Club Administration
Leadership Learning
Workshop

District 6970 K




Agenda

1:00 - 1:45: Your Role In Rotary, Information/Financial Management
1:45 - 1:55: Break

1:55 - 2:40: Working With DACdb, Members Data, Budgeting/P&L Analysis
2:40 - 3:00: Break

3:00 - 3:45: Club Records, Attendance, Dues, Payment Management
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< Any Initial questions?

Briefly Cover the agenda for the day

Any initial questions?



Session 1

Your Role In Rotary
Information Management




Primary Roles

) Secretary:
] Ensuring that governing documents are in place.

) Ensure that club member data is current for reporting to Rotary
International.

) Treasurer:
] Manage the financial aspects of the club.
] See that member dues are billed timely and accurately

) Pay Obligations (RI, District, State, Vendors, Etc.) timely and accurately




Discussion

*** What do you think will be your biggest
challenge?

** Where can you get support?

*** How can you streamline tasks to support your
club efficiently?

XX



Club Governance
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** Rotary governance awareness

Meeting Minutes (Secretary)

Attendance (Secretary)

Insurance needs (if applicable) (Secretary)
FL Sunbiz Report with Fee (Treasurer)
Accounting/Tax Returns (Treasurer)

Club Charter/Constitution (Board)

Club Bylaws (Board)

Make sure that your club has the most recent Rotary governance documents to
refer to as needed.

https://my.rotary.org/en/learning-reference/about-rotary/governance-
documents

Constitution of Rotary International

Bylaws (RI Level, Club Level and Rotaract Level)

Standard Rotary Club Constitution

Manual of Procedure (every 3 years)

Rotary Code of Policies

Rotary Foundation Code of Policies

Rotaract Governance Documents

Take minutes at club and board meetings and club assemblies. These must be
made available if requested.

Insurance — Rl provides officer level coverage and club liability. (Jim Register is
the district contact for insurance needs)

Rl sends updated Insurance process to club presidents and administrators.

Obtain certificate of insurance from RI

https://my.rotary.org/en/us-rotary-club-and-district-liability-insurance-program

To report an incident or claim, please email Rotary International Risk Management.

To obtain a certificate of insurance, insurance policies and summaries, loss prevention
strategies, and more, please visit the insurance broker’s website, U.S. Rotary Insurance Portal.
The U.S. Rotary Insurance Portal can be accessed with a username and password that have
been emailed to your club and district officers through annual insurance e-mailings or you can



https://my.rotary.org/en/learning-reference/about-rotary/governance-documents
https://my.rotary.org/en/us-rotary-club-and-district-liability-insurance-program
mailto:claims@rotary.org
https://rotary.hylant.com/

contact Rotary International Risk Management.



mailto:insurance@rotary.org

Club Data

* 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 Club Secretary needs to report next year's club officers to
Rotary International by 1 February.

“* The Club Treasurer is responsible for accurate membership fee
(and other) billings and for making timely payments of Rl and
District dues.

“* The Club Treasurer needs to manage bank accounts, club
financial balance sheets, and P&L statements.

Someone volunteer to read this slide.
Discuss points
Other Duties

Monthly financial updates to Board (Treasurer)

Club Correspondence (Secretary)

Club’s historical record (Secretary)

Annual year end summary (as needed)(Secretary)

Counting Satellite Club Members (Secretary)

Moving members to new clubs as needed (Secretary)
Collect funds for social events (as needed) (Treasurer)

Assist board/committees as needed (Secretary, Treasurer)
Promotional items, name badges, banners, etc. (Determine)
Helping manage membership leads (with membership chair)

Meet with your successor (Secretary, Treasurer)




Preparation

January — June
) Support the President Elect and incoming board to:

** Conduct Board Orientation

* Determine committees/chairs based on by laws
*» Decide who manages membership leads

* Decide who handles club communications

**» Ensure new club officers are reported in My Rotary so
they have access to online tools and resources

1. What Board Orientation takes place?

1. Goals Development
2. When and where will the Board meet? Get this on calendars. Check by laws for timing

requirements, generally monthly

3. Determine administrative tasks
4, Things to think about/remember
1. Rotary clubs are an “entity” and as such have certain reporting and financial

requirements
2. Rotary is a 401c4 organization. Most clubs are not a 401c3.

1. social welfare organizations: Civic leagues or organizations not organized

for profit but operated exclusively for the promotion of social welfare
2. District 6970 does have a 401c3 non profit foundation - The York Foundation. This
can be used as a pass through for donors of significant amounts who want a tax

receipt.


https://www.irs.gov/charities-non-profits/other-non-profits/social-welfare-organizations

Preparation

January — June
] Meet with Current Secretary and Treasurer to:

** Review Club Procedures

* Review the Rl Club Invoice (Both)

** Discuss current membership process (w/member chair)
“» Get access to the club’s records, archives, etc.

* Prepare a schedule for sending statements of club dues
and fees to all members (Both)

1. Does your club have a policy/procedures manual (MOPP)

2. Rl Invoice is assessed twice a year — July / January.

3. Who sends potential members an invite? Who ensures applicants
are converted to “active”. Who tracks member engagement?

4. Is there a central/secure storage (DACdb library, Google Storage,
etc). Ensure continuity of access controls

5. How often will dues be assessed? Who is responsible for
delinquent dues? Do club bylaws/procedures address the dues
process? How are members informed of dues amounts/breakdown
(meals, rotary dues, supplies, misc expenses, Foundation

contributions, etc.)



Taking Office

Jul

] Update your club information as needed and maintain accurate
membership records throughout the year (Secretary)

) Ensure officer, board and committee chair listings are accurate
in DACdb (Secretary)

) Ensure you have access to club mailbox (Secretary)

1 Make sure the club has received the July club invoice (Rl and
District) so it can be paid on time (by 7/31) (Treasurer)

) Ensure correct officers are established on signature cards with
your club’s bank (Treasurer)

1. Ongoing

2. Important to ensure good communication with district. Ensure
the rotary foundation, membership and image chairs are
designated.

3. Where does paper and electronic mail go? Who is responsible for
collecting it? Who has access to USPS mail boxes?

4.  ltis critical that dues to Rl and the district be paid on time
(July/January)

5. If your club uses checks, you must have current/accurate

signature cards with your bank.



Mid Year

July = April

) Attend club and board meetings

] Record Minutes, provide membership/attendance updates — Secretary

1 Provide Income/Expense updates - Treasurer
) Update member records as needed for accuracy - Secretary

) Ensure new members are correctly captured in DACdb and at Rotary
International (My Rotary) - Secretary

) Identify delinquent member payments for Board action - Treasurer

) Support annual meeting to elect future officers - Both

1. Ongoing

2. Ongoing

3. Ongoing

4. Ongoing

5. There should be an annual meeting detailed in your bylaws. This should include a process for

nominations and elections for next year’s board positions, including the critical President Elect

position



Mid Year

July = April

] Assist the club president/board to review club’s strategic plan

) Work with Club President to record/capture achievements
towards Rotary Citation award (goals)

J Ensure membership counts are accurate as of December 31 to
ensure proper district and Rl billing

] Make sure the club has received the January club invoice so it
can be paid on time (by 1/31)

1. If your club has a strategic plan — and it should — help make sure it
is reviewed for current and future expectations of the club.

2. Ensure Rl (Rotary Club Central) is updated with goals progress
(with president)

3.  Critical to ensure membership is accurate in December and June.

4. Critical to make payments on time. Charters may be revoked if

not.



Wrapping Up

April - June
) Begin briefing next year’s Secretary, Treasurer
) Prepare annual summary to the club (as needed)
) Give access to club records to new Secretary, Treasurer
) Ensure incoming officers are captured correctly in DACcb
) Ensure incoming officers attend training as required

(J Ensure membership counts are accurate as of June 30 to
ensure proper district and Rl billing

1. Work with the incoming secretary and treasurer to help them
understand expectations, processes, “insider info”, etc.

2. If your club publishes an annual summary, work with your board
to prepare and publish this.

3.  Ensure incoming officers have necessary access/passwords to
club records. If you use DACdb, this should be pretty easy.

4. Incoming officers must be captured correctly to ensure timely
communications and access levels.

5.  PETS1 (Fall), PETS2 (March), District Training (May), Grant Training
(ongoing), RLI (ongoing), Vibrant Seminar (August)

6.  Again, it is critical that membership counts are correct as of June
30 for billing purposes.

1. Note — be aware of impacts of not correctly removing members who have left (dues
billing, incoming president’s goals)



Data Privacy

NOTE - THIS SECTION WILL ONLY
BE USED IF TIME PERMITS. ITIS
IMPORTANT, BUT NOT CRITICAL.
MOST PEOPLE SHOULD KNOW THIS
INFORMATION




Data Privacy

What is Personal Data?

¢ Personal data is any information that can identify a
specific individual, either by itself or when it's
combined with other information

¢ Three levels of data: High, Medium, Low (Rotary Intl)




Data Privacy

¢ High Sensitivity Data

+ Government identification numbers, such as from a passport or driver's
license

Bank account details

Credit or debit card numbers

All personal data (including photos, videos, and voice recordings) of
someone under age 16

Health, medical, biometric, or genetic information

Race or ethnicity

Political opinions

Religious beliefs

Trade union membership status

Sexual activity or sexual orientation

/ / /
0‘0 0‘0 0‘0

K/ / / / / /
0‘0 0‘0 0‘0 0‘0 0‘0 0‘0




Data Privacy

** Medium Sensitivity Data

7

«» Aperson’s name in conjunction with:
% Home address

Phone number

Email address

Gender or sex

Marital status

Spouse's or partner's name
Parents' names
Occupation

Employer

Date of birth

Foundation giving history
Wealth data

R0

o
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Photos, videos, and audio recordings of people age 16 and over who are identifiable




Data Privacy

*» Low Sensitivity Data

+* This information is most likely already public, so it would probably have
little to no adverse effect on Rotary or the person if it was mishandled. This
includes:

+»» Name (first, last, or both)
+» Website




Data Privacy

¢ Protecting Personal Data:
**Why am I collecting this data?
** How will I protect this data?

¢ Accessing Data

¢ Sharing Data

¢ Storing Data

¢ Transporting Data

Why am | collecting this data?
You may collect personal data on Rotary International's behalf for core business purposes —
that is, for reasons that are necessary to our essential activities.
These purposes could include:
*Supporting The Rotary Foundation, including fundraising efforts
*Facilitating convention and event planning
*Communicating key organizational messages
*Supporting the programs and members of Rotary
*Fulfilling Rotary's obligations to members and others

Accessing data: You should access personal data only when you need to do so, either
to fulfill your duties or for a legitimate business purpose. For example, if you aren't
involved in a student's Rotary Youth Exchange experience, you shouldn't access
any of their personal data.

Sharing Data: Don't disclose personal data for any reason that's not related to the purpose for
which it was shared with you. For example, don't share the email addresses of your club
members with a speaker who wants to advertise their business.

Storing Data: Personal data should be stored in the way that best secures it. Be sure that you
have policies for various methods. That may mean storing paper records with highly sensitive
data in a locked drawer and protecting electronic files with passwords.

Transporting Data: Personal data should not be transported, in either paper or electronic format, unless
it is secured in a manner consistent with its sensitivity. Don't enter highly sensitive personal data into
instant messaging apps or email credit card or bank account numbers without encrypting them or taking
other security measures.



Data Privacy

¢ Explicit Consent required if you gather:
* Personal data about a child under age 16 (get consent from a parent or guardian)
* Health, medical, biometric, or genetic information
* Information about a person's race or ethnicity
* Political opinions or religious beliefs
* Trade union membership status

* Information about anyone's sexual activity or sexual orientation

Explicit consent is a freely given, specific, and informed agreement through which someone actively chooses to provide personal data.

Explicit consent is a freely given, specific, and informed agreement through which someone
actively chooses to provide personal data.



Security

**Phishing
*»Security Breech
*Unneeded Data, Data Destruction

¢ Does your club have a written policy of how to manage this?

*»Consider a Club Privacy Policy

+* Template available on My Rotary

Phishing is when attackers use email or websites to try to get you to click a link or download an
attachment that will infect your device with malware or viruses designed to collect personal
data.

Spoofing is a form of phishing in which someone impersonates an individual or organization to
make it look like a message is legitimate.

These clues can indicate that an email or website is fraudulent:

* Poor spelling, bad grammar, or awkward wording

*  Wrong or misspelled email addresses

* Asense of urgency or threat

* The inclusion of unknown or unexpected links or files

* Arequest that doesn't adhere to normal processes

* An offer of an unexpected prize or money

Don't interact with these emails. Instead, delete them as soon as possible.

Security breach?
Data privacy policies and procedures are designed to protect personal data from accidental loss

or disclosure. A data security breach happens when there's any unauthorized access to or
disclosure of personal data held by Rotary or our participants. Breaches can include
unauthorized sharing with a third party (by accident or by design), an attack on a computer
network that results in exposed data, and more.

If Rotary International or The Rotary Foundation has shared personal data with you so you can
perform your club or district role, and you suspect or discover a breach, immediately:

* Write to privacy@rotary.org

« Write to and/or contact your Rotary staff contact who provided the data.

Data Destruction: Shred, Permanently delete email records, deleted personal data


mailto:privacy@rotary.org

from your electronic devices
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Session 1

Questions?







Session 2

DACdb
Member’s Data
Budgeting/P&L




Discussion

) Does your club use DACdb? If not, what do you use?

) How does your club currently maintain accurate
membership records?

) How is the Board updated on Financial Items?
) How are Club Members updated on Financial Items?

) Does your club participate in the grant processes
(District, Global)?

1.  DACdb (District and Club Database) is used by most clubs in the
US as an interface to Rotary International.

2. Discuss what tools — if any — other than DACdb that class
participants may encounter.

3.  https://learn.rotary.org/members/pages/36/course-catalogs

4.  https://www.dacdb.com/SeclLogin3.cfm



https://learn.rotary.org/members/pages/36/course-catalogs
https://www.dacdb.com/SecLogin3.cfm

Member Info

) Secretary: ensure that club member data is current and
accurate

] Treasurer: Ensure that bills, and other financial
obligations are paid on time.

) Rotary Recognizes two types of members:
) Active Club Members — pays dues, may vote

) Honorary Members — no dues, may not vote

o} report ember datq thr y Rotary, make sure are signed in to your account. For detailed instructions, refer to the
iow tog ekSsz[ﬁltJi@ %hatet ees.e@mefarrvnmal.B\Ialn accurate member data.

That drives so much information for the Club, the district and
Rotary International

2. ltiscritical that the treasurer collect and pay dues to Rl and the
district on time. Failure to do so may lead to the club charter
being revoked.

3. Active members are billed dues.

4. Honorary members are not billed dues.



https://my.rotary.org/en/document/how-add-member
https://my.rotary.org/en/document/how-edit-member-information

Budgeting

) Annual Budget Process
] President/Board develop
] Share with members
] Follow By Laws
] Monthly P&L review
] Provide update to Board
] Review for expenses vs income

l Identify unpaid dues, invoices, etc

Each club should have an annual budget process described in By-Laws and Process/Procedure documents
As president elect, work with current president to develop an annual budget

Review with current and incoming board

Share with club members for feedback (vote as appropriate based on By Laws)

Treasurer so provide a monthly P&L and Expense update to the board
Present expenses relative to budget
Provide updates on Bank Balances
* Note — club should have two bank accounts:

* General Expenses

* Project Funds

* Note — District Grants require Clubs to fund the entire project up front and then seek
reimbursement for approved amounts from the District after project completion

Identify any areas of concern
* Unpaid dues
e Qutstanding invoices
* Rl and District invoices due



Tools

) My Rotary

) Rotary Club Central
] Brand Center

) Rotary Showcase
) Learning Center

] DACdb

My Rotary:
Find resources related to your role.

[}
° See your club snapshot and reports.
° Perform administrative tasks:
o  Add officers.
Pay club invoices.
Generate Foundation and membership reports.
Submit nominations for awards.
Get club forms.
o Manage membership leads.
Rotary Club Central
° Enter club goals and achievements in membership, public image, service, Foundation giving, and young
leaders.
. Review and adjust goals.
° View trends and reports.
Brand Center
Learn how to use the Rotary brand.
Customize event materials.
Download Rotary logos, images, and videos.
Create a club logo and stationery.
Find templates for business cards, campaign ads, newsletters, and flyers.
Rotary Showcase
. Share photos and videos from successful projects.
. Research projects and partners.
. Describe how projects contribute to Rotary’s global impact.
Learning Center
° Find training by role or topic.
° Find club officer courses and resources.
° Take courses on topics that interest you, at your own pace.

O
O
O
O




DACADb - Login Page woacdv.com

Don't miss these stories below.

Navigating DACdb -- Quick Start
Guide

START
HERE

Let's Get You That Cheat Sheet!

When you're logged into DACdDb, click on the "Support /
Learning" tab at the top of the window and then in the left
side menu click on "Overview" and select "DACdb_UI
Quickstart Guide” and you can download a PDF file that wi
get you started with where things are in DACdb. This is a
great tool for less experienced users.

Please let us know if you have any questions.

Scroll to see the stories.

#DACdb LOGIN

& Email/login Name

@ eeseessns @

Remember Me: DO KOT check
systems (.9, libraries, internet cafes)

|
ezLink @

@ 5

@ mﬂtyuu‘m«

CARD SAFE

FORGOT USER NAME

Enter your E-mall address and click the Send Username’ button
1o receive an email with your User nome.

Please look for an emad to arrive in your inbox from
malisenico@dacdb.com If you do not see it, please lock In
your Spam/Juni folder. It should arrive within & minutes of
completing this screan. If you do not recelve the emall, please
contact our support team at 833-322-3248 (tol free) or +-720~
504-7300. Thank you.

login name

[e:)[<-1l Send Username

RESET PASSWORD

£ntor your login nerme and click the RESET PASSWORD' button to
raceiva an email vith alink ta resat your passwornd

FHlease laok for an email from mailservico@docdb.com if you
do not 366 It, please look In your Spam/Junk fokier. It should
smpleting this screen If yeu do not
recaive the email please contact your chib sacratary for
assistonce. It your club secretary connot resolve the ksue,
pleaza contact cur support toam ot B33-322-3244 (tol free) or
+1-720-504-7300, Thank you

login name

This is the home page for DACdb. www.dacdb.com

If you forget your user name or password, click the appropriate boxes



http://www.dacdb.com/

DACdDb - Club Home Page

My cL T 5ARTRAM TRAIL-JULINGTON CREEK CLUB FUNCTIONS (#63715) Search fo.. Q - @ =B

fiMy Chub Mernbers 3 Select a furcticn. Reposition ICOMs by cragging and drepping. Remove/Add ICONs using rcoafiguration.
&I Member Cards 4 - The top 6 functions will appear on the CLUB Shortcuts menu in the same order arrangad here,

& Member DlRectory 9
0 Ciub Lezdership History N w
¢ New Member Form N Buthcias:
PMAIL Ly
% Club ezStory PMail Calendar Members PText Club Committees Club Bulletins
= Admin Functions <
&4 Cub Setup =
® Help Functiens < it Sles . ‘ﬁ Bulletin
¥ ¥ i 1 i ]
LB 4 F Q‘ﬂ =N=
Area Assignments Find Member Information g Club ezBulletins
(w] Attandance)
S50
. o ~
= [« P O |®
= e %
[Grants | Wi Sponsors
Club Finance Club Grants Club Maps Reports RI Club RLI Club Sponsors
Compare
Gl @
Club istit Club

This is the "MY CLUB” page. It may look different for you — the tiles can be arranged to meet your
needs.

Choose the Members tile to get a list of your club members. (Next slide)



Support / Lea

|Member Name s MemberType * | Cell Phane # | E-mail

My Clab Merrbers 2 Aewkecor, Mthod € At 4343002 SUG-EHESBUZ  TIRES AU I
» N 2 o 2K Q538 s Raycnd & Active Secrctary 901-342-3663 5016660757 Kaergerldnanoc.com
=t A 3 o 2K 0248 anenael, rannan Honcemey annabbphiio oo
= Cluk: Infurmation < o ZR03EL vones son @y Hetive st A3 scobtechegmat.com
= My Cub Committees. s f 20818 comepineny Aethe 9046322239 S015IGE575  ec.amlepdgmal.com
5 Cluk Leatership Mstory s ol 2P 0248 Cumbmes, vawph dnden Aetin M4BTI S0845I70%F  andyDimephiccrentier s, mm
s 7 f 2K 0332 ouenpat weun Monoery BO4-547-7300 S e K1z flus
5 o £ 0848 ovugns, CadesB o gy WHEISEEND  ODRGISGEIN  GO4TI64B2Z  chdauglsddamal.com
W Club Merrbar e 9 off 2R 058 Goran o g e [Evp—— A0S s ety com
Qb Becge Numbers w e 2K 033 coomonbwkgy Fresident 5016713655 davidgemnlfgmailcom
2RI Irregration < 1 2B 0848 Grabanss, Te Htivg 24413 cgrabanshiers.com
PO aIc g 2032 Ginven & Pubise tmage Char A4 S18-475-2450 el gfinisgmer com
o 2K0L  Gondcam oy 7035196810 Tgdnders@ad.com
= admin Functons & 14 o 2B 02d 8 Guaroe, dssph Frackin le @ Tevass.rer WO4IRT-160 SOGANTSAS  CowakiwpByahoacam
£ Senp 15 ¢ 2R 0352 roover Lewts oo sl deanvomyrgmaleom
2 Hep Functions < 5 S 0sd Amiam Ry 9043014844 SO4E57ETRY  Amymetduss Shatkeamy.ong
v 2B 038 runy tmoty & AAHEE5-5 765 SUSEN0IA  rothyrr 196 gmal com
12 2K 0334 xdoon Condece Lechet @ 5015031125 akchemTomal.com
10 fl 2B 0248 vhocon, BadT @&y OMEIETHT  G044ESTIIA  aadjabnson@gmalcam
o ZR05EL s e SUa-e755500  elithaltermah.com
2 2K Q818 <ccaskernie o 5043165315 shesghelkezsicroethe com
»df 2 02ds e e G075 Akipssgmalian
o 2052 vy e ey IWETIALL S0A335-8911  pmockeyslesgmal.com
2 2K Qsg 8 Macoin, Lance @ 204343 043433657 LancaMacelmDContractorCannact on.com
s 2K 038 Moo, Gregury 5 & HINEIE grepmmansrigai.oomn
= 20358 Matn, Baicr & 50467 SalieyRoundTableaalty.com
7 2 Oadf srenan, 1ocon witam o SM2ITIER  ODLISABIS  SNG405A750  pwitcniigomal.com
= f ZF 0338 Mosher e SUSAN1-UUAY  kmoster gl com
=z o 2K Q338 Mopes Cxzzncn e @ 201-870-C510 E018700990  meyeraseidgmal.com
» o 2K 0818 tunzy nkey Active 9013226008 DDA-3R6X8  SO4IB2E003  JackBmDaol.com
2 2K Q518 raca oy nettve S01-679-1535  mepextonTIGmal.com
2 KOs Rhoces, vy @ MEAIETS SOIESTIE TamrwrhacesTErghtaioom
BN W D2 8 Ao Nildel Treoder &4 FG05-46848  miterelras P0Dgral.com
- eiem— . ~ = %

This is the list of your members. You can click on the pencil to edit a member



DACdb - Member Updates

Member Admin: Gary Williams

Erter Maxewp Rotary District: 6370

Fnance Conto|

Cuy Mambers|

[mmw[mm]m«[cw[tuh IINMN I!annerlipwu}llolwau] l.oglzme] RLI

My Engagemefit Ztteada
My Finance Statement Member Information
My Ratary

How Lo Adjust Profile Account/District:®
Hew ta Set Regured Fiekds Club:=

Rotary ID:
Mamber Type:=<
Prefix:

First Name:*
Middle Name:
Last Name:*
Suffix:

Gander:

Hew to Set Privacy Sttings

" Other Information

e

20 Club Start Date: @
Bortram Trai - uirgizn Creek ] Birth Date: @
9347581

Arvn B Birth Place: @
ECLT S - | Sponsar Name (1):
Gary _ Spansor Name (2):
Wilers

Hae =] -

Badge Information

Badge/Nick Name: O
Badge Number:
Badge Title: ©

3

Gary

0870572015

v B B9

oy WONTH

Soott Burgess L2




DACdb - Calendar

vent Calendar: Bartram Trail-Julington Creek

strict and Cub events are shawn below. Select the View made (wark, month, ar kst year) as appropriate. Click on the avent name to oot a detailed
fescription of the Event. Salect the Marage Event link in the List Year view ar Manage Event button i the event pop-up to access Ede, Backmom, Check-In
nd ather evant management functions. Clck on the mini calandar to bring up a ics.ves card to downkiad to your parsonal calendar. If an address has been
ntered on the Location tab of an event, clidong the small map ikan opens a papup mag pin of the adress.

i v ot OmEEE T CERRR I e s
#1915 District Reminder (421 "/ District GOV Official Visit 125/ L ) ' Multi-District Event (154)
" RLI Training Event (3531
Options: — Show My Club's and Distrct Events
~ Show only Events | can regster for
~ Show short description cn Event
Show meeting Speaker/Topic

April 2024 — September 2025

April 26, 2024
4:30pm - 6:30pm ET| E Manage Event Bietram Bartram Trail-Julington 4th Friday Happy Hour - Back 40 Urban Back 40 Urban Fresh
T Creek 4th Friday Happy Fresh htwps:/fwwv back40udantresh.com 450 State Road 13
'm— fington Hour St. Johns, FL 32259
Creek
April 27, 2024
#:00pm - $:00pm ET a Manage Event Bartram . Bartram Trail Rotary Social  Date: Saturday April 27, 2024. 0ld Town Trolley Welcome Center (St. Augustine)
Trasl- Event - St. Augustine Ghost Time: 7:20 ¥4 - 1 hour, 20 maute tour 27 San Marco Ave. St. Augustine
m Julington Tour Info: hetps://wwa.ghostsandgravestones.com/st- ST, Augustine, FL 32259
Crook augustine/ghast tour-tickees
‘Who: Club Members, Family Members, Friends,
Aryane you want to bang

Where: 27 San Marco Ave. St Augusting




DACdb - Club Finance

Club pf Sartram Trail

Finance Module ..

@ Finandial Summary

D rawices o ke a walid subscription, wefer this document for granting access to others: 25, Please
Jote, e Trance module &5 not & location Lo pay your Ivelce (individual member or districk duwss). You can pey
w+line using the link pemaited to you or by going to the My Dota = My Finunce Statunent pape,

Accounting

B Statements
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DACdDb - Support

fDACdb |DACdb Tuesday Training

Overview

This is a senes of trainings we normally schedule on Tuesdays as a result of the COVID-18 pandemic. They have
become thal we have with them. Once each month we will hold a Wikd Card Session on
Thursday 50 you can ask quastions on anything in DACab,

Using this Site

Use the tab(s) at the top of the page to navigate to the course content. Videos and cocuments are Include under
each lab. These are avasidable to walch and the d files can by and shared with your team.

DACdb Team

Course

Key Topics Covered
Use the TABS ABOVE to view the FULL course!
« DACdS - Grant Appiication and Final Report -
48 202024
* DACdb - Engagement - 2/13_17/2024

« DACdD - Preparing for 2024 25 - 1/8/2024
« DACdb - Grants - 12/12/2023

* DACdD - Essentials for New Users - Part V -
101102023

« DACdD - Essentials for New Users - Part IV -
10/3/2023

* DACdD - Essentials for New Users - Part IIi -
9/26/2023

« DACdb - Essentials for New Users - Part Il -

9/18/2023

DACdD - Essentials for New Users - Part | - 812/2023

DACdb - IGNITE Mobile App - 872312023

« DACdb - L -PartlV -
Putting # all together - 8/15/2023

+ DACdb - Communicaling Eleciranically - Part Il -
ezBuletin - 8/1/2023

« DACdb - Cx i " -Partll-
ezStory - 712502023

* DACdb - Ce " -Parti-

Preparing lor Stories and Bulleting - 7/18/2023
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Case Study

¢ Your club has not been updating its membership list during the
past year, and the information in My Rotary is not accurate. Your
last invoice shows that the club is still paying Rl dues for some
former members.

** How can you make sure this doesn’t happen again?

+* What process could you develop to update membership
information regularly and in a timely manner?

*» What can you review to identify former members?

*  Ensure membership is updated at least monthly.

* Coordinate with membership chair for new member inclusion.

* Review Treasurer’s reports for unpaid dues

. Schedule regular membership reviews — Board meetings?
Quarterly Secretary/Treasurer’s report?

. Review member list in DACdb



Case Study

** Your expenses are exceeding your income .
+» What tools do you have to determine causes?
¢ What factors should you be looking at to determine why?




Session 2

Questions?







Session 3

Club Records
Attendance

Dues
Payment Management




Records

] Your club may have materials that it should retain, including:
] Financial records — billing, bank statements, Income/P&L statements

Club application for membership in Rotary

List of charter members

Changes to the club's name or meeting place

Club constitution and bylaws with amendments

Meeting notices and minutes

o000 0 0

News stories, photos, slides, or videos about the club, its projects, and its activities

Ask the previous secretary for your club's files, office supplies, and equipment.
Ask previous Treasurer for bank statements, budget, P&L and Income statements.

Where are records retained?
Who has access?

Are passwords required?



Discussion

) How does your club maintain accurate Club Records?

.} Why are accurate club records important?

1. Generate Discussion — could be online, could be paper

2. Inaccurate records may impact:

Dues payable to Rl and the district.

Mailing, email or phone calling to members

Lack of information for Board financial analysis

Member activity

Member attendance to district events (RLI, Membership
Summit, District Training/Assembly)

Service event participation, Club Projects



Attendance +*

ot

Engagement
(w/ Attendance)

) Secretary responsibility is to ensure that club member
attendance is tracked per club by laws and procedures

) How does your club do this today?

) Does your club track for meetings only? Social Events?
Service Projects?




DACdb - Engagement

ol

Engagement
(w/ Attendance)
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DACdb - Attendance

@ Engagement Summary

Club Meetings

Manage Meetings

2, Edit Monthly Attendance

A& View District Attendance

&~ Submit Attendance

A Excused Attendance

s [

% Enter Makeup
@ Enter Banked Makeup

#% Manage Banked Makeups
@ Match Banked MakeUps

Manage Projects

Enter Project Activity

Open Engagements are shown below. The engagements listed include your club, shared club projects and District sponsored projects.

Click on the RADIO BUTTON to enter attendance.
Click on the Meeting Name to see a summary of club meeting.

© Open Meetings - Attendance Can be Entered
~) Attendance Submitted (Meeting Closed)

| D6970 Membership Summit
pcial Event - Icemen Game

¥’ Social - 2nd Bay 2nd Tue HH

%

ot

Engagement
(w/ Attendance)

Paxton, Molly

01/22/2024 07:57 AM
Berger, Raymond
01/23/2024 05:05 AM
Berger, Raymond
01/23/2024 05:03 AM
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ot

Engagement
(w/ Attendance)
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DACdb DACdb Tuesday Training

Overview

This is a series of gs we on Tuesd:
become so popular that we have decided to continue with them.
Thursday so you can ask questions on anything in DACdb.

as a result of the COVID-19 pandemic. They have
. Once each month we will hold a Wild Card Session on

Using this Site

Use the tab(s) at the top of the page to navigate to the course content. Videos and
files can be

each tab. These are available to watch and the

s are include under
d and shared with your team.

DACdb Team

DACam

Key

o

Engagement
(w/ Attendance)

Topics Covered

Use the TABS ABOVE to view the FULL course!
DACdb - Grant Application and Final Report -
4/8_20/2024

DACdb - Engagement - 2/13_17/2024
DACdb - Winter Webinar - 1/11/2024
DACdb - Preparing for 2024_25 - 1/9/2024
DACdb - Grants - 12/12/2023

DACdb - RYLA - 11/7/2023

DACdb - Essentials for New Users - Part V -

10/10/2023

DACdb - Essentials for New Users - Part IV -

10/3/2023

DACdb - Essentials for New Users - Part Ill -

9/26/2023

DACdb - tials for New Users - Part Il -
Engagement Part | - 5/4/2021

Engagement Part Il - 5/11/2021
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Finance - Training
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Dues Billing

) How does your club determine Dues?

.} How does your club bill Dues?

) How are members made aware of Dues components?
) What system do you use for Dues?

] Are there variable Dues?

1. Generate Discussion —
Generate Discussion

Generate Discussion

H W N

Normal?, Student?, Leave of Absence? Meals?



Payment Management

) How will bills be paid?
) Who has authority to pay bills, write checks?
) Who controls check stock?

) Do you use online services (e.g. Venmo)?

1. Generate Discussion —
Generate Discussion

Generate Discussion

H W N

Normal?, Student?, Leave of Absence? Meals?



Session 3

Questions?




What’s Next?

Wrapping Up




What’s Next?

) Think about these questions as you begin your role

What are the main responsibilities of the Secretary or Treasurer in your club?

How will you work with the club president?

How will you ensure that you report incoming club officers on time?

How will you track the notices you send and receive?

How will you ensure accurate timely billing of dues and payment of expenses/invoices?

How will your club manage its membership leads?

What is one goal you'll work toward next year? How does this goal support your club's strategic plan?
How will you ensure that your club reflects the entire community?

Which administrative duties can you do more efficiently?




Club Secretary - What’s Next?

QUESTIONS?
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