) and those needing a make-up.  Click on “Report Make-Up” and enter the date that the meeting was made up, and provide a description of the make-up event.  Be sure to click “Save” after entering this information.

Note:  
ClubRunner will enforce the fourteen (14) days before or after rule for make-ups.  

3. Attendance Exemptions

a. The board must approve the request before a member is exempted from attending regular meetings of the club.  All such requests must be made in writing.

b. Leaves of Absence.  

(1) Members requesting a Leave of Absence (LOA) are required to provide a good and sufficient cause to be excused from attending the regular meetings of the club for a specified length of time not to exceed six months.  
(2) A LOA does not relieve the member from the requirement to pay dues, but the Board of Directors has the authority to waive the portion of the dues that is not required to pay the non-discretionary per capita amounts listed in Article 6, Section 2, of the Club’s By-Laws.  

(3) When a LOA is approved by the board, ensure that the start date, the duration, and the amount of dues the member is required to pay while on LOA are annotated in the minutes of the meeting.

(4) To place a member in Leave of Absence status: 

(a) Login to ClubRunner at www.khrotary.org and click on “Member Leaves of Absence” under Meeting Services.

(b) Click on “Mark New Exempted Member,” select the member’s name, and enter the Start Date of the LOA.     
Note:  
Leaves of Absence begin on the first day of the month in which they become effective and terminate on the last day of the month in which they end.

(5) To remove a member in Leave of Absence status: 

(a) Login to ClubRunner at www.khrotary.org and click on “Member Leaves of Absence” under Meeting Services.

(b) Click on “Unexempt” for the member being removed from the LOA. 
(6) Mark the member as LOA next to his or her name on the Member Attendance Form. 

c. Rule of 85

(1) Members whose years of age plus their years of membership in one or more clubs equals 85 years or more are eligible to be excused from attending regular meetings of the club.  

(2) This exemption does not relieve the member from the requirement to pay dues, but the Board of Directors has the authority to waive the portion of the dues that is not required to pay the non-discretionary per capita amounts listed in Article 6, Section 2, of the Club’s By-Laws.  

(3) When a “Rule of 85” exemption is approved by the board, ensure that this decision and the amount of dues that the member is required to pay are annotated in the minutes of the meeting.

(4) To place a member in “Rule of 85” status: 

(a) Login to ClubRunner at www.khrotary.org and click on “Member Attendance Exemption” under Meeting Services.

(b) Click on “Mark New Exempted Member,” select the member’s name, and enter the Start Date of the exemption.     
(5) To remove a member from “Rule of 85” status: 

(a) Login to ClubRunner at www.khrotary.org and click on “Member Attendance Exemption” under Meeting Services.

(b) Click on “Unexempt” for the member being removed from “Rule of 85” status. 

(6) Mark the member as “Rule of 85” next to his or her name on the Member Attendance Form. 

4. Reporting changes in membership

a. Adding a New Member

(1) Ensure that you have a sufficient supply of New Member Presentation Kits (Item number R89485).  

(a) These can be purchased from the Russell-Hampton Company at www.ruh.com.  The club’s password is 6txkhei.  

(b) List your home address as the mailing and maintain the club’s address (P.O. Box 2638, Harker Heights, Texas 76548) as the billing address. 

(2) Once a member has been accepted by the club, the Membership Director will notify you of the induction date and provide the Treasurer with the $100 initiation fee.  After the Treasurer confirms receipt of money, a new member packet can be made up. 

(a) Using the Member Certificate Template, type in the new member’s name and print on the certificate provided in the membership packet. Sign but do not date the certificate until you have confirmed the member is present for induction.  Remember to ensure President signs the certificate.

(b) Using the Name Badge Template, type in the new member’s name, print, and insert into a Red Badge.  Clip the red badge to the member’s new member packet. 

(3) Ensure that you receive the New Member Information Form and that it includes all the required member information (see the Forms section of this manual). 

Note:  
Provide the Treasurer and Membership Director a copy of the completed form for their records.
(4) Login to ClubRunner at www.khrotary.org and click on “Active Members List” under Membership Manager.

(a) Click on “Add New Member” and fill in the information using the New Member Information Form.  
(b) Create a login name and temporary password using the new member’s first initial and last name; i.e., Maureen Adams’ login name and temporary password would both be madams.

(5) Go to the Rotary International website at www.rotary.org and click on “Member Access” in the upper right hand corner of the page.  Login using your e-mail address and password.

(a) Click on “Club Data” at top of list on the left.  Click on “Add New Member” and fill in the information using the New Member Information Form.  

(b) Add the new member’s name to the Member Attendance Form.

(6) Send out a welcoming e-mail to the new member to inform them of their access to the club’s website.  Following is a sample of what this email could contain:

“Good morning and welcome to the Rotary Club of Killeen Heights!

Please login to our club web site at www.khrotary.org using the following login name and temporary password that has been established to you:

Login name:  xxxxxx

Password:  xxxxxxx

Go to the My ClubRunner section of the Administration page and click on “Edit My Profile”.  Please complete any blank fields and review the information present for accuracy.  Be sure to click “Save”. 

Then go to Upload My Picture to add your digital picture to your profile.  This picture is important because it becomes a part of the club’s on-line Membership Directory.

Remember that each member is responsible for maintaining the accuracy of his or her information in ClubRunner.  Please be sure to enter changes as they occur.

Please don’t hesitate to contact me if you have any questions concerning this process.

Thank you and again, welcome to the club.”

b. Terminating a Member

(1) Members are terminated either as the result of either their own voluntary, written resignation, or by action of the Board of Directors taken under the provisions of Article 12 of the RCKH Constitution.  
Note:  All terminations are effective on the last day of the month in which they occur.
(2) Voluntary resignations do not require a vote by the Board of Directors unless the member is in 60 or more days in payment arrears.  
Note:  The Secretary is responsible for coordinating with the Treasurer to make this determination.   

(a) If the member is in arrears, do not drop the member until board action is taken.

(b) If the member is not in arrears, drop the member effective the last day of the month in with the resignation was submitted and inform the board at its next regularly scheduled meeting.

(3) Once the board has voted to terminate a member:

(a) Login to ClubRunner at www.khrotary.org, click on “Active Members List” under Membership Manager, and go to the member’s entry.  Click on “Mark Ex” and enter the termination date and the reason for termination.  Click on “Terminate Member” to complete the action.
(b) Go to the Rotary International website at www.rotary.org and click on “Member Access” in the upper right hand corner of the page.  Login using your e-mail address and password. Click on “Club Data” at top of list on the left and then click on “Active Members.”  Go to the member’s entry and enter the date and reason for termination.  
5. District Membership and Attendance Report (MAR)

a. The MAR is due to the District 5870 Secretary via email no later than 15 days after the last regular club meeting of the previous month for publication in the District Governor’s monthly newsletter. This allows time to record any members’ make-ups so they are counted in the club’s attendance percentages. 

b. While ClubRunner computes attendance percentage for you, it is important that you understand how this is done.  The Club’s attendance percentage is calculated by dividing the number of active members credited with attendance at each of the regular meetings during the month week by the number of active members in the club.   As an example:

	Week
	Club Members
	Attendance

	Week 1
	160
	110

	Week 2
	162
	121

	Week 3
	161
	115

	Week 4
	162
	109

	Week 5
	162
	116

	Total
	807
	571


Monthly Attendance Percent:  571 (total attendance) ÷ 807 (total members) = 71%

c. To obtain information for the report, login to ClubRunner at www.khrotary.com. 

(1) Under Meeting Services on the Administration page, click on “Input Attendance” and create the first meeting for the next month by clicking on the “Add New Meeting” option located in the upper right hand corner of the page.  This closes out the previous month’s statistics. 

Note: 
It is very important to ensure that ALL posting actions for a month are completed BEFORE that month is closed.  

After a month is closed, ClubRunner will let you input make-ups for that month but it will not any count additional members as being dropped in the previous month. These dropped members will show up on the next report.

(2) Go back to back to the Administration page and click on “Monthly Club Report” under Meeting Services.  Transfer information to District’s MAR Form (see the Forms section of this manual).

(3) E-mail the MAR to the District Secretary as an attachment.

Tip:  
Create a document in your computer that tracks your cumulative monthly reports. It will help you field any questions from the District Secretary.  Additionally, if you have to input terminations after the month’s close-out, it will provide you a more accurate tally of members.  

This document will be very helpful to your successor to use as a guide.   For historical purposes, provide a copy to the Club Historian.

d. Send a copy of the MAR to the Bulletin Editor for publication.

6. Rotary International Semi-Annual Report of Membership (SAR)
a. In early July and early January, you will receive a semi-annual report (SAR) packet, which includes the dues invoice.  The following items will also appear on the SAR invoices:

(1) Subscription to The Rotarian 
(2) Variable fee for general liability insurance 

(3) Council on Legislation fee

Note:  If you have not received the SAR packet by the third week in July or January, contact data@rotary.org immediately.  Dues are payable even if the SAR packet has not been received.
b. Compare the list of added and terminated members to your own (this is where the computer document comes in handy) and adjust the roster as necessary.  This is the one time you will include the honorary members.

Note:  Ensure that the SAR is completed, and the appropriate written, so that the packet is ready to return to RI not later than July 31 and January 31.
7. Weekly Meeting Preparation

a. Ensure that you have a sufficient supply of Visiting Rotarian Report Cards (Item number R89708).  Sign, date and write in the club’s name for each visiting Rotarian requesting a make-up.
Note:  
These can be purchased from the Russell-Hampton Company at www.ruh.com.  The club’s password is 6txkhei.  
b. Print two copies of the Visitor Meal Register (see Forms section of this manual). Date and place on table in front of you at any regular meeting of the club and at special occasions such as a social event.  During the meeting, this form is used by the President-Elect to introduce the guests.  At the end of the meeting, give the completed form to the Treasurer for billing purposes.

Note:  
Members on reduced-dues LOA, and those who are carried under the “Rule of 85,” are required to pay for their meals when they attend a meeting.  Ensure that their names are included on the Visitor Meal Register.

c. Print two copies of the Member Attendance Form and place on the attendance table for use by the Attendance Committee at any regular meeting of the club and at special occasions such as a social event.  At the end of the meeting, tally the number of members who attended and write this number on the Member Attendance Form.  Use this completed form to enter member attendance ClubRunner.   

Note:  
The Attendance Committee should also accept member make-up reports and provide these to you at the end of the meeting for input to ClubRunner.

Online make-ups usually are sent automatically to your e-mail.  As they come in, record them in ClubRunner under the appropriate missed meeting.

8. Monthly Board of Directors Meeting Preparation

a. No later than week prior to the meeting of the Board of Directors, email a copy of the previous general meeting’s minutes to the members of the board for review.  Add any e-mail voting and action to those minutes. Make 12 copies of the minutes for the meeting. After approval, general meeting minutes are sent to the Bulletin Editor for publication.

b. Executive session minutes should be emailed in a separate file for review.  Make 12 copies of these minutes for the meeting.  DO NOT send a copy to the Bulletin Editor; executive session minutes should remain confidential to the board.

c. In accordance with Article 15, Section 2, of the Club’s By-Laws, the following agenda items are suggested, in any order the presiding official deems appropriate:

· Meeting called to order

· President’s Remarks

· Approval of minutes

· Treasurer’s Report and Approval

· Old Business

· New business

· Officers and Directors Reports

· Committee Reports

· Adjournment

d. Minutes should each reflect the time, date, and place of the meeting; the board members present, the board members absent; and any other club members or visitors present. On executive session actions, name each voting member and the direction of the vote cast.  Items for executive session are limited under Texas Open Meeting laws to individual member actions and accounts. Board outcomes and votes without discussion information should be recorded in the general minutes.

e. Retain a copy of any written reports or other documents (to include financial reports) submitted by members of the board during the meeting.

Miscellaneous

a. Signature cards.  The Secretary’s first duty each year is to prepare new signature cards for all club accounts.  The authorized signatories are the following six Club Officers … President, President-Elect, Vice President, Secretary, Sergeant-at-Arms and Immediate Past President.   The Treasurer is prohibited by our by-laws from signing any check.
RCKH 4-Way Test Coin Award Program

From the earliest days of the organization, Rotarians have been concerned with promoting high ethical standards in their professional lives.   One of the world's most widely printed and quoted statements of business ethics is the 4-Way Test, which was created in 1932 by Herbert J. Taylor (who later served as RI president) when he was asked to take charge of a company that was facing bankruptcy during the Great Depression. 
This 24-word test for employees to follow in their business and professional lives became the guide for sales, production, advertising, and all relations with dealers and customers, and the survival of the company is credited to this simple philosophy.  Adopted by Rotary International in 1943, the 4-Way Test has been translated into more than a hundred languages and published in thousands of ways.
On December 13, 2006, the Rotary Club of Killeen Heights (RCKH) adopted a 4-Way Test Coin Award Program to recognize significant achievement by its members and to acknowledge community leaders who have demonstrated through personal involvement in community affairs a commitment to service and the Object of Rotary.

Following is the criteria for a club member to be awarded a RCKH 4-Way Test Coin:

1) Charter members of RCKH

2) Past presidents of RCKH

3) Major Donors to The Rotary Foundation

4) Selection as Rotarian of the Year

5) Selection for membership in the District 5870 Roll of Fame

6) Completion of five (5) years cumulative perfect attendance as a member of RCKH

7) Completion of ten (10) years membership in RCKH

8) Completion of five (5) years of service on the RCKH Board of Directors

9) Other acts of service as approved by the Board of Directors

The club President is the only person authorized to award a RCKH 4-Way Test Coin and its accompanying certificate to members meeting this criteria.   With the concurrence of the Board of Directors, the President may present a RCKH 4-Way Test Coin to community leaders have demonstrated a commitment to service.

Members are awarded one RCKH 4-Way Test Coin regardless of the number criteria they satisfy.  A member may, however, be awarded a second coin, encased in Lucite, for recognition of a significant achievement not listed above.

The Vice President controls the coin supply, maintains a list of coin awardees, recommends updates to this program, and facilitates handoff of the program to his or her replacement.   The Treasurer is required to budget for replacement coins as required.

Appendix 5 (update after Council on Legislation 2013)
Constitution of the Rotary Club of Killeen Heights
(Adopted in accordance with the 2007 Council on Legislation)
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.

2.  Bylaws: The bylaws of this club.

3.  Director: A member of this club's Board of Directors.

4.  Member: A member, other than an honorary member, of this club.

5.  RI: Rotary International.

6.  Year: The twelve-month period which begins on 1 July.

Article 2
Name
The name of this organization shall be Rotary Club of Killeen Heights (Member of Rotary International)

Article 3
Locality of the Club
The locality of this club is as follows: Central Texas, USA.  

Article 4
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;

Third. The application of the ideal of service in each Rotarian's personal, business, and community life;

Fourth. The advancement of international understanding, goodwill, and peace through a world fellowship of business and professional persons united in the ideal of service.

Article 5
Four Avenues of Service
Rotary’s Four Avenues of Service are the philosophical and practical framework for the work of this Rotary club.

1.  Club Service, the first Avenue of Service, involves action a member should take within this club to help it function successfully.

2.  Vocational Service, the second Avenue of Service, has the purpose of promoting high ethical standards in businesses and professions, recognizing the worthiness of all dignified occupations, and fostering the ideal of service in the pursuit of all vocations.  The role of members includes conducting themselves and their businesses in accordance with Rotary’s principles. 

3.  Community Service, the third Avenue of Service, comprises varied efforts that members make, sometimes in conjunction with others, to improve the quality of life of those who live within this club’s locality or municipality.

4.  International Service, the fourth Avenue of Service, comprises those activities that members do to advance international understanding, goodwill, and peace by fostering acquaintance with people of other countries, their cultures, customs, accomplishments, aspirations, and problems, through reading and correspondence and through cooperation in all club activities and projects designed to help people in other lands.

Article 6
Meetings
Section 1
Regular Meetings
(a)   Day and Time. This club shall hold a regular meeting once each week on the day and at the time provided in the bylaws.

(b)   Change of Meeting. For good cause, the board may change a regular meeting to any day during the period commencing with the day following the preceding regular meeting and ending with the day preceding the next regular meeting, or to a different hour of the regular day, or to a different place.

(c)   Cancellation. The board may cancel a regular meeting if it falls on a legal holiday, including a commonly recognized holiday, or in case of the death of a club member, or of an epidemic or of a disaster affecting the whole community, or of an armed conflict in the community which endangers the lives of the club members.   The board may cancel not more than four regular meetings in a year for causes not otherwise specified herein provided that this club does not fail to meet for more than three consecutive meetings.  

Section 2
Annual Meeting
An annual meeting for the election of officers shall be held not later than 31 December as provided in the bylaws.

Article 7
Membership
Section 1
General Qualifications
This club shall be composed of adult persons of good character and good business, professional and/or community reputation.

Section 2
Kinds
This club shall have two kinds of membership, namely: active and honorary.

Section 3
Active Membership 

A person possessing the qualifications set forth in article 5, section 2 of the RI constitution may be elected to active membership in this club. 

Section 4
Transferring or Former Rotarian
A member may propose to active membership a transferring member or former member of a club, if the proposed member is terminating or has terminated such membership in the former club due to no longer being engaged in the formerly assigned classification of business or profession within the locality of the former club or the surrounding area.  The transferring or former member of a club being proposed to active membership under this section may also be proposed by the former club.  The classification of a transferring or former member of a club shall not preclude election to active membership even if the election results in club membership temporarily exceeding the classification limits.

Section 5
Dual Membership
No person shall simultaneously hold active membership in this and another club.  No person shall simultaneously be a member and an honorary member in this club.  No person shall simultaneously hold active membership in this club and membership in a Rotaract club.

Section 6
Honorary Membership
(a)   Eligibility for Honorary Membership. Persons who have distinguished themselves by meritorious service in the furtherance of Rotary ideals and those persons considered friends of Rotary for their permanent support of Rotary’s cause may be elected to honorary membership in this club.  The term of such membership shall be as determined by the board.  Persons may hold honorary membership in more than one club.

(b)   Rights and Privileges. Honorary members shall be exempt from the payment of admission fees and dues, shall have no vote, and shall not be eligible to hold any office in this club.  Such members shall not hold classifications, but shall be entitled to attend all meetings and enjoy all the other privileges of this club.  No honorary member of this club is entitled to any rights and privileges in any other club, except for the right to visit other clubs without being the guest of a Rotarian.

Section 7
Holders of Public Office
Persons elected or appointed to public office for a specified time shall not be eligible to active membership in this club under the classification of such office.  This restriction shall not apply to persons holding positions or offices in schools, colleges, or other institutions of learning or to persons who are elected or appointed to the judiciary.  Members who are elected or appointed to public office for a specified period may continue as such members in their existing classifications during the period in which they hold such office.

Section 8
Rotary International Employment
This club may retain in its membership any member employed by RI.

Article 8
Classifications
Section 1
General Provisions
(a)   Principal Activity.  Each member shall be classified in accordance with the member's business, profession, or type of community service.  The classification shall be that which describes the principal and recognized activity of the firm, company, or institution with which the member is connected or that which describes the member's principal and recognized business or professional activity or that which describes the nature of the member’s community service activity. 

(b)   Correction or Adjustment.  If the circumstances warrant, the board may correct or adjust the classification of any member.  Notice of a proposed correction or adjustment shall be provided to the member and the member shall be allowed a hearing thereon.

Section 2
Limitations
This club shall not elect a person to active membership from a classification if the club already has five or more members from that classification, unless the club has more than 50 members, in which case, the club may elect a person to active membership in a classification so long as it will not result in the classification making up more than 10 percent of the club's active membership.  Members who are retired shall not be included in the total number of members in a classification.  The classification of a transferring or former member of a club, or a Rotary Foundation alumnus as defined by the board of directors of RI, shall not preclude election to active membership even if the election results in club membership temporarily exceeding the above limitations.  If a member changes classification, the club may continue the member's membership under the new classification notwithstanding these limitations. 

Article 9
Attendance
Section 1
General Provisions
Each member should attend this club's regular meetings.  A member shall be counted as attending a regular meeting if the member is present for at least 60 percent of the meeting, or is present and is called away unexpectedly and subsequently produces evidence to the satisfaction of the board that such action was reasonable, or makes up for an absence in any of the following ways:

(a)  Fourteen (14) Days Before or After the Meeting.  If, within fourteen (14) days before or after the regular time for that meeting, the member

(1)   Attends at least 60 percent of the regular meeting of another club or of a provisional club; or

(2)   Attends a regular meeting of a Rotaract or Interact club, Rotary Community Corps, or Rotary Fellowship or of a provisional Rotaract or Interact club,  Rotary Community Corps, or Rotary Fellowship; or

(3)   Attends a convention of RI, a council on legislation, an international 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 multizone conference, a meeting of a committee of RI, a Rotary district conference, a Rotary district 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 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 authorized by the board; or

(6)   Attends a board meeting or, if authorized by the board, a meeting of a service committee to which the member is assigned; or

(7)   Participates through a club web site in an interactive activity requiring an average of 30 minutes of participation.  

When a member is outside the member's country of residence for more than fourteen (14) days, the time restriction shall not be imposed so that the member may attend meetings in another country at any time during the travel period, and each such attendance shall count as a valid make-up for any regular meeting missed during the member's time abroad.

(b)   At the Time of the Meeting. If, at the time of the meeting, the member is:

(1)   Traveling with reasonable directness to or from one of the meetings specified in sub-subsection (a) (3) of this section; or

(2)   Serving as an officer or member of a committee of RI, or a trustee of The Rotary Foundation; or 

(3)   Serving as the special representative of the district governor in the formation of a new club; or

(4)   On Rotary business in the employ of RI; or

(5)   Directly and actively engaged in a district-sponsored or RI- or Rotary Foundation-sponsored service project in a remote area where making up attendance is impossible; or

(6)   Engaged in Rotary business duly authorized by the board which precludes attendance at the meeting.

Section 2
Extended Absence on Outposted Assignment
If a member will be working on an outposted assignment for an extended period of time, attendance at the meetings of a designated club at the site of the assignment will replace attendance at the regular meetings of the member’s club, provided there is a mutual agreement between the two clubs.

Section 3   Excused Absences
A member's absence shall be excused if:

(a)  The absence complies with the conditions and under circumstances approved by the board.  The board may excuse a member's absence for reasons which it considers to be good and sufficient.

(b)   The aggregate of the member's years of age and years of membership in one or more clubs is 85 years or more and the member has notified the club secretary in writing of the member's desire to be excused from attendance and the board has approved.

Section 4
RI Officers' Absences
A member's absence shall be excused if the member is a current officer of RI.

Section 5   Attendance Records
Any member whose absences are excused under the provisions of subsection 3(b) or section 4 of this article shall not be included in the membership figure used to compute this club's attendance.

Article 10
Directors and Officers 
Section 1   Governing Body
The governing body of this club shall be the board constituted as the bylaws may provide.

Section 2
Authority 

The board shall have general control over all officers and committees and, for good cause, may declare any office vacant.

Section 3
Board Action Final
The decision of the board in all club matters is final, subject only to an appeal to the club.  However, as to a decision to terminate membership, a member, pursuant to article 12, section 6, may appeal to the club, request mediation, or request arbitration.  If appealed, a decision of the board shall be reversed only by a two-thirds vote of the members present, at a regular meeting specified by the board, provided a quorum is present and notice of the appeal has been given by the secretary to each member at least five (5) days prior to the meeting.  If an appeal is taken, the action taken by the club shall be final.
Section 4
Officers 

The club officers shall be a president, a president-elect, and one or more vice-presidents, all of whom shall be members of the board, and a secretary, a treasurer, and a sergeant-at-arms, who may or may not be members of the board as the bylaws shall provide.
Section 5
Election of Officers
(a)   Terms of Officers other than President.  Each officer shall be elected as provided in the bylaws.  Except for the president, each officer shall take office on 1 July immediately following election and shall serve for the term of office or until a successor has been duly elected and qualified.

(b)   Term of President.  The president shall be elected as provided in the bylaws, not more than two (2) years but not less than eighteen (18) months prior to the day of taking office and shall serve as president-nominee upon election.  The nominee shall take the title of president-elect on 1 July in the year prior to taking office as president.  The president shall take office on 1 July and shall serve a period of one (1) year or until a successor has been duly elected and qualified.

(c)   Qualifications.  Each officer and director shall be a member in good standing of this club.  The president-elect shall attend the district presidents-elect training seminar and the district assembly unless excused by the governor-elect.  If so excused, the president-elect shall send a designated club representative who shall report back to the president-elect.  If the president-elect does not attend the presidents-elect training seminar and the district assembly and has not been excused by the governor-elect or, if so excused, does not send a designated club representative to such meetings, the president-elect shall not be able to serve as club president.  In such event, the current president shall continue to serve until a successor who has attended a presidents-elect training seminar and district assembly or training deemed sufficient by the governor-elect has been duly elected.

Article 11
Admission Fees and Dues
Every member shall pay an admission fee and annual dues as prescribed in the bylaws, except that any transferring or former member of another club who is accepted into membership of this club pursuant to article 7, section 4 shall not be required to pay a second admission fee.  A Rotaractor who ceased to be a member of Rotaract within the preceding two years, who is accepted into membership of this club, shall not be required to pay an admission fee.

Article 12
Duration of Membership
Section 1
Period
Membership shall continue during the existence of this club unless terminated as hereinafter provided.
Section 2   Automatic Termination
(a)   Membership Qualifications.  Membership shall automatically terminate when a member no longer meets the membership qualifications, except that: 

(1)   The board may grant a member moving from the locality of this club or the surrounding area a special leave of absence not to exceed one (1) year to enable the member to visit and become known to a Rotary club in the new community if the member continues to meet all conditions of club membership;

(2)   The board may allow a member moving from the locality of this club or the surrounding area to retain membership if the member continues to meet all conditions of club membership.

(b)   How to Rejoin.  When the membership of a member has terminated as provided in subsection (a) of this section, such person, provided such person’s membership was in good standing at the time of termination, may make new application for membership, under the same or another classification.  A second admission fee shall not be required.

(c)   Termination of Honorary Membership. Honorary membership shall automatically terminate at the end of the term for such membership as determined by the board.  However, the board may extend an honorary membership for an additional period.  The board may revoke an honorary membership at any time.

Section 3
Termination–Non-payment of Dues
(a)   Process. Any member failing to pay dues within sixty (60) days after the prescribed time shall be notified in writing by the secretary at the member's last known address.  If the dues are not paid on or before ten (10) days of the date of notification, membership may terminate, subject to the discretion of the board.  

(b)   Reinstatement. The board may reinstate the former member to membership upon the former member's petition and payment of all indebtedness to this club.  However, no former member may be reinstated to active membership if the former member's classification is in conflict with article 8, section 2. 

Section 4
Termination–Non-attendance
(a)   Attendance Percentages.  A member must: 

(1)   Attend or make up at least 50 percent of club regular meetings in each half of the year;

(2)   Attend at least 30 percent of this club's regular meetings in each half of the year (assistant governors, as defined by the board of directors of RI, shall be excused from this requirement).

If a member fails to attend as required, the member's membership shall be subject to termination unless the board consents to such non-attendance for good cause.

(b)   Consecutive Absences. Unless otherwise excused by the board for good and sufficient reason or pursuant to article 9, sections 3 or 4, each member who fails to attend or make up four consecutive regular meetings shall be informed by the board that the member's non-attendance may be considered a request to terminate membership in this club.  Thereafter, the board, by a majority vote, may terminate the member's membership. 

Section 5
Termination–Other Causes
(a)   Good Cause.  The board may terminate the membership of any member who ceases to have the qualifications for membership in this club or for any good cause by a vote of not less than two-thirds of the board members, at a meeting called for that purpose.  The guiding principles for this meeting shall be article 7, section 1, and The Four-Way Test.

(b)   Notice.  Prior to taking any action under subsection (a) of this section, the member shall be given at least ten (10) days' written notice of such pending action and an opportunity to submit a written answer to the board.  The member shall have the right to appear before the board to state the member's case.  Notice shall be by personal delivery or by registered letter to the member's last known address.

(c)   Filling Classification.  When the board has terminated the membership of a member as provided for in this section, this club shall not elect a new member under the former member's classification until the time for hearing any appeal has expired and the decision of this club or of the arbitrators has been announced.  However, this provision shall not apply if, by election of a new member, the number of members under the said classification would remain within provided limitations even if the board’s decision regarding termination is reversed.  

Section 6    Right to Appeal, Mediate or Arbitrate Termination
(a)   Notice.  Within seven (7) days after the date of the board's decision to terminate membership, the secretary shall give written notice of the decision to the member.  Within fourteen (14) days after the date of the notice, the member may give written notice to the secretary of the intention to appeal to the club, request mediation, or to arbitrate as provided in article 16.

(b)   Date for Hearing of Appeal.  In the event of an appeal, the board shall set a date for the hearing of the appeal at a regular club meeting to be held within twenty-one (21) days after receipt of the notice of appeal.  At least five (5) days' written notice of the meeting and its special business shall be given to every member.  Only members shall be present when the appeal is heard.

(c)   Mediation or Arbitration. The procedure utilized for mediation or arbitration shall be as provided in article 16.

(d)   Appeal.  If an appeal is taken, the action of the club shall be final and binding on all parties and shall not be subject to arbitration.

(e)   Decision of Arbitrators or Umpire.  If arbitration is requested, the decision reached by the arbitrators or, if they disagree, by the umpire shall be final and binding on all parties and shall not be subject to appeal.

(f)  Unsuccessful Mediation.  If mediation is requested but is unsuccessful, the member may appeal to the club or arbitrate as provided in subsection (a) of this section.

Section 7
Board Action Final 

Board action shall be final if no appeal to this club is taken and no arbitration is requested.
Section 8
Resignation  

The resignation of any member from this club shall be in writing, addressed to the president or secretary.  The resignation shall be accepted by the board if the member has no indebtedness to this club.

Section 9    Forfeiture of Property Interest
Any person whose club membership has been terminated in any manner shall forfeit all interest in any funds or other property belonging to this club.

Section 10
Temporary Suspension
Notwithstanding any provision of this constitution, if in the opinion of the board:

(a)  Credible accusations have been made that a member has refused or neglected to comply with this constitution, or has been guilty of conduct unbecoming a member or prejudicial to the interests of the club; and 

(b)  Those accusations, if proved, constitute good cause for terminating the membership   of the member; and

(c)  It is desirable that no action should be taken in respect of the membership of the member pending the outcome of a matter or an event that the board considers should properly occur before such action is taken by the board; and

(d)  That in the best interests of the club and without any vote being taken as to his or her membership, the member’s membership should be temporarily suspended and the member should be excluded from attendance at meetings and other activities of this club and from any office or position the member holds within the club.  

For the purposes of this clause, the member shall be excused from fulfilling attendance responsibilities; the board may, by a vote of not less than two-thirds of the board, temporarily suspend the member as aforesaid for such period and on such further conditions as the board determines, albeit for a period no longer than is reasonably necessary in all the circumstances.

Article 13
Community, National, and International Affairs
Section 1
Proper Subjects
The merits of any public question involving the general welfare of the community, the nation, and the world are of concern to the members of this club and shall be proper subjects of fair and informed study and discussion at a club meeting for the enlightenment of its members in forming their individual opinions.   However, this club shall not express an opinion on any pending controversial public measure.

Section 2
No Endorsements
This club shall not endorse or recommend any candidate for public office and shall not discuss at any club meeting the merits or demerits of any such candidate.
Section 3
Non-Political
(a)   Resolutions and Opinions.  This club shall neither adopt nor circulate resolutions or opinions, and shall not take action dealing with world affairs or international policies of a political nature.

(b)   Appeals.  This club shall not direct appeals to clubs, peoples, or governments, or circulate letters, speeches, or proposed plans for the solution of specific international problems of a political nature.

Section 4    Recognizing Rotary's Beginning
The week of the anniversary of Rotary's founding (23 February) shall be known as World Understanding and Peace Week.  During this week, this club will celebrate Rotary service, reflect upon past achievements, and focus on programs of peace, understanding, and goodwill in the community and throughout the world.

Article 14
Rotary Magazines
Section 1    Mandatory Subscription 

Unless, in accordance with the bylaws of RI, this club is excused by the board of directors of RI from complying with the provisions of this article, each member shall, for the duration of membership, subscribe to the official magazine or to the magazine approved and prescribed for this club by the board of directors of RI.  The subscription shall be paid in six (6) month periods for the duration of membership in this club and to the end of any six (6) month period during which membership may terminate.

Section 2
Subscription Collection 

The subscription shall be collected by this club from each member semiannually in advance and remitted to the Secretariat of RI or to the office of such regional publications as may be determined by the board of directors of RI.

Article 15
Acceptance of Object and Compliance with Constitution and Bylaws
By payment of an admission fee and dues, a member accepts the principles of Rotary as expressed in its object and submits to and agrees to comply with and be bound by the constitution and bylaws of this club, and on these conditions alone is entitled to the privileges of this club.  Each member shall be subject to the terms of the constitution and bylaws regardless of whether such member has received copies of them.

Article 16
Arbitration and Mediation
Section 1
Disputes
Should any dispute, other than as to a decision of the board, arise between any current or former member(s) and this club, any club officer or the board, on any account whatsoever which cannot be settled under the procedure already provided for such purpose, the dispute shall, upon a request to the secretary by any of the disputants, either be resolved by mediation or settled by arbitration.

Section 2
Date for Mediation or Arbitration
In the event of mediation or arbitration, the board shall set a date for the mediation or arbitration, in consultation with disputants, to be held within twenty-one (21) days after receipt of the request for mediation or arbitration.

Section 3  
Mediation
The procedure for such mediation shall be that recognized by an appropriate authority with national or state jurisdiction or be that recommended by a competent professional body whose recognized expertise covers alternative dispute resolution or be that recommended by way of documented guidelines determined by the board of RI or the trustees of The Rotary Foundation.  Only a member of a Rotary club may be appointed as mediator(s).  The club may request the district governor or the governor's representative to appoint a mediator who is a member of a Rotary club and who has appropriate mediation skills and experience.

(a)   Mediation Outcomes.  The outcomes or decisions agreed between the parties as a result of mediation shall be recorded and copies held by each party, the mediator(s) and one copy given to the board and to be held by the secretary.  A summary statement of outcomes acceptable to the parties involved shall be prepared for the information of the club.  Either party through the president or secretary may call for further mediation if either party has retracted significantly from the mediated position.

(b)   Unsuccessful Mediation.  If mediation is requested but is unsuccessful, any disputant may request arbitration as provided in section 1 of this article.

Section 4  
Arbitration
In the event of a request for arbitration, each party shall appoint an arbitrator and the arbitrators shall appoint an umpire.  Only a member of a Rotary club may be appointed as umpire or as arbitrator.

Section 5  
Decision of Arbitrators or Umpire
If arbitration is requested, the decision reached by the arbitrators or, if they disagree, by the umpire shall be final and binding on all parties and shall not be subject to appeal.
Article 17
Bylaws
This club shall adopt bylaws not inconsistent with the constitution and bylaws of RI, with the rules of procedure for an administrative territorial unit where established by RI, and with this constitution, embodying additional provisions for the government of this club.   Such bylaws may be amended from time to time as therein provided.

Article 18 
Interpretation
Throughout this constitution, the terminology "mail," "mailing," and "ballot-by-mail" will include utilization of electronic mail (e-mail) and internet technology to reduce costs and increase responsiveness.

Article 19
Amendments
Section 1    Manner of Amending
Except as provided in section 2 of this article, this constitution may be amended only by the council on legislation in the same manner as is established in the bylaws of RI for the amendment of its bylaws.

Section 2    Amending Article 2 and Article 3 

Article 2 (Name) and Article 3 (Locality of the Club) of the constitution shall be amended at any regular meeting of this club, a quorum being present by the affirmative vote of not less than two-thirds of all voting members present and voting, provided that notice of such proposed amendment shall have been mailed to each member at least ten (10) days before such meeting, and provided further, that such amendment shall be submitted to the board of directors of RI for its approval and shall become effective only when so approved.  The governor may offer an opinion to the board of directors of RI regarding the proposed amendment.

Appendix 11
By-Laws of the Rotary Club of Killeen Heights
(Revision Effective 07/01/08 – Approved by Club Vote on 06/20/08)need to update/vote end of jUne??? (Same as Constitution – after COL 2013)
Article 1

Definitions
1. Board: The Board of Directors of this club. 

2. Director: A member of this club's Board of Directors. 

3. Officer:  A member of this club’s Board of Directors.

4. Member: A member, other than an honorary member, of this club. 

5. RI: Rotary International. 

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

7. Committee: Shall include subcommittees when appropriate.

8. Mail:  Shall include electronic mail when appropriate.

Article 2

Board
The governing body of this club shall be the Board consisting of thirteen members of the club elected in accordance with Article 3, Section 1, of these by-laws.  These twelve members will consist of seven officers, namely, the president, president-elect, vice-president, secretary, treasurer, sergeant-at-arms and the immediate past president; and five directors representing, respectively, Membership, Club Public Relations, Club Administration, Service Projects, Youth Service and The Rotary Foundation.  
Article 3

Election of Directors and Officers
Section 1 – At a regular meeting held not later than fourteen calendar days prior to the annual meeting for the election of officers and directors, the presiding officer shall ask for nominations for five officer positions, namely, president-nominee, vice-president, secretary, treasurer, and sergeant-at-arms; and five directors representing, respectively, membership, club public relations, club administration, service projects, Youth Service and the Rotary Foundation.   Nominations shall be presented in writing by the Nominations Committee appointed in accordance with Article 9 of these by-law, and may additionally be made by members from the floor.  The nominations duly made shall be placed on a ballot in alphabetical order under each office and shall be voted for at the annual meeting.   The candidate receiving a majority of the votes shall be declared elected to their respective office.  The president-nominee shall take the title of president-elect and serve as a club officer for the year commencing on the first day of July next following the election, and shall assume office as president on the first day of July immediately following that year. 

Section 2 – A vacancy in the board or any office shall be filled by action of the remaining officers and directors. 

Section 3 – A vacancy in the position of any officer-elect or director-elect shall be filled by action of the remaining directors-elect in consultation with the Nominations Committee.

Section 4 – Each officer and director shall be a member in good standing of this club.  In addition, the Club President:

(a) Shall attend, as president-elect, the district presidents-elect training seminar and the district assembly unless excused by the governor-elect.  If so excused, the president-elect shall send a designated club representative who shall report back to the president-elect.  
(b) Shall possess the ability to assume the leadership of the club and pos​sess the esteem and confidence of the members.

(c) Shall be prepared to give the time and effort necessary to lead and carry on the work of the club.

(d) Shall have served in successive leadership positions on the board of directors that provide a thorough apprenticeship for the presidency. 

(e) Should have attended one or more district conference.

(f) Shall have a working knowledge of the constitution and by-laws of the club, and of the Rotary International Manual of Procedure.

Section 5 – All incoming officers and directors should attend, prior to assuming their office, the district club leader training seminar (District Assembly) unless excused by the president-elect.  

Section 6 – If the president-elect does not attend the presidents-elect training seminar and the district assembly and has not been excused by the governor-elect or, if so excused, does not send a designated club representative to such meetings, the president-elect shall not be able to serve as club president.  In such event, the current president shall continue in office to serve as club president until a successor who has attended a presidents-elect training seminar and district assembly, or other training deemed sufficient by the governor-elect, has been duly elected. 

Article 4

Duties of Officers
Section 1 – President. It shall be the duty of the president to preside at meetings of the club and the board and to perform other duties as ordinarily pertain to the office of president. 

Section 2 – President-Elect. It shall be the duty of the president-elect to preside at meetings of the club and the board in the absence of the president, to chair the Nominations Committee, and to perform such other duties as may be prescribed by the president or the board. 

Section 3 – Vice-President. It shall be the duty of the vice-president to preside at meetings of the club and the board in the absence of the president and president-elect, and to perform other duties as ordinarily pertain to the office of vice-president. 

Section 4 – Secretary. It shall be the duty of the secretary to keep membership records; record attendance at meetings; send out notices of club, board and committee meetings; record and preserve the minutes of such meetings; report as required to Rotary International, including the semiannual report of membership and prorated dues reports on 1 January and 1 July of each year, report changes in membership; provide the monthly attendance report, which shall be made to the district governor within 15 days of the last meeting of the month; preside at meetings of the club and the board in the absence of the president, president-elect and vice president; and perform other duties as usually pertain to the office of secretary. 

Section 5 – Treasurer. It shall be the duty of the treasurer to have custody of all funds, accounting for it to the club annually and at any other time upon demand by the board; collect and remit (1) Rotary International and District 5870 per capita dues, (2) per capita support for the Council on Legislation, (3) official magazine subscriptions, and (3) per capita general liability insurance fees; and to perform other duties as pertains to the office of treasurer. Upon retirement from office, the treasurer shall turn over to the incoming treasurer or to the president all funds, books of accounts, or any other club property. 

Section 6 – Sergeant-at-Arms. The duties of the sergeant-at-arms shall be such as are usually prescribed for such office to include the collection of fines and overseeing the setup of facilities for club meetings. In addition, the sergeant-at-arms shall act as the Parliamentarian for all club and board meetings and other duties as may be prescribed by the president or the board. 

Section 7 – Immediate Past President.  It shall be the duty of the immediate past president to work with the president and president-elect to ensure continuity of leadership for those club functions and activities, such as support of The Rotary Foundation, that occur on an ongoing basis. 
Article 5

Meetings
Section 1 – Annual Meeting. An annual meeting of this club shall be held not later than the third week of December each year, at which time the election of officers and directors to serve for the ensuing year shall take place. 

Section 2 – The regular weekly meeting of this club shall be held on Friday at 7 AM.  Due notice of any changes in or canceling of the regular meeting shall be given to all members of the club. All members excepting an honorary member (or member excused pursuant to Article 9, Sub-Section 3(b) and Section 4 of the Constitution of the Rotary Club of Killeen Heights) in good standing in this club, on the day of the regular meeting, must be counted as present or absent, and attendance must be evidenced by the member’s being present for at least sixty (60) percent of the time devoted to the regular meeting, either at this club or at any other Rotary club, or as otherwise provided in the Constitution of the Rotary Club of Killeen Heights, Article 9, Sections 1 and 2. 

Section 3 – One-third of the membership shall constitute a quorum at the annual and regular meetings of this club. 

Section 4 – Regular meetings of the board shall be held monthly.  Special meetings of the board shall be called by the president, whenever deemed necessary, or upon the request of two (2) directors, due notice having been given. 

Section 5 – A majority of the officers and directors shall constitute a quorum of the board. 

Section 6 – The conduct of a board meeting shall follow the most current edition of Roberts Rules of Order. The President, or in the absence of the President, the next most senior club officer present, shall conduct the meeting. 

Article 6

Fees and Dues
Section 1 – The admission fee shall be $100.00 to be paid before the applicant can be inducted as a member, except for transferring or former Rotarians or Honorary Rotarians who are not required to pay a second admission fee.  A Rotaractor who ceased to be a member of Rotaract within the preceding two years, who is accepted into membership of this club, shall not be required to pay an admission fee.

Section 2 – Except as noted in Section 3 below, the membership dues shall be $75.00 per month with the understanding that an appropriate part of these payments shall be applied to each member’s (1) subscription to The Rotarian magazine, (2) Rotary International general liability insurance; (3) per capita support for the Council on Legislation; and (4) Rotary International and District 5870 per capita dues.  The remainder of the dues shall be used to fund the operating expenses of the club as approved annually by the Board.

Section 3 – The monthly membership dues for those members who have requested in writing, and have been approved by the Board of Directors for inclusion under the provisions of Article 9, Section 3(b) of the Constitution of Rotary Club of Killeen Heights, shall be limited to that amount necessary to pay the member’s (1) subscription to The Rotarian magazine, (2) Rotary International general liability insurance; (3) per capita support for the Council on Legislation; and (4) Rotary International and District 5870 per capita dues.  

Section 4 – Unless otherwise approved by the Board of Directors, membership dues are billed on a monthly basis.  

(a) Members who desire to be billed on an alternate cycle – quarterly, semi-annually, or annually (either on the calendar year or the Rotary year) – shall submit a request in writing to the Treasurer.  The Treasurer shall present the request for consideration at the next regularly scheduled meeting of the Board of Directors.

(b) Regardless of the billing cycle, all members shall pay their dues in full within thirty (30) days of the date of the invoice on which they first appear.  

(c) Any member failing to pay dues within sixty (60) days after the prescribed time shall be notified in writing by the Secretary at the member's last known address.  If the dues are not paid on or before thirty (30) days of the date of notification, membership may terminate, subject to the discretion of the Board of Directors.  

(d) The Board of Directors may reinstate the former member to membership upon the former member's petition and payment of all indebtedness to this club.   However, no former member by be reinstated to active membership if the former member’s classification is in conflict with Article 8, Section 2 of the Constitution of the Rotary Club of Killeen Heights.

Section 5 – Unless otherwise approved by the Board of Directors, no member of the club who is three (3) or more months behind in paying their dues shall be permitted to have optional items billed to them on their monthly statement.

Article 7

Method of Voting
Section 1 – The business of this club when meeting in Assembly shall routinely be transacted by viva voce vote (defined as when club voting is conducted by vocal assent).  

Section 2 – The business of the Board shall routinely be transacted by viva voce vote.  The Board by majority vote may determine that a specific resolution be considered by written ballot rather than by viva voce vote.  Unless otherwise required by these by-laws or the Rotary International Manual of Procedure, board actions shall require a simply majority vote of the members of the Board present.

Section 3 – When circumstances require it, the President may determine that a specific board action be considered by email vote rather than by via voce vote or written ballot at a regular or special meeting of the board.

Section 4 – On a case by case basis, the President may determine that board members be permitted to cast votes by proxy.  In such case, the member being permitted to vote by proxy shall designate in writing (1) the person charged with casting the vote and (2) clearly state which way that person is instructed to vote on each issue being considered.

Section 5 – Pursuant to Article 10, Section 3 of the Constitution of the Rotary Club of Killeen Heights, the decision of the board in all club matters is final, subject only to an appeal to the club.  If appealed, a decision of the board shall be reversed only by a two-thirds vote of the members present, at a regular meeting specified by the board, provided a quorum is present and notice of the appeal has been given by the secretary to each member at least five (5) days prior to the meeting.  If an appeal is taken, the action taken by the club shall be final.

Article 8

Four Avenues of Service

The Four Avenues of Service, respectively, Club, Vocational, Community, and International, are the philosophical and practical framework for the work of this Rotary Club, and ensure that the Club’s service efforts are balanced and working to achieve all aspects of the Object of Rotary.  The Club shall set annual goals that address each Avenue of Service. 

Article 9

Committees
Section 1 – Club committees are charged with carrying out the annual and long-range goals of the club based on the four Avenues of Service. The president-elect, president and immediate past president shall work together to ensure continuity of leadership and succession planning.  When feasible, committee members should be appointed to the same committee for three years to ensure consistency. The president-elect is responsible for appointing committee members to fill vacancies, appointing committee chairs not otherwise elected or designated in accordance with these by-laws; and conducting planning meetings prior to the start of the year in office. It is recommended that the chair have previous experience as a member of the committee.  

Section 2 – Nine (9) standing committees shall be appointed as follows. 

(1)  
Membership.

This committee should develop and implement a comprehensive plan for the recruitment and retention of members. This committee shall consider all proposals for membership from the personal side and shall confirm the character, business, social and community standing and general eligibility of all persons proposed for membership and shall report their decisions on all applications to the board. It will oversee membership development and classifications as well.  The committee shall be chaired by a Director elected in accordance with Article 3 of these by-laws. 

(2)  
Club Public Relations. 

This committee should develop and implement plans to provide the public with information about Rotary and to promote the club’s service projects and activities. The committee shall be chaired by a Director elected in accordance with Article 3 of these by-laws.

(3)  
Club Administration.

This committee should conduct activities associated with the effective operation of the club. The committee shall be chaired by a Director elected in accordance with Article 3 of these by-laws.

(4)  
Service Projects. 

This committee should develop and implement educational, humanitarian and vocational projects that address the needs of its community and communities in other countries. The committee shall be chaired by a Director elected in accordance with Article 3 of these by-laws.

(5) 
The Rotary Foundation. 

This committee should develop and implement plans to support The Rotary Foundation through both financial contributions and program participation. The committee shall be chaired by a Director elected in accordance with Article 3 of these by-laws.

(6)  
Past Presidents Committee.

This committee shall consist of all past presidents of this club or any other Rotary Club who are now members of this club.  The purpose of this committee shall be to act in a purely advisory capacity to the current Club President and Board of Directors.  The committee shall be chaired by the immediate past president who shall act as the committee's representative on the Board of Directors. 

(7) 
Rotarian of the Year Committee.

This committee shall consist of all prior Club Rotarians of the Year and shall be chaired by the immediate past recipient.  This committee, in selecting a current year's recipient, shall look at the following criteria: near-perfect attendance, participation in Rotary activities year round, and other acts that clearly demonstrate Service Above Self.
(8)
Nominations Committee.
(a) This committee shall be chaired by the President-Elect and shall consist of the club Vice President plus not less than three other members drawn by lot from the roster of club members who (1) are not currently serving on the Club Board of Directors, (2) have been a member of the club for not less than twenty-four months at the time selected, and (3) have at least 60% attendance at regular meetings.

(b) This committee shall meet not later than two months prior to the annual meeting for the election of officers and directors to develop a slate of proposed candidates for five officer positions, namely, president-nominee, vice-president, secretary, treasurer, and sergeant-at-arms; and five directors representing, respectively, Membership, Club Public Relations, Club Administration, Service Projects, and The Rotary Foundation.  

(c) Nominations shall be presented to the Club in accordance with Article 3, Section 1 of these by-laws.

(d) In selecting officer and director nominees, the Nomination Committee shall provide for continuity in leadership and project management, including the concept of succession planning, to ensure the adequate development of future leaders and to promote the involvement of all members in service, fellowship, and training.  Unless otherwise disqualified,

(i) Serving Officers shall be afforded an opportunity to advance to a position of increased responsibility leading to becoming club president.  

(ii) Serving Directors shall be afforded an opportunity to continue in their position for a period up to but not exceeding three years.

(9) 
Reconciliation Committee.

This committee shall reconcile all club cash accounts and club financial statements. It is recommended that this committee consist of at least three members, excluding the club treasurer, and be chaired by someone who has a classification in the accounting area. The committee shall submit a report to the board of directors when completed and will prepare the annual tax return for the president’s signature.

Section 3 – Additional sub-committees may be appointed as needed.  The sub-committees set out hereinafter are purely optional and shall be left up to the discretion of the current club president based on the needs of the club for that year. The list is not meant to exclude other committees.

(1)
Programs Sub-Committee.


This committee shall prepare and arrange the programs for the regular and special meetings of the club.

(2) 
Rotary Information Sub-Committee.  


This committee shall devise and carry into effect plans (1) to give prospective members information about the privileges and responsibilities of membership in a Rotary club, (2) to give the members, especially the new members, adequate understanding of the privileges and responsibilities of members, (3) to give the members information about Rotary, its history, object, scope, activities, and (4) to give the members information as to developments in the administrative operation of Rotary International.

(3)
Membership Development Sub-Committee.

This committee shall review continually the club roster of filled and unfilled classifications and shall take positive action to initiate and present to the board the names of suitable persons to fill unfilled classification.

(4) 
Classification Sub-Committee.

This committee shall review each proposed member and report back to the Membership Director or to the Secretary, as requested, whether or not the proposed member meets the requirements set forth in Article 7 of the Constitution of the Rotary Club of Killeen Heights.  This committee will conduct periodic classification surveys of the community; shall compile from the survey a roster of filled and unfilled classifications; shall review, where necessary, existing classifications represented in the club; and shall counsel with the board on all classification problems.

(5) 
Attendance Sub-Committee.

This committee shall devise means for encouraging attendance at all Rotary meetings - including attendance at district conferences, intercity meetings, regional conferences, and international conventions by all club members.  This committee shall especially encourage attendance at regular meetings of this club and attendance at regular meetings of other clubs when unable to attend meetings of this club; keep all members informed on attendance requirements; promote better incentives for good attendance; and seek to ascertain and remove the conditions that contribute to unsatisfactory attendance.

(6) 
Club Bulletin Sub-Committee.

This committee shall endeavor, through the publishing of a weekly club bulletin, to stimulate interest and improve attendance, announce the programs of the forthcoming meetings, relate highlights of previous meetings, promote fellowship, contribute to the Rotary education of all members, and report news of the club, of its members and of the worldwide Rotary program.

(7) 
Magazine Sub-Committee.

This committee should aim to stimulate reader interest in The Rotarian; sponsor a magazine month; arrange for brief monthly reviews of the magazine on regular club programs; encourage the use of the magazine in the induction of new members; provide a copy of the magazine for non-Rotarian speakers; secure international service and other special subscriptions for libraries, hospitals, schools and other reading rooms; send news items and photographs to the editor of the magazine, and in other ways make the magazine of service to the club members and non-Rotarians.

(8) 
Charitable Giving Sub-Committee.

This committee shall review all requests for philanthropic or scholastic contributions and make recommendations to the Board of Directors for either (1) final approval using funds allocated for this purpose in the Club’s annual operating budget, or (2) forwarding a request to the Rotary Club of Killeen Heights Charitable Corporation for funding consideration.

(9) 
Civic Recognition Sub-Committee.

This committee shall sponsor periodic recognition of citizens of the Central Texas Community for outstanding volunteer service to charity and/or civic or community organization(s).  The committee will solicit and receive nominations from the public and through club members and will have exclusive say in who is selected.  The winner will receive a plaque, an announcement in the paper and will be invited to a special presentation at a club meeting.  Also, a donation can be made in honor of the recipient.

(10) Fellowship Sub-Committee.

This committee shall promote acquaintance and friendship among the members, promote participation by members in organized Rotary recreational and social activities, shall sponsor various social events throughout the year, which may include a Christmas event, the District Governor's visit, and the Installation of new officers, and do such work in pursuance of the general object of the club as may be assigned by the president or the board. This committee shall insure that the members, visitors, and guests are greeted at all meetings and to strive in all ways to make meetings run smoothly and enjoyably.

(11) Historical Sub-Committee.

This committee shall collect and maintain pertinent records, photographs, and    memorabilia of the club’s history.

Section 4 – Conduct of Committees.

(a) 
The president is an ex officio member of all committees except the Nominating Committee and has all the privileges of membership thereon, including voting, unless specifically provided otherwise by the board of directors.

(b) 
Each committee shall transact its business as is delegated to it in these by-laws and such additional business as may be referred to it by the president or the board. Except where special authority is given by the board, such committees shall not take action until a report has been made and approved by the board. 

(c) 
Each chair shall be responsible for regular meetings and activities of the committee shall supervise and coordinate the work of the committee and shall report to the board on all committee activities. 

Article 10

Duties of Committees
The duties of all committees shall be established and reviewed by the president for his or her year. In declaring the duties of each, the president shall make reference to appropriate Rotary International materials.  The service project committee will consider vocational service, community service and international service avenues when developing plans for the year. 

Each committee shall have a specific mandate, clearly defined goals, and action plans established by the beginning of each year for implementation during the course of the year. It shall be the primary responsibility of the president-elect to provide the necessary leadership to prepare a recommendation for club committees, mandates, goals and plans for presentation to the board in advance of the commencement of the year as noted above. 

Article 11

Leave of Absence
Section 1 – Upon written application to the board, setting forth good and sufficient cause, a temporary leave of absence may be granted excusing a member from attending the meetings of the club for a specified length of time not to exceed six months.   It is not mandatory that a member request a leave of absence in advance of being absent from a club meeting.  Leaves of absence begin on the first day of the month in which they become effective and terminate on the last day of the month in which they end.

Section 2 – Such leave of absence does operate to prevent a forfeiture of membership due to non-attendance, but it does not operate to give the club credit for the member’s attendance.  Unless the member attends a regular meeting of some other club or attends an event authorized by the board to qualify for attendance credit, the excused member shall be recorded as absent except that absence authorized under the provisions of Article 8, Sub-Section 3(b) and Section 4 of the Constitution of the Rotary Club of Killeen Heights is not computed in the attendance record of the club.

Section 3 – Such leave of absence does not operate to relieve the member from the requirement to pay dues.  The board shall have the authority to waive that portion of the dues used to fund the routine operations of the club and not required to pay the per capita amounts prescribed in Article 6, Section 2.
Article 12

Finances
Section 1 – Prior to the beginning of each fiscal year, the board shall prepare a budget of estimated income and expenditures for the year, which shall stand as the limit of expenditures for these purposes, unless otherwise ordered by action of the board. The budget shall be broken into two separate parts: one in respect of club operations and one in respect of charitable/service operations. 

Section 2 – No member of the Club shall be authorized to commit Club funds for any expense not previously approved by the board.  If such commitment occurs, the Club is under no obligation to fulfill this commitment.

Section 3 – The treasurer shall deposit all club funds in a bank, named by the board. The club funds shall be divided into two separate parts: club operations and charitable/service projects. 

Section 4 – All bills exceeding $100, except those paid in the ordinary course of business (such as normal club meals and R.I. dues) shall only be paid by checks signed by two authorized officers after approval by the Board of Directors; the treasurer not being one of those two persons. 

Section 5 – The Reconciliation Committee shall, at the end of the club year, perform a reconciliation of all cash accounts and other agreed upon procedures to assure a sound fiscal position is maintained by the Club.  The committee will report their findings to the Board of Directors as soon as possible after the year end.

Section 6 – Officers having charge or control of club funds shall give bond as required by the board for the safe custody of the funds of the club, cost of bond to be borne by the club. 

Section 7 – The fiscal year of this club shall extend from 1 July to 30 June. The payment of per capita dues and Rotary International official magazine subscriptions shall be made on 1 July and 1 January of each year on the basis of the membership of the club on those dates.   The payment of Rotary International general liability insurance fees, District 5870 per capita dues, and member support for the Council on Legislation shall be made on 1 July of each year on the basis of the membership of the club on that date.

Article 13

Method of Electing Members
Section 1 – The name of a prospective member, proposed by a member (other than honorary) of the club, shall be submitted through the Membership Director to the board of directors on RCKH Form 254 (How to Propose a Member) that is available for download on the RCKH website (www.khrotary.org).
Section 2 – A transferring or former member of another club may be proposed to active membership by the former club. The proposal shall be kept confidential except as otherwise provided in this procedure.  Once proposed, a transferring or former member will have a sponsor assigned by the Membership Committee.

Section 3 – The board shall ensure that the proposal meets all the classification and membership requirements of the Constitution of the Rotary Club of Killeen Heights.   In addition, a proposal to readmit a former member of the RCKH shall not be considered until such time that any indebtedness to this club, including any amount previously written off upon departure, has been paid in full.

Section 4 – The board shall approve or disapprove the proposal within 30 days of its submission, and shall notify the proposer, through the Membership Director, of its decision. 

Section 5 – If the decision of the board is favorable, the prospective member shall be informed of the purposes of Rotary and of the privileges and responsibilities of membership, following which the prospective member shall be requested to sign the membership proposal form and to permit his or her name and proposed classification to be published to the club. 

Section 6 – If no written objection to the proposal, stating reasons, is received by the board from any member (other than honorary) of the club within seven (7) days following publication of information about the prospective member, that person, upon payment of the admission fee (if not honorary membership), as prescribed in these by-laws, shall be considered to be elected to membership.

Section 7 – If any such objection has been filed with the board, it shall vote on this matter at its next regular meeting.  

(a) The consideration of objections shall be conducted in closed session.

(b) Objections shall contain enough specifics for the board, following the tenets of the Four Way Test, to make a reasonable determination of qualification and fitness.  

(c) While the objector and proposer may ask, or be asked, to speak, neither has an inherent right to serve as an advocate, nor to present, confront, or cross-examine anyone presenting information to the board.

(d) The specifics of all objections shall be kept confidential and there is no right to public disclosure of objection letters, or the nature of board deliberations, by any one. 

If not to exceed one negative vote is cast by the members of the board in attendance at a regular, the proposed member, upon payment of the admission fee in accordance with Article 6, Section 1, shall be considered to be elected to membership. If two or more negative votes are cast by members of the board, the proposed membership shall be considered denied.

Section 8 – Individuals may be proposed for membership only once a year (1 July through 30 June).

Section 9 – Following the election, the membership director shall arrange for the new member to attend orientation.  Following completion of the new member orientation, the membership director shall arrange for the new member's induction, membership card, and new member Rotary literature.  In addition, the president or secretary will report the new member information to RI and the membership director will assign a member to assist with the new member's assimilation to the club as well as assign the new member to a club project or function. 

Section 10 – The club may elect, in accordance with the Constitution of the Rotary Club of Killeen Heights, honorary members proposed by the board. 

Article 14

Resolutions
The club shall not consider any resolution or motion to commit the club on any matter until the board has considered it. Such resolutions or motions, if offered at a club meeting, shall be referred to the board without discussion.

Article 15

Conduct of Business 
Section 1 – At a club meeting, the following items are suggested, in any order the presiding official deems appropriate:

● 
Meeting called to order. 

● 
Invocation and Pledge of Allegiance to the US flag.

●
Introduction of visitors. 

●
Correspondence, announcements and Rotary Information. 

● 
Address or other program features. 

● 
Adjournment. 

Section 2 - At a board meeting, the following items are suggested, in any order the presiding official deems appropriate:

● 
Meeting called to order.

● 
Approval of minutes.

● 
Treasurer’s Report and Approval.

● 
Officers and Directors Reports. 

● 
Committee Reports.

● 
President’s Remarks.

● 
New business.

● 
Adjournment

Article 16

Amendments
These by-laws may be amended at any regular meeting, a quorum being present, by the affirmative vote of a two-thirds vote of all members present and voting, provided that notice of such proposed amendment shall have been either provided to or mailed to each member at least ten (10) days before such meeting.  No amendment or addition to these by-laws can be made which is not in harmony with the Constitution of the Rotary Club of Killeen Heights, the current Rotary International Manual of Procedure, and with the Constitution and By-Laws of Rotary International. 

Appendix 12
Records Retention Policy
Three Years (from date of filing return or due date of return, whichever is later)
· Approved Club Budgets and all approved Amendments 

· Bank deposit slips

· Cash receipt records

· Paid Accounts Payable Invoices

· Accounts Receivable (member billing) Invoices
· Monthly Financial Statements, comprised of the following components:

· Profit & Loss Statement

· Balance Sheet
· Accounts Receivable Aging Reports
Six Years

· Bank and Investment Account Statements, and Statement Reconciliations

· Contracts (after expiration)

· Cancelled checks
· Accounts Written-Off records

· Expired Insurance Policies

· All support documentation used to prepare the Federal Income Tax Return
Permanent

· Annual Financial Statements, comprised of the following components:

· Profit & Loss Statement

· Balance Sheet
· Accounts Receivable Aging Reports
· Investments purchases and sales

· Check Register


· General ledger & journals
· Chart of Accounts
· Income Tax Returns

· Board of Directors meeting minutes, and minutes other meetings that record approval of:

· Budgets
· Expenditures exceeding $100 except those paid in the ordinary course of business such as normal club meals and RI dues

· Writing off Accounts Receivable invoices
· Governance Documents, comprised of the Club’s Constitution and By-Laws

· Sales Tax Exemption records
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Table 2

Leave of Absence Process

[image: image3.jpg]Written request

LOA request is
»| submitied to

fora LOA

—_—

It is not mandatory that a
member request a leave

of absence in advance of
being absent from a club

Secretary
%

Secretary notifies. LOA
requester of BOD f¢— Request
Disapproved

action ?

Treasurer enters
start of reduced
dues into

J¢—————{ requester of BOD

Reduced
le— Dues

Secretary notifies

Secretary enters.
termination of
LOA into
ClubRunner

23

YES

Gilcracats ? acnon5/ Approved
h 2
Treasurer enters Secretary enters
resumption of start of LOA into f¢—————————
regular dues into ClubRunner
auickaouks/
T 11

LOA Request
Approved

Reduced Due:\

Disapproved

Secretary notifies
requester of BOD
actions

Secretary returns
LOA request to
‘submitter for
rework.

« Setforth “good and sufficient cause”
« Specify a specific length of time not to
exceed 6 months.

Secretary records
board actions in
the minutes

The BOD has the authority to waive that
portion of the dues not required to pay

the per capita amounts prescribet
Article 6, Section 2 of our By-Laws

YES.

Secretary notifies

Secretary enters
termination of LOA
into ClubRunner

Current as of 4 Feb 08

BOD of expiring
LOAs

—_—

This notification provided at the
BOD meeting immediately

Extension

Disapproved

3

preceding expiration date

Secretary records
board action in the
minutes

Secretary notifies
requester of BOD

Secretary returns.
extension request
to submitter for
rework

Secretary records
board action in the

vl

y

Extension
Approved 7

Secretary notifies
requester of BOD
action

—1—\@

Secretary enters
extension of LOA

into ClubRunner





Table 3

Voluntary Resignation Process
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Table 4

Optional Item Billing Process
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Table 5

Rotary Foundation Contributions Submissions Process
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Table 6
Sample Club Budget
To be Published

Form 1

Regular Meeting Agenda

Rotary Club of Killeen Heights


Program for 

             (date)
0715:  Ring the Bell
· Opening Remarks

· Invocation by Rotarian
 ________________________________

· Pledge by Rotarian 
 ________________________________

· Introduction of Visitors and Guests by 
 ________________________________

0720:  Admin announcements and reminders
· ______________________________________________________________________

· ______________________________________________________________________

· ______________________________________________________________________



Sympathy  
__________________________________________________________




Congratulations    
______________________________________________________



Honors       
___________________________________________________________




Birthdays    
___________________________________________________________


New Member Induction(s)      
_____________________________________________



Paul Harris Presentations       
_____________________________________________

0730:  Program

0755:  Closing Remarks



Special Emphasis Reminders   
_____________________________________

· Is there anything else for the good of Rotary?

· 4-Way Test by Rotarian   
______________________________________

0800:  Ring the Bell
Form 2

Visitor Meal Register

	DATE:
	
	
	
	HEADCOUNT:
	 

	WELCOME

	ROTARY CLUB OF KILLEEN HEIGHTS

	VISITOR MEAL REGISTER

	
	
	
	
	
	
	

	PLEASE PRINT
	PLEASE PRINT
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	NO 

	 
	 
	GUEST
	 
	 
	 
	CHARGE/

	MEMBER NAME
	GUEST NAME
	HOME CLUB
	BILL
	CASH
	CHECK
	SPEAKER

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


Form 3

RKCH Application Form

Include Copy
Form 4
New Member Information Form


Entered by New Member
1. First Name:


2. Middle Initial:


3. Last Name:


4. Home address 

a. Street & Number:


b. City: 

c.  ZIP:  

5. Home phone (area code & number):


6. Cell phone (area code & number):


7. E-mail address:


8. Business Name:


9. Business address

a. Street & Number:


b. City: 


c.  ZIP:  

10. Business phone (area code & number):


11. Fax (area code & number):


12. Preferred Billing Address: 
Home––
Work––       
13. Will your employer be paying your dues?    Yes––
No––         

a. If yes, do they require an invoice with the firm’s name on it?   Yes––
     No––         
14. Spouse’s Name: 
 

15. Member Date of Birth (dd / mm / yyyy):


16. Wedding anniversary date (dd / mm / yyyy):



Entered by the Membership Director
1. Classification:


2. Sponsor:


Entered by the Secretary
1. Date of Induction (dd / mm / yyyy):

2. Member Number:



Entered by the Treasurer

1. Billing cycle:
Monthly––
Quarterly––
Yearly–– 
2. First Month’s Prorated Membership Dues:


Form 5
District Membership and Attendance Report (MAR)

Club
Rotary Club of Killeen Heights

Rotary District
5870

District Governor
      

Month
     
Attendance in Month:

(Excluding Honorary Members)

1. Total Membership at end of month:


2. Average Attendance % for month:
     

3. Number of meetings in held in month:

4. If any meeting was cancelled, give date and reason:


Date
Reason


     
     
Membership Movements in Month:

(Excluding Honorary Members)

1. Membership at 1st of month:



2. Plus number of new members:
+


3. Sub-Total:
=


4. Minus number of members who left the club:
-


5. Membership at month end:
=

6. If any members left the club, give name and reason:


Name
Reason


     
     

     
     


     
     
Club Officer Preparing this Report:
Date:

     
     

