Rotary Club Reports and Deadlines

ROTARY CLUB REPORTS AND DEADLINES (3)
President – Secretary - Treasurer


PRESIDENT

July
· Assume office as Club President
· Conduct a club assembly to present annual goals and priorities
· Confirm Rotary Club Central goals are entered
Deadline: July 1
· Ensure RI Dues are paid in a timely manner
· Ensure District dues are paid in a timely manner

September
· Confirm Federal Tax forms are filed
Deadline: September 31

November-December
· Confirm the Treasurer files IRS Form 990, 990‑EZ, or 990‑N
Deadline: November 15
· Verify membership roster
Deadline: December 31

January
· Confirm payment of January Rotary International dues
· Review mid‑year progress with the board and club
· Assist the Secretary in ensuring incoming officers are entered in My Rotary
Deadline: February 1


April-May
· Submit DDF Final Report for current year
Deadline:  April 30
· Ensure Secretary has filed Corporate Report before 
Deadline: May 1
· Ensure members are invoiced for next year’s dues
· Make sure members not returning for the next year are removed from the roster
· Submit District Grant Application (DDF) 
Deadline:  May 30

June
· Review year‑end results in Rotary Club Central
· Support a smooth transition to the President‑Elect
· Hold a joint meeting of incoming and outgoing boards



CLUB SECRETARY

December – January
· Verify Membership Roster in DACdb and ensure it is carried over to RI
Deadline: December 31
· Update incoming officers in DACdb and ensure it is carried over to RI
Deadline: February 1
· 

April
· File Corporate report with Sunbiz.org
Deadline: May 1

June
· Work with president to ensure club goals are posted in Rotary Club Central 
· Deadline: June 30
· Verify membership roster 
Deadline: June 30
· Assist Treasurer with July RI invoice review
· Verify Membership Roster in DACdb and ensure it is carried over to RI
Deadline: June 30



CLUB TREASURER


July – RI Dues
· Review and pay RI July invoice
Payment due by July 31

District 6980 Dues
· Pay district dues upon receipt of district invoice

September
· Confirm Federal Tax forms are filed
Deadline: September 31

November
· File IRS Form 990, 990‑EZ, or 990‑N
Deadline: November 15

January – RI Dues
· Confirm membership count as of January 1
· Review and pay RI January invoice
Payment due by January 31
· Review and pay District invoice

June
· Close books for the Rotary year
· Support Secretary with Club Central reporting
· Prepare financial handoff to incoming Treasurer
· Work with Secretary to ensure club roster is correct
Dedline: June 30
