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• TIPS:

• Members should keep current

• Pictures are important

• Click a quick pic at meetings and 
post

• Cell phone carrier is required for 
non-paid Ptext Function
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• TIP:

• 30 minutes to compose & 
send

• Customizable  templates

• Schedule delivery

• Tracking
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• TIP:

• Carrier & Cell to  receive text

• Check box to send email if no carrier

• Continue in PTEXT Limited  (no 
reports or scheduled sending)
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• TIP:

• Double check organizational year

• Can Clone

• Add new

• Can be multiple positions

• Mid-Year changes by date
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• TIP:

• Never terminate to make changes

• Previous Rotarian? 

• RI ID# required

• Enter RI ID# - info should 

• transfer if previous club used

• DACdb

• Enter new info into DACdb and RI Compare to 
receive RI ID# and enter in DACdb
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• TIP:

• No duplicate listings

• Correct any red with corrected  information
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• TIP:

• Keep Club information current



• TIPS:

• New Committee – Click 
Committee Highlight name and 
push over with arrows

• Files are available for 
Committees

• Can Pmail Committee 
Members from this area
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• Engagement Detail 
Report

• TIP:  (Premium Module 
priced by Club size)

• Shows individual member 
engagement, which can help 
Club Leadership develop 
plans to engage members 
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• TIP:

• *Enter Meeting

• *Click on meeting to enter attendance
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TIP:

*Enter

project

*Click on

project to enter

participation
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TIP:

*12.5 Member Dynamic Extract can be downloaded into excel for easy manipulation
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• Tip:

• Public Files

• Secure Files are for Club 
Members only
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TIP:

Location box will 

appear on far 

right of Calendar 

(pictures, zoom 

links, etc.) 



TIP:

*Working with 
an event “In-

Active” keeps it 
from public view



TIP:

*Enabling Registration 
creates links for the event 
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• TIP:

• External Link is for Club Members

• External Public Link for email to 
non-Rotarians & Websites

• Creates QR Code for event 
registration that should be included 
in all marketing materials!
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• TIP:

• If using Finance Integration, Club uses DACdb Finance Module, the 
account must be chosen

• Add the confirmation information each registrant will receive at the 
bottom of the page.
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TIP:

*Finance

Integration – If

using Finance 

Module   

(Premium) 

payments will

be added 

automatically to 

your Club 

Account by the

chosen 

gateway

*Print

Registration –

NO if only

accepting 

credit cards

*Registered

Roster – prints

a roster for

check-in



TIP:

*Click on A to add

questions

*Click on pencil to

add question

parameters
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TIP:

*Security Level should be 4 (usually Club Officers) for 
Club Events

33



34



35



36



37



• TIP:

• Contains opportunities to  
learn about a wide variety 
of Rotary topics

• Qualifies for makeups
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• TIP:

• Club Invoice is where you 
can find your Club Invoice 
prior to billing
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• TIP:

• *Clubs should 

• enter their goals

• in the correct 

• organizational 

• year & save

• *Each category 

• has different goals

44
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1st Qtr 2nd Qtr3rd Qtr3rd Qtr 4th Qtr Goal Description

Club membership How many total members does your club want by the end of the Rotary year?

Members and Engagemengt Do your club bylaws reflect your members and other participants needs?

Service participation How many members will participate in club service activities during the Rotary year?

New Member Sponsorship How many members will sponsor a new club member during the Rotary year?

Rotary Action Group participation
How many club members will be members of at least one Rotarian Action Group (RAG) during the 

Rotary Year?

Leadership development participation
How many members will participate in leadership development programs or activities during the 

Rotary Year?

District conference attendance How many members will attend your District Conference?

Rotary Fellowship participation How many club members will be members of a Rotary Fellowship during the Rotary year? `

District training participation How many of your club's committee chairs will attend the district training assembly?

Annual Fund contributions
How much money will be contributed to The Rotary Foundation Annual Fund by your club and its 

members during the Rotary year?

PolioPlus Fund contributions
How much money will be contributed to The Rotary Foundation PolioPlus Fund by your club and its 

members during the Rotary year?

Major Gifts
How many single outright donations of US $10,000 or more will be made by individuals associated 

with your club during the Rotary year?

Bequest Society members
How many individuals or couples will inform The Rotary Foundation of their plans to leave US 

$10,000 or more to the The Rotary Foundation through their estate?

Benefactors

How many individuals or couples will inform The Rotary Foundation of their estate plans to include 

the Endowment Fund as a beneficiary or will make an outright gift of US $1,000 or more to the 

Endowment Fund?

Service projects How many service projects will your club complete during the Rotary year?

Rotaract clubs How many new and existing Rotaract clubs will your club sponsor during the Rotary year?

Interact clubs How many new and existing Interact clubs will your club sponsor during the Rotary year?

Inbound Youth Exchange students
How many Rotary Youth Exchange students will your club host virtually or in person during the 

Rotary year?

Outbound Youth Exchange students
How many Rotary Youth Exchange students will your club sponsor virtually or in person during the 

Rotary year?

RYLA participation
How many individuals will your club sponsor to participate in Rotary Youth Leadership Awards 

(RYLA) events during the Rotary year?

Strategic plan Does your club have an up-to-date strategic plan?

Online presence Does your club's online presence accurately reflect its current activities?

Social activities How many social activities will your club hold ouitside of regular meetings during the Rotary year?

Update website and social media
During the Rotary year, how many times per month will your club's website or social media 

accounts be updated?

Media stories about club projects How many media stories will cover your club's projects during the Rotary year?

Use of official Rotary promotional 

materials

Did your club use Rotary International's advertising and public service materials, such as broadcast 

videos, print ads, and other official materials available in the Brand Center to promote Rotary in 

your community during the Rotary year?

 (Must select and meet 13 or more items to receive citation.)

2023-2024 Rotary International Presidential Citation

TIP:

*Rotary

International

Presidential 

Citation 

Quarterly 

Spread

Sheet for 

tracking

Club 

progress and

entering 

into Goal

Center

To be eligible for the Rotary Citation, clubs need to begin the year as active clubs in good standing – or having paid each invoice balance 

in full upon receipt. To verify that your club is in good standing, check your daily club balance report under Club Administration > Club 

Finances. You should have an outstanding balance of $0.00. Invoices are due when they are posted, in mid-January and mid-July.
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• TIP:

• Great area to find Rotary videos, 
marketing aids, and information 
that can be customized to fit your 
Club

49



50

TIP:
Click on Give to access the online giving 
tool to donate money to The Rotary 
Foundation!
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TIP: 

Rotary Magazine is where you 

can read The Rotarian with great 

information about Rotary!
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January-June

Prepare for your term

•Subscribe to Rotary newsletters that support your club's 
activities.

•Join the Club Secretaries discussion group on My Rotary.

•Become familiar with the Rotary Code of Policies, the Standard 
Rotary Club Constitution or Standard Rotaract Club 
Constitution, and your club's bylaws.

•Meet with the president-elect to:

• Discuss club goals

• Schedule club activities

• Decide how you'll divide administrative tasks

• Decide who'll manage membership leads for your club

• Determine how you'll handle club communications

•Meet with the current secretary to:

• Review club procedures

• Review the club invoice

• Discuss how the current leaders have managed 
membership leads

• Get access to the club's records, archives, and other 
property

•Meet with your club's membership 
committee to discuss its initiatives and how 
you can support them.

•Review the current Manual of Procedure.

•Participate in your district training 
assembly.

•Attend meetings of the current and 
incoming board of directors, if you're 
invited.

•Participate in the club assembly held by 
the president-elect after the district training 
assembly to discuss club plans for the 
coming year.

•Prepare a schedule for sending statements 
of club dues and fees to all members 
(monthly, quarterly, or twice a year), and 
plan how you'll record the dues and fees 
you receive.

Rotary International Learning Center; Get Ready: Club Secretary; Your Year

https://my.rotary.org/en/news-media/newsletters#_secure/16821
https://my.rotary.org/en/exchange-ideas/groups/club-secretaries
https://my.rotary.org/en/document/rotary-code-policies
https://my.rotary.org/en/document/standard-rotary-club-constitution
https://my.rotary.org/en/document/standard-rotary-club-constitution
https://my-cms.rotary.org/en/document/standard-rotaract-club-constitution-effect-1-july-2020
https://my-cms.rotary.org/en/document/standard-rotaract-club-constitution-effect-1-july-2020
https://my-cms.rotary.org/en/document/connect-membership-leads
https://my-cms.rotary.org/en/document/manual-procedure-035


• July

• Take office

• Update your club information and 
maintain accurate membership 
records throughout the year.

• Make sure new club officers are 
reported in My Rotary so they have 
access to online tools and resources.

• Rotary club secretaries: Make sure 
the club treasurer has received the 
club invoice so it can be paid on time, 
within 60 days. (A sample invoice is 
below.)

56Rotary International Learning Center; Get Ready: Club Secretary; Your Year



Rotary International 
Learning Center; Get 
Ready: Club Secretary; 
Your Year
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• December-February

• Midyear tasks

• After you report new club officers or members, use My Rotary to confirm that Rotary 
received your updates.

• Prepare the midyear progress report to outline the club's status and achievements so far 
this year.

• Review the club's schedule of activities with the president and the board of directors.

• Rotary club secretaries: Support the annual meeting to elect club officers.

• Rotary club secretaries: Confirm that your club's membership data is current in My Rotary 
by 1 January so you receive an accurate club invoice.

• Rotary club secretaries: Make sure the treasurer has received the club invoice so it can be 
paid on time.

• Rotary club secretaries: Work with the president to report the club's achievements 
toward the Rotary Citation in Rotary Club Central.

• Rotaract club secretaries: Follow the citation instructions for Rotaract clubs.

• Rotary club secretaries: Report next year's club officers using My Rotary or your club 
management system by 1 February. In Great Britain and Ireland, use the Data Management 
System.

• Rotary club secretaries: If you wish to propose a governor-nominee designate candidate, 
send the resolution that supports the decision and the governor-nominee designate form to 
the district nominating committee.

http://rotary.org/citation
https://my.rotary.org/en/manage/community-marketplace/club-management-systems-website-vendors
https://my.rotary.org/en/manage/community-marketplace/club-management-systems-website-vendors
https://www.rotary.org/myrotary/en/document/district-governor-nominee-form


April-June

Preparing for next year

•Begin briefing next year's secretary.

•Prepare your annual report to the club.

•Give the club's records, archives, and other 
property to the incoming secretary.

•Rotary club secretaries: Confirm that your club's 
membership data is current in My Rotary by 1 July 
so that you'll receive an accurate club invoice. If 
you use a club management system, make sure 
your information is being sent to Rotary.

•Rotaract club secretaries: Update club and 
member data and report club officers by 30 June.

The club secretary is responsible 
for promptly reporting 
membership information to 
Rotary International in addition 
to other duties listed in the club 
constitution and bylaws. The 
Rotary club secretary also needs 
to report next year's club officers 
to Rotary International by 1 
February.

See the Rotary Code of Policies 
section 10.050. for more 
information.

Rotary International Learning Center; Get Ready: Club Secretary; Your Year

58

https://my.rotary.org/en/manage/community-marketplace/club-management-systems-website-vendors
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  Club Secretary | June 2018 | 1  

RELEVANCE: Club secretaries are responsible for many administrative tasks that 
can be handled most efficiently using My Rotary. 

 

WORKSHOP 
• Best for learning practical skills or giving participants 

deeper understanding through an interactive activity 

• Led by experts 

• Seating arranged in groups, with enough space for 
facilitator to move freely among participants 

 

Learning objectives 

At the end of this session, participants will: 

• Understand their responsibilities as the club secretary 

• Learn how to use My Rotary to expedite administrative tasks 

Before the session 

• Consider asking a past club secretary or someone who knows how to use 
My Rotary to perform the administrative tasks covered in this session to 
lead the session or help you demonstrate My Rotary during the session.  

• Consider any district or regional issues related to this topic. 

• Choose the key messages and activity, and plan your session based on the 
needs of participants. 

• For Activity 2, print copies of the Club Secretary: Calendar of Activities, 
available in the Get Ready: Club Secretary course.  

• Check with the seminar organizer to make sure the venue has enough 
bandwidth available for wireless internet users.  

• Ask participants to bring their laptops or mobile devices and establish a 
My Rotary account before the event. 

• Review the resources listed below. 

Resources 

• Club Secretary Basics courses in the Learning Center 

• Club Administration page on My Rotary 

SECRETARY 
SESSION 2: YOUR ROLE 
(60 minutes) 

• Manual of Procedure

• Standard Rotary Club 
Constitution

• Recommended Rotary Club 
Bylaws

• How-to guides: Create a My 
Rotary Account, Add a 
Member, Edit Member 
Information, Remove a 
Member, Add an Officer, and 
Update Club Data

• Club Management Systems and 
Website Vendors

https://my.rotary.org/document/manual-procedure-035
https://www.rotary.org/myrotary/en/document/632
https://www.rotary.org/myrotary/en/document/632
https://www.rotary.org/myrotary/en/document/607
https://www.rotary.org/myrotary/en/document/607
https://www.rotary.org/myrotary/en/document/how-create-my-rotary-account
https://www.rotary.org/myrotary/en/document/how-create-my-rotary-account
https://www.rotary.org/myrotary/en/document/how-add-member
https://www.rotary.org/myrotary/en/document/how-add-member
https://www.rotary.org/myrotary/en/document/how-edit-member-information
https://www.rotary.org/myrotary/en/document/how-edit-member-information
https://www.rotary.org/myrotary/en/document/how-remove-member
https://www.rotary.org/myrotary/en/document/how-remove-member
https://www.rotary.org/myrotary/en/document/how-add-club-officer
https://www.rotary.org/myrotary/en/document/how-update-club-data
https://my.rotary.org/en/manage/community-marketplace/club-management-systems-website-vendors
https://my.rotary.org/en/manage/community-marketplace/club-management-systems-website-vendors
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Use this worksheet to draft at least three goals you would like to achieve in your 
role.  

Goal 1: 

Support needed: 

Timeline: 

Goal 2: 

Support needed: 

Timeline: 

Goal 3: 

Support needed: 

Timeline: 

 
 

WORKSHEET:  
DEVELOPING GOALS 
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Rotary International Learning Center; Managing Club Business

Encourage members to register for a My Rotary account, which will allow them to:Encourage

Create and manage a profile with their contact information, background, 
occupation, Rotary program participation, and areas of expertise

Create and 
manage

View goals and achievements in Rotary Club CentralView

Find and connect with other clubs and members
Find and 
connect

Browse projects in Rotary ShowcaseBrowse

Review their personal contribution historyReview

Take courses in the Learning CenterTake



Rotary International Learning Center; 
Get Ready: Club Secretary; Managing 
Information
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Visit Rotary's Brand 
Center to find 
newsletter and 
banner templates, 
images, ads, 
presentations, and 
more that all comply 
with Rotary's brand 
guidelines. Simply 
download them and 
add your club name 
or information.

A My Rotary account
My Rotary provides customized access to 
many functions and types of information. 
You can:
•Review reports on membership, club 
trends, club giving, and alumni program 
participation
•Browse Rotary Showcase to find project 
ideas and search for project partners
•Use the Brand Center to find logos and 
create club and event brochures
•Contribute to The Rotary Foundation
•Take more courses in the Learning Center

Rotary International Learning Center; Managing 
Club Business

https://my.rotary.org/secure/application/136
https://my.rotary.org/secure/application/136
https://my.rotary.org/en/manage/club-district-administration/4916
https://map.rotary.org/en/project/pages/project_showcase.aspx
https://my.rotary.org/en/secure/application/136
https://my.rotary.org/en/donate
http://rotary.org/learn
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