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This checklist is designed to help Rotary Club Presidents-Elect and Presidents plan and monitor club activities on a monthly basis. It also serves as a monthly reminder of activities and deadlines that apply to all Rotary clubs.

You should read the entire checklist to gain an overall perspective of the next 18 months. You may wish to place a check (✓) in each box after the item has been addressed to your satisfaction. Items that have (*) at the end are Rotary Foundation activities.  Please contact District 5890 leadership or Rotary International for more details.

Some of the Rotary events listed below do not have fixed dates yet. Write the dates that your club will attend the events on the lines below and then add them to the appropriate month on the blank lines provided. You can also use the blank lines in each month to add local events that are specific to your club.

District All Club Meeting 
PETS  March 23 – 25, 2012 (Dallas – Hyatt DFW)
District Conference  May 31 to Jun 2, 2012 (Marriot Horseshoe Bay at Lake LBJ)
District Assembly  May 19 2012 (Memorial High School)
Rotary International Conference  May 6 – 9, 2012 (Bangkok, Thailand)
New Board Induction 

Club Assembly Meeting 

District Membership Seminar August 12, 2012
District Governor Official Visit  

2013
Club Assembly Meeting 

District Conference  April 17-21  2013 
Installation of New Club Board 

Assistant Governor visits


District Governor visits


Visit the District 5890 web site: www.rotary5890.org or RI web site: www.rotary.org  for details on specific programs listed or contact your Club and District Administration representative with any questions. 

District 5890 Key Contacts:

District Governor 2012-13: Chris Schneider
Email: chs@chemacinc.com
Phone: Cell :
713-562-8307
Office 
713-357-5140
Chief of Staff – Committees 2012-13: Jon McKinnie (Space Center)

Email: jmckinnie825@comcast.net
Phone:  Cell  
713-315-0220
Chief of Staff - AGs 2012-13: Bill Haglund (Memorial-Spring Branch)

Email: wmhaglund@aol.com
Phone:  Cell  
713-906-5671
District Assistant Governor 2012-13: 
Email: 
Phone:  Cell  

Area Membership Chair 2012-13: 

Email: 
Phone:  Cell  

Area Foundation Chair 2012-13: 

Email: 
Phone:  Cell  

Membership 2012-13: Nick Schrader (Katy)
Email:
schrader@anco.com
Phone:
281-732-5755
Grants 2012-13: Martin Bailey (Galleria Area)
Email:
mcbailey@lplfs.com
Phone: 713 454-4107
Past District Governor 2011-12: Rhonda Walls Kerby

Email: rwalls@sawpllc.com
Phone: Cell :
281-389-4738

Office 
832-437-0973
As President-elect
 January
Rotary Awareness Month
· Begin developing goals and appointing committee chairs.

· Begin preparing for next year’s club budget and reviewing the status of continuing club projects.

· Register for presidents-elect training seminar (PETS) Mar 23-25, 2012 Dallas – Hyatt DFW. 

· Encourage all incoming club officers and new members to attend the district assembly.

February
World Understanding Month
· Hold the first meeting of the board-elect.

· Promote attendance at the district conference.

March
Literacy Month
· Attend PETS at Hyatt Regency DFW on March 23 - 25, 2012
· Send the club’s annual giving goal for and for Contribution to the RI Foundation to your District Governor.

· Promote attendance at the district conference.

· Develop Plans and Goals for your Rotary Year.

· Organize your Board and plan for first planning meeting with the new Board in April
April
Magazine Month
· Hold planning meeting with new Board to discuss duties and responsibilities, goals, plans, budget, key activities and deadlines. Start the transition process
May
Health & Safety Month
· May 6 – 9, 2012 Rotary International Convention (Bangkok, Thailand)
· Attend the “Club Leadership Training” (District Assembly) with your other incoming club officers on May 19 2011 (Memorial High School)
· May 31 to Jun 2, 2012 District Conference (Marriot Horseshoe Bay at Lake LBJ)
· Review the status of current club projects and how they will affect planning for the upcoming year.

· Hold planning meeting with new Board to further discuss duties and responsibilities, goals, plans, budget, key activities and deadlines. Also discus Grants applications.
June
Rotary Fellowships Month
· Jun 10 – District Governor, Club & District Officers Installation (TBD) 
· Finalize the Planning Guide for Effective Rotary Clubs and submit it to the district governor-elect before 1 July.

· Finalize the club budget for the coming year.

· Shrimporee Initial Planning Meeting

· Confer with the outgoing president to ensure a smooth transition.

· Arrange for a joint meeting of the incoming and outgoing boards to ensure continuity.

· Coordinate with outgoing and incoming Treasurers to send Club Dues statements to all members
· Make club’s “Vision Presentation” at Installation of new Board 
As President

July
Literacy Month


· Conduct literacy-related activities and programs.

· Plan and conduct monthly board meeting.

· Plan and conduct a club assembly meeting to discuss and adopt the year’s program.

· Work with the club secretary to complete the RI semi-annual report and send with dues to RI.   Submit district per capita dues. (Sec& Treasurer)

· RI dues become past due on 1 August. Present list at next Board Meeting.  (Treasurer)

· Club Secretary sends monthly membership and attendance report to the district governor or district secretary no later than 15 days after the last meeting of the month. Present copy of report at the Club Board meeting.
· Promote attendance at the district membership & foundation seminars.

· Endorse the nomination of a club member for the Four Avenues of Service Citation for Individual Rotarians, between 1 July and 30 June.

· Inform the governor every month of Club activities, news, projects, programs, etc. that have taken place. Also invite the Gov and Assistant Gov to Club special functions. 
· Submit applications for Matching Grants. *

· Club Meeting - Educate the club about the Group Study Exchange and promote it in your community.  *

· Recruit young professions between the ages of 25-40 and encourage qualified candidates to submit a GSE Team Member Application. *

· Prepare for District Governor’s Official Visit on __________________
August
Membership and Extension Month
· Aug 12 2012 District Membership Seminar (TBD)
· Club Meeting - Conduct club activities to support membership development and extension efforts.

· Plan and conduct monthly board meeting.

· Group Study Exchange (GSE) program 

· Club Secretary - Send monthly membership and attendance report to the district governor or district secretary.

· Promote attendance at the district membership & foundation seminars.

· Recruit young professions between the ages of 25-40 and encourage qualified candidates to submit a GSE Team Member Application. *

· Consider nominating a club member for one of these service awards from The Rotary

· Foundation: District Service Award, Citation for Meritorious Service, or Distinguished Service Award. *

· District Governor’s Official Visit on ________________________
· Rotary Grants for University Teachers: applications due to The Rotary Foundation from districts by 1 October. Check with district scholarships chair for district deadline. *

· Rotary World Peace Scholarships: applications due to The Rotary Foundation from districts by 1 October. Check with district scholarships chair for district deadline. *

September
New Generations Month
· Sep 22 – District Foundation Seminar
· Sep 27-28 – All Club Meeting (Houston Centennial Celebration)
· Club Meeting - Conduct youth-related activities and programs.

· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· Club Secretary - Send monthly membership and attendance report to the district governor or district secretary.

· Recruit young professions between the ages of 25-40 and encourage qualified candidates to submit a GSE Team Member Application. *

· Endorse qualified GSE team members’ applications and submit them to the district GSE selection committee for consideration. *

· Form Club Election Committee to start interview process for potential Club Officers

· Rotary World Peace Scholarships: applications due to The Rotary Foundation from districts by 1 October. Check with district scholarships chair for district deadline. *

October
Vocational Service Month
· Club Meeting - Conduct vocation-related activities and programs.

· Appoint Nominating Committee for Board Elections
· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· Secretary to send monthly membership and attendance report to the district governor or district secretary.

· 1 November: deadline for receipt at RI of nominations for the Rotary Award for World Understanding and Peace

November
Rotary Foundation Month
· Club Meeting - Conduct activities related to Rotary International Foundation programs and funds development.

· Contact RI Programs staff for details.

· Week including 5 November is World Interact Week. Support your local Interact club and conduct Interact Meeting (Nov.________)
· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· 15 November: Deadline to submit nominations for The Rotary Foundation Distinguished Service Award. *

· Club Treasurer - 15 November (U.S. clubs only): Deadline to submit IRS Form 990 (and possibly form 990-T) to U.S. Internal Revenue Service. Contact the IRS for report forms, filing limits, and other requirements.

· 15 November RYLA Preliminary Report due to District RYLA Committee Chair

· Club Secretary - Send monthly membership and attendance report to the district governor or district secretary.

· Offer assistance in hosting visiting GSE teams in the district. *

December
Family Month
· Club Meeting - Conduct activities to demonstrate your club’s commitment to family and community.

· Hold annual club election (no later than 31 December)
· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· Secretary to send monthly membership and attendance report to the district governor or district secretary.

January
Rotary Awareness Month
· Secretary to post new President-Elect and Secretary info into RI database & District database
· Conduct activities and programs to provide members with continuing education on RI and to publicize Rotary to the community. 

· Plan to attend and/or send club representatives to the district conference and to the RI Convention.

· Work with the club secretary to complete the semiannual report and send with dues to RI. Submit district per capita dues, if applicable. RI dues become past due on 1 February.
· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· Conduct a semiannual checkup on all committee activities and objectives.

· Conduct Club Assembly Half Year Report
· Club Meeting - Plan and conduct club assembly to review progress toward club goals.

· Secretary to send monthly membership and attendance report to the district governor or district secretary.

· Promote attendance at the district conference.

· Promote availability of Ambassadorial Scholarships and Rotary Grants for University Teachers locally. Check with district scholarships chair on deadline for clubs to submit applications for the district-level competition. *

· Promote availability of world-competitive Rotary World Peace Scholarships. Check with district scholarships chair on deadline for clubs to submit applications for the district-level competition. *

· 31 January: Deadline for reporting next year’s club president and secretary to RI for the Official Directory (007-EN), and to the district governor-elect. (Secretary)

· 31 January. RYLA camper applications due to District RYLA Committee Chair

February
World Understanding Month
· Club Meeting - Conduct club activities to promote world understanding and peace.

· 23 February (Rotary’s anniversary) is World Understanding and Peace Day. Conduct activities that emphasize Rotary’s commitment to international understanding, friendship, and peace.

· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· Promote attendance at the RI Convention.

· Promote attendance at the district conference.

· Secretary to send monthly membership and attendance report to the district governor or district secretary.

· Coordinate with Assistant Gov and District Conference organizers about our Club’s participation in project presentation at the conference, fellowship activities, list of deceased members, projects and events posters, etc.
March
Club Operations Month
· Club Meeting - Week including 13 March is World Rotaract Week. Conduct activities in support of your local Rotaract club or help organize one. (March 9th)
· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· Promote attendance at the district conference.

· 15 March: Deadline for governors to submit one club nomination for RI’s Significant Achievement Award. Contact the district governor for details.

· Secretary to send monthly membership and attendance report to the district governor or district secretary.

· 31 March: Last day to submit Matching Grant or District Simplified Grant applications for funding consideration in the current Rotary year. *

· 31 March: Last day to submit Presidential Citation application form to District . *

April
Magazine Month
· Arrange for transportation of RYLA campers to / from camp (Youth Activities)

· Conduct a club program on THE ROTARIAN or a Rotary regional magazine.

· Start obtaining gifts for awards and recognition, to be presented in June 
· Consider a nominee for The Rotary Foundation Citation for Meritorious Service; nominations received after 15 May will be returned to the nominator. Contact your district governor for details. *

· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· Attend and promote attendance at the District Conference. (____________________)
· 15 April: Deadline for governors to submit Presidential Citation certification forms for clubs to RI. Advise the district governor if the club has met the qualifications for the Presidential Citation according to the schedule determined by the district governor.

· Secretary to send monthly membership and attendance report to the district governor or district secretary.

May
Health & Safety Month
· Monitor membership development goals and projects.

· Plan and conduct monthly board meeting.

· Attend and promote attendance at the District Assembly.

· Secretary to send monthly membership and attendance report to the district governor or district secretary.

· 15 May: Deadline for governors to submit one club nomination for the RI Public Relations Award. Contact the district governor for details.

· 15 May: Deadline to submit nominations for The Rotary Foundation Citation for Meritorious Service. *

June
Rotary Fellowships Month
· Promote club members’ participation in Rotary Fellowships.

· Go and /or send club representatives to the RI Convention.

· Prepare a year-end audit of the club’s financial transactions, working with club secretary and treasurer. Submit a financial statement to the club about its fiscal status.

· Monitor membership development goals and projects. Provide the club with a final report on membership growth.

· Confer with the president-elect to ensure a smooth transition.

· Arrange for a joint meeting of the incoming and outgoing boards to ensure continuity.

· Secretary to send monthly membership and attendance report to the district governor or district secretary.

· Assess all Humanitarian Grants activity and provide progress or final reports to The Rotary Foundation for all open grant projects. *

· Conduct a dignified ceremony for the installation of next year’s club officers during Last Club meeting of June).  Ask District Governor to conduct installation.
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