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Common Abbreviations 

AG .................. Assistant Governor 

APF................. Annual Programs Fund  

CLP ................. .Club Leadership Plan 

COL ................ Council on Legislation ς RI Legislative body that meets every 3 years 

District ........... Rotary International District 5340 

DG .................. current serving DG  

DGE ................ DGE ς person elected by RI to serve as DG the next Rotary year 

DGN ............... DGN ς person nominated by the District to RI to follow the DGE 

5Db5ΧΧΧ .... DGN-Designate ς person nominated by the District to serve after the DGN 

5[tΧΧΧΧΦ .... District Leadership Plan 

5w¢ΧΧΧΧ ..... District Resource Team 

GSE ................ Group Study Exchange 

LDA ................ Leadership and Development Academy   

MOP ............... Manual of Procedure ς compilation of RI policies and procedures, revised following the COL 

PDG ................ Any previous DG 

t9¢{ΧΧΧΧ .... President Elect Training Seminar 

w/tΧΧΧΧ ..... .Rotary Code of Policies 

wLΧΧΧΧΧ ...... .Rotary International 

¢wCΧΧΧΧΦ ..... .The Rotary Foundation 

±¢¢ΧΧΧΧΦ..... Vocational Training Team (similar to GSE) 
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1. INTRODUCTION 

Rotary District 5340, like all Rotary districts, is a group of clubs within a geographical 
boundary established by the Rotary International (RI) board pursuant to the bylaws for RI 
administrative purposes.   The activities and organization of a Rotary district shall exist 
solely to help the individual club advance the Object of Rotary and should not tend to 
diminish services provided by clubs and individual Rotarians on the local level (RCP 
17.0101.1). 

All districts are required to have established a leadership plan in conformity with the 
District Leadership Plan  [DLP] structure outlined by the Board.    The DLP has these 
required components: 

A. Common terminology such as assistant governor, district trainer, and district 
committees 

B. Defined responsibilities and duties for assistant governors, district trainers, and 
district committee members 

C. District committees that ensure continuity of leadership within the district  
D. A clear statement of the duties and responsibilities that the DG cannot delegate 
E. A defined plan for helping clubs implement a corresponding club leadership plan  

 
The plan is designed to strengthen Rotary at the district and club levels by making 
possible faster and more responsive support for clubs, a larger supply of well-trained 
district leaders, improved participation in Foundation and district level RI activities, and a 
more challenging role for the DG as an innovative leader. 

5ƛǎǘǊƛŎǘ роплΩǎ ōȅƭŀǿǎ ό!ǇǇŜƴŘƛȄ !ύ ŎƻƴǎǘƛǘǳǘŜ ǘƘŜ ƭŜƎƛǎƭŀǘƛƻƴ ƎƻǾŜǊƴƛƴƎ ǘƘŜ 
administration of Rotary District 5340.   The DLP provides guidelines for the effective 
operation of the district.   Should there be any conflict among this document, The Rotary 
International Manual of Procedure, and The Rotary International Code of Policies, the RI 
documents shall prevail.   

 District Vision 

We will be the service organization of choice with innovative, dynamic, action-oriented 
clubs whose contributions improve lives in communities worldwide. 

 District Mission 

We provide service to others; promote integrity, and advance world understanding, 
goodwill, and peace through our fellowship of business, professional, and community 
leaders.   We provide leadership to help our Rotary clubs advance the Object of Rotary 
and to promote the mission of The Rotary Foundation. 
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 District Core Values 

Core values represent the guiding principles of the culture of District 5340.   They guide 
ƻǳǊ ƳŜƳōŜǊǎΩ ǇǊƛƻǊƛǘƛŜǎ ŀƴŘ ŀŎǘƛƻƴǎ ǿƛǘƘƛƴ ǘƘŜ ŘƛǎǘǊƛŎǘ.   

1. Service  

We believe that our service activities and programs bring about greater world 
understanding and peace.   Service is the major element of our mission.   Through the 
plans and actions of individual clubs, we create a culture of service throughout our 
organization that provides unparalleled satisfaction for those who serve.   

2. Fellowship  

We believe that individual efforts focus on individual needs, but combined efforts serve 
humanity.   The power of combined efforts knows no limitation, multiplies resources, and 
broadens our lives and perspectives.  Fellowship leads to tolerance and transcends racial, 
national, and other boundaries.   

3. Diversity  

We believe Rotary unifies all people supporting the ideal of service.  We encourage 
diversity of people and vocations within our membership and in our activities and service 
work to fully represent our community.  A club that reflects its business and professional 
community is a club with a key to its future.   

4. Integrity  

We are committed to and expect accountability from our leaders and fellow members, 
both in the results of our efforts and in the processes we use to accomplish our goals.  We 
adhere to high ethical and professional standards in our work and personal relationships.  
We are fair and respectful in our interactions, and we conscientiously steward the 
resources entrusted to us.   

5. Leadership  

We are a global fellowship of business, professional and community leaders.  We believe 
in the importance of leadership development and in leadership as a quality of our 
members.  As Rotarians, we are leaders in implementing our core values. 
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 Strategic Plan for 2011-2014  

 
 

Strategic Priorities 
   The district will support the clubs with these priorities   
   
Goals to support and 
strengthen clubs 

Goals to Focus and 
Increase Humanitarian 
Service 
 

Goals to Enhance Public 
Image and Awareness 
 
 

¶ Share ideas on 
innovative and flexible 
clubs 
 

¶ Promote club 
partnerships to enhance 
club projects 

 

¶ Create awareness of 
ways to diversify 
membership 

 

¶ Enumerate ways to 
increase membership, 
including attracting and 
keeping members 

 

¶ Conduct programs to 
train leaders at all levels 

 

¶ Identify opportunities for 
and support new clubs  
 

¶ Support club visioning for 
all clubs 

 
 
 
 
 
 

¶ Encourage club and 
individual participation in 
polio eradication 

 

¶ Create awareness  and 
support of TRF in order 
to be able to provide 
more service 

 

¶ Promote partnerships 
with other agencies to 
enhance scope and reach 
of projects 

 

¶ Promote and support 
significant projects both 
locally and 
internationally 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

¶ Develop a District project 
and  PR campaign that all 
clubs can leverage, to 
include an outward 
facing web site to 
capture and  hand-off 
leads 
  

¶ Publicize local Rotary 
projects, networking 
opportunities, signature 
events and successes 

 

¶ Create programs around 
ethics and integrity 

 

¶ Encourage the growth of 
vocational services 
separately from New 
Generations 

 
 

 
 
 
 



 

D5340 DLP ɀ 7/ 1/2011 Page 4 

2. ORGANIZATION 

¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ ǎǘǊǳŎǘǳǊŜ Ŧƭƻǿǎ ŦǊƻƳ ƛǘǎ ǊƻƭŜΣ Ǿƛǎƛƻƴ ŀƴŘ Ƴƛǎǎƛƻƴ ς namely that its activities and 
structure exist solely to help individual clubs advance the Object of Rotary.   

Assistant Governors  
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District Resource Team 
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Chart - Club Support 

 

 

 

 

 

 

 

  

Rotary 
Club

Assistant 
Governors

District 
Resource 

Team

Membership 
Mentors

Foundation 
Mentors

The activities and organization of a Rotary district exist solely to help the individual Rotary club advance the Object of Rotary 

and should not diminish services provided by individual Rotary clubs and individual Rotarians. 
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3. DISTRICT OFFICERS 

 District Governor 

The District Governor (DG) is the sole officer of RI in the district, functioning under the general control 
and supervision of the RI Board of Directors.  ¢ƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ƻŦ Ŏƭǳōǎ ƛƴ ŀ ŘƛǎǘǊƛŎǘ ƛǎ ǳƴŘŜǊ ǘƘŜ 5DΩǎ 
direct supervision.  The DG is nominated by the clubs of a district and elected by the convention of RI.  
¢ƘŜ 5DΩǎ ǘŜǊƳ ƻŦ ƻŦŦƛŎŜ ōŜƎƛƴǎ ƻƴ м Wǳƭȅ ŀƴŘ ŎƻƴǘƛƴǳŜǎ ŦƻǊ ƻƴŜ ȅŜŀǊ ƻǊ ǳƴǘƛƭ ŀ ǎǳŎŎŜǎǎƻǊ ƛǎ ŜƭŜŎǘŜŘ ŀƴŘ 
qualified.  The DG is charged with the duty of furthering the Object of Rotary by providing leadership and 
supervision of the clubs in the district.  The DG shall inspire and motivate them and ensure continuity 
within the district.  The duties, responsibilities, and qualifications shown below are found in the RI 
Manual of Procedure.    

In order to assure the best possible candidates for the office of DG, the DG shall invite the clubs in their 
districts to propose suitable candidates.  ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǎǘŀǘŜƳŜƴǘ ƻŦ ǘƘŜ 5DΩǎ ǎǘŀǘǳǎΣ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎΣ ŀƴŘ 
duties is distributed annually to all clubs in order to inform those proposed for nomination as DG or 
making such proposals of the obligations of the office. 

District Committees are charged with carrying out the goals of the district as formulated by the DG with 
the advice of assistant governors. When a vacancy exists on a district committee, a temporary succession 
committee consisting of the Committee Chair, Vice Chair, governor-elect, governor-nominee, and 
governor-nominee designate will recommend a suitable replacement to the DG  to ensure continuity of 
leadership. 

The governor-elect is responsible for appointing committee members to fill vacancies, appointing 
committee chairs and conducting planning meetings prior to the start of the year in office.   

Qualifications 

In addition to the qualifications of a DGND, a DG, at the time of taking office, must have completed seven 
years of membership in one or more clubs and have attended the DGs-elect training seminar and 
International Assembly.   

Duties 

The DG is responsible for the following activities in the district: 

1. Organize new clubs  
2. Strengthen existing clubs  
3. Promote membership growth by working with district leaders and club presidents to establish 

realistic membership goals for each club in the district  
4. Support The Rotary Foundation through program participation and financial contributions 
5. Promote cordial relations among clubs and between the clubs and RI 
6. Plan for and preside at the district conference and assist the DGE in the planning and preparation for 

the presidents-elect training seminar and the district assembly  
7. Provide for an official visit, meeting individually or in multi-club meetings.  These meetings should 

take place at a time that maximizes the DGΩǎ ǇǊŜǎŜƴŎŜΣ ŦƻǊ ǘƘŜ ǇǳǊǇƻǎŜǎ ƻŦ 
o Focus attention on important Rotary issues 
o Provide special attention to weak and struggling clubs 
o Motivate Rotarians to participate in service activities 
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o Personally recognize the outstanding contributions of Rotarians in the district 
8. Issue a monthly letter to each club president and secretary in the district 
9. Report promptly to RI as may be required by the president or the RI Board 
10. Supply to the DGE, before the International Assembly, full information on the conditions of clubs in 

the district with recommended action for strengthening clubs 
11. Ensure that district nominations and elections are conducted in accordance with the RI Constitution, 

RI Bylaws, and established RI policies  
12. Inquire regularly about the activities of Rotarian organizations operating in the district (Rotary 

Friendship Exchanges, inter-country committees, Global Networking Groups, etc.) 
13. Transfer continuing district files to the DGE. 
14. Perform such other duties as are inherent as the officer of RI in the district. 
15. Provide, in conjunction with the DGE, the DGN with opportunities to  

o request specific responsibilities or assignments in connection with district committees or 
district organization 

o attend as an observer any or all district meetings 
o be a part of the district conference organizing committee as an observer 
o participate in all strategic planning efforts and long term appointments in the district  

 
Specific duties and responsibilities which the DG may not delegate are: 

1. Signing checks drawn on the district fund 
2. Presiding at the district conference 
3. Providing for an official meeting, individually or multi-Ŏƭǳō ŀǘ ŀ ǘƛƳŜ ǘƘŀǘ ƳŀȄƛƳƛȊŜǎ ǘƘŜ 5DΩǎ 

presence, 
4. Reporting promptly to RI as may be required by the president or the RI Board  
5. Transferring continuing district files to the DGE 
 

District Governor Elect 

The District Governor Elect (DGE) is the next officer in line for district leadership.   Having been 
nominated by District 5340 and elected at the Convention of Rotary International, the DGE will assume 
the position as DG on July 1st of the next Rotary year.    

Qualifications 

In addition to the qualifications of a DGND, a DGE, must have completed six years of membership in one 
or more clubs. 

Responsibilities 

The DGE is responsible for becoming fully informed and prepared to assume the duties of DG (see above) 
for the next Rotary year.  As well as: 

1. Prepare in close coordination with the current DG and other district leaders.    
2. Organize and conduct the district assembly for incoming club officers to prepare these officers to 

assume their responsibilities in club leadership.    
3. Supervise the training program of assistant governors.    
4. Attend the DGs-elect training seminar and International Assembly.   
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District Governor Nominee 

The District Governor Nominee (DGN) is the Rotarian who has been nominated by District 5340 to Rotary 
International to be elected as DGE at the next convention of Rotary International.  As such, the DGN will 
follow the DGE as DG.   The DGN will coordinate closely with the DG and the DGE to prepare to assume a 
position of leadership. 

Qualifications 

In addition to the qualifications of a DGND, a DGN, must have completed five years of membership in one 
or more clubs. 

Responsibilities 

The DGN is responsible for becoming fully informed and prepared to assume the duties of DG (see above) 
for the designated Rotary year.    

1. {ŜƭŜŎǘ ŀ ǎƛǘŜ ŦƻǊ ǘƘŜ ŘƛǎǘǊƛŎǘ ŎƻƴŦŜǊŜƴŎŜ ƘŜƭŘ ŘǳǊƛƴƎ ǘƘŜ ȅŜŀǊ ƻŦ ǘƘŜ 5DbΩǎ ǎŜǊǾƛŎŜΣ ǿƛǘƘ ǘƘŜ 
agreement of the majority of the current club presidents or majority of the club presidents 
ǎŜǊǾƛƴƎ ƛƴ ǘƘŜ 5DbΩǎ ȅŜŀǊ  

2. As part of this preparation process seek opportunities in close coordination with the current 
DG and other district leaders as an active participant or an observer of  

o District committees or district organization 
o District meetings 
o District conference organizing committee 
o All strategic planning efforts and long term appointments in the district  

 

District Governor Nominee-Designate 

The District Governor Nominee -Designate (DGND) is the Rotarian who has been nominated by District 
5340 to Rotary International to become DGN following the elevation of the DGN to DGE.  As such, the 
DGND will follow the DGN.  The DGND will coordinate closely with the DG and the DGE and DGN to 
prepare to assume a position of leadership in the district.    

Qualifications 

At the time of selection, a DGND must 

1. Be a member in good standing of a functioning club in the district  
2. Have full qualifications for membership in the strict application of the club membership provisions, 

and have a classification whose integrity is without question  
3. Have served as president of a club for a full term or be a charter president of a club having served the 

full term from the date of the charter to 30 June, provided that this period is for at least six months  
4. Must have completed four years of membership in one or more clubs. 
5. Demonstrate willingness, commitment, and ability, physically and otherwise, to fulfill the duties and 

responsibilities of the office of DG as provided in RI Bylaws section  
6. Demonstrate knowledge of the qualifications, duties, and responsibilities of DG as prescribed in the RI 

Bylaws, and submit to RI, through its general secretary, a signed statement acknowledging a clear 
understanding of them.  This statement shall also confirm that the Rotarian is qualified for the office 
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of DG and willing and able to assume the duties and responsibilities of the office and to perform them 
faithfully.   

Responsibilities 

As an incoming officer of RI, the DGND should  

1. Begin to prepare for the role of DG 
2. Foster continuity by working with past, current, and incoming district leaders to support effective 

clubs 
3. .ŜƎƛƴ ŀƴŀƭȅȊƛƴƎ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǎǘǊŜƴƎǘƘǎ ŀƴŘ ǿŜŀƪƴŜǎǎŜǎΣ ƛƴŎƭǳŘƛƴƎ wƻǘŀǊȅΩǎ ǇǳōƭƛŎ ƛƳŀƎŜΣ 

membership, The Rotary Foundation, district events, and RI programs, with background material 
provided by the immediate PDG, DG, and DGE, and using RI resources 

4. Review the district organization (DLP) and club administrative framework (Club Leadership Plan) 
5. Attend district meetings when possible, at the invitation of the DG or DGE 
6. Participate in district committees or other activities, as may be suggested by the DG or DGE 
7. Attend DGN training if offered, or seek other training if available 
8.  Complete District Leadership Training Academy 
9. Identify a potential ǎƛǘŜ ŦƻǊ ǘƘŜ ŘƛǎǘǊƛŎǘ ŎƻƴŦŜǊŜƴŎŜ ƘŜƭŘ ŘǳǊƛƴƎ ǘƘŜ ȅŜŀǊ ƻŦ ǘƘŜ 5DbΩǎ ǎŜǊǾƛŎŜ. 
 

District Secretary 

The district secretary prepares accurate minutes of all official district meetings.  The incumbent is also 
responsible for for updating the DLP with changes provided and approved by the DG. The DLP is to be 
updated at a minimum prior to November after the conclusion of the most recent RI Council on 
Legislation. The district secretary is appointed on an annual basis, normally serving for a single one year 
term.    

Qualifications 

1. Holds active membership, in good standing, in a club in District 5340 for at least three years 
2. Has served as a club president for a full term 
3. Is willing and able to accept the responsibilities of district secretary 

Responsibilities:  

1. Take and maintain the minutes of district meetings, including the business portion of the district 
Conference, and post the minutes on the district website.   

2. Assist district officers as necessary 

District Treasurer 

The district treasurer will administer and account for district funds and maintain the required financial 
records.  The district treasurer may recommend to the DG the delegation of certain financial 
administrative tasks to the district administrator.   
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Qualifications 

1. The district treasurer shall be a Rotarian appointed by the DG on an annual basis, normally serving 
for no more than three one-year terms. 

2. Must have an understanding of basic accounting principles ς preferably be a CPA. 

Responsibilities:  

1. Supervise and ensure maintenance of district financial records (except those of committees 
authorized to maintain individual accounting) 

2. Supervise procedures for the receipt, deposit, and disbursement of all funds 
3. {ǳǇŜǊǾƛǎŜκƳŀƛƴǘŀƛƴ ōƻƻƪǎ ƻŦ ŀŎŎƻǳƴǘǎ ƻƴ ŀƭƭ ŦǳƴŘǎ ǳƴŘŜǊ ǘƘŜ ŘƛǎǘǊƛŎǘ ǘǊŜŀǎǳǊŜǊΩǎ ƧǳǊƛǎŘƛŎǘƛƻƴ.   On 

retirement from office, the district treasurer shall deliver to the successor district treasurer all books 
of accounts and any properties of the district in the possession of the district treasurer  

4. Issue monthly financial statements to the DG, DGE and the finance committee chair 
5. Supervise payments that have been approved by the appropriate committee chairs or district officers 
6. Assist in an annual, independent review of the district financial records 
7. File tax returns as required 
8. Provide independent oversight and review for those committees maintaining individual accounting 
9. Serve as an ex-officio member of the finance committee 
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4. ASSISTANT GOVERNORS  & STAFF 

Chief Assistant Governor 

The Chief Assistant Governor (Chief AG) reports to the DG and is responsible for assisting the DG in 
supporting the clubs in the district.   

Qualifications 

1. Successful experience as a club president and as an assistant governor 
2. Service in other district positions 

Responsibilities:  

1. Supervise assistant governors in the district 
2. Coordinate activities of assistant governors and periodically meets with them 
3. Assist the DG, DGE and DGN with information that could assist in the selection and assignment of 

Rotarians for key positions within the district 
4. Ensure timely collection of required reports from Assistant Governors and Club presidents 
5. Coordinate the collection/dissemination of information related to the DGΩǎ Ǿƛǎƛǘ ǘƻ each club 
6. Follows up, as required, on the timely progress of district plans and programs 
7.  Handle other special assignments as requested by the DG 
8. Assist the DG in holding two planning meetings each year ς one in the spring and one in the fall.  The 

spring meeting looks forward to the upcoming year; the fall meeting seeks to fine-tune action plans, 
as necessary.  Assistance includes development of agenda, publishing meeting information to all 
Assistant Governors and Clubs Presidents.. 

 Assistant Governors 

An Assistant Governor (AG) assists in the development of the district goals prior to the appointment of 
committees.  The objective is to appoint committees only as necessary to achieve the district goals. 

Assistant governors are district appointees; they are not RI officers.  Assistant governors are appointed 
annually, serve at the will of the sitting DG and may be replaced for failure to serve.  It is anticipated 
that two thirds of the AGs will be re-appointed each year to provide continuity in district leadership 
however  no assistant governor will serve more than three one-year terms.  

District 5340 is divided into 16 geographic areas each consisting of 2 to 5 clubs.   An AG will be 
appointed to assist clubs within each area  and will usually serve for three years to allow the AGs to 
develop a closer relationship with the club leadership ς particularly presidents-elect as the presidents-
elect train and prepare for their year in office.  The AG will assist with identifying future leaders from 
clubs in their area.   

Each AG will be proactive in the support of the assigned clubs, will take a personal interest/ 
responsibility in the success of every club in their assigned area and will represent each of their 
ǊŜǎǇŜŎǘƛǾŜ ŎƭǳōΩǎ ƛƴǘŜǊŜǎǘǎ ǘƻ ǘƘŜ 5DΦ 

Qualifications:   
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1. Membership, other than honorary, in good standing in a club in the district for at least three years 
2. Service as president of a club for a full term, or as a charter president of a club having served the full 

term from the date of charter to 30 June, provided that this period is at least six months. 
3. Willingness and ability to accept the responsibilities of AG 
4. Demonstrated outstanding performance at the district level 
5. Potential for future leadership in the district 

Responsibilities:   

1. Attend the AG training seminar 
2. Meet with and assist the incoming club presidents to promote, implement, or review annually the 

Club Leadership Plan, discuss the clubs' goals and to review the Planning Guide for Effective Rotary 
/ƭǳōǎ ŀƴŘ άCŀƛƭǳǊŜ ǘƻ CǳƴŎǘƛƻƴέ ǇƻƭƛŎȅ 

3. !ǘǘŜƴŘ ŜŀŎƘ Ŏƭǳō ŀǎǎŜƳōƭȅ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ 5DΩǎ ƻŦŦƛŎƛŀƭ Ǿƛǎƛǘ ŀƴŘ ŎƻƻǊŘƛƴŀǘŜ ǘƘŜƛǊ Ǿƛǎƛǘǎ ǿƛǘƘ 
Foundation and membership mentors 

4. Visit each club regularly, preferably monthly with a minimum of one visit each quarter of the Rotary 
year, and meet with the club president and other club leadership to discuss the business of the club, 
resources available to them, and handling club funds in a businesslike manner 

5. !ǎǎƛǎǘ Ŏƭǳō ƭŜŀŘŜǊǎ ƛƴ ǎŎƘŜŘǳƭƛƴƎ ŀƴŘ ǇƭŀƴƴƛƴƎ ŦƻǊ ǘƘŜ 5DΩǎ ƻŦŦƛŎƛŀƭ Ǿƛǎƛǘ 
6. Keep the DG informed on progress of the clubs and suggest ways to enhance Rotary development 

and address problems 
7. Encourage clubs to follow through on requests and recommendations of the DG 
8. Ensure that clubs submit required reports in a timely manner 
9. Coordinate training at the club level with the appropriate district committee 
10. Promote the DLP and Club Leadership Plan 
11. Advise the incoming DG on district committee selections 
12. Attend and promote attendance at the district conference and other district meetings 
13. Participate in district activities and events, as necessary 
14. Attend club meetings, assemblies, or events, as invited 
15. Participate in the district team training seminar 
16. Attend the presidents-elect training seminar and the district assembly 
17. Complete Memo of Club Visit on time 

 

5DΩǎ Aide/Chief of Staff 

¢ƘŜ 5DΩǎ ŀƛŘŜ/ Chief of Staff assists the DG in a variety of administrative and liaison functions.  This 
position is specific to the management style and needs of each DG.   

Qualifications 

1. Successfully completed full term as club president  
2. Service in several district offices, committees and related activities.   
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Responsibilities:  

1.  Assist the DG in formulating policy, serves as a consultant,  and assists in policy implementation 
2.  Suggest candidates for district assignments 
3.  wŜǇǊŜǎŜƴǘ 5D ƛƴ ƳŜŜǘƛƴƎǎ ŀƴŘκƻǊ ǎƛǘǎ ƻƴ ŘŜǎƛƎƴŀǘŜŘ ŘƛǎǘǊƛŎǘ ŎƻƳƳƛǘǘŜŜǎ ŀǎ ǘƘŜ 5DΩǎ representative.   
4. Assist the DG in planning (and may attend) district meetings (e.g.  PETS) as required 
5.  Follow up on the completion of district projects (e.g.  District directory, District Web site) as required 
6. Complete specific tasks in the communications and public information areas 
7. Handle other special assignments as requested by the DG 

 

District Administrator  

District 5340 employs an experienced Rotarian as a part-time employee of the district.  The District 
Administrator has key responsibilities in administration, finance and support as follows. 

Administration 

1. Communicate, support and provide information to DG, district leadership, club leadership and 
members 

2. Assist with telephone, email and information 
3. Support district events & activities 
4. Attend district functions 
5. Assist with the district calendar, and posting information to the district website 

 

Finance 

1. Assist in development of annual district budget 
2. Maintain all district accounts, and budgets 
3. Reconcile all accounts 
4. Record and deposit district funds 
5. Prepare checks to pay expenses relating to the district 
6. File RI expense reports for district, and DG 
7. Provide reports to treasurer, monthly and as requested 
8. Work with committees for accurate financial control 
9. Purchase district supplies for office support 

Support as needed for:  

1. Special events 
2. District committees 
3. District projects 
4. Inventory and control of district properties 
5. District sergeant-at-arms 
6. District webmaster 
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5. THE ROTARY FOUNDATION  

All committee chairs and members of District Rotary Foundation Committees, including District Rotary 
Foundation Mentors, are encouraged to pursue available training opportunities. 

Training opportunities 

1. Attend a regional Rotary Foundation seminar or Zone Assembly conducted by a Regional Rotary 
Foundation Coordinator (RRFC). 

2. Attend and participate in the district team training seminar and other district training meetings. 

District Rotary Foundation Chair  

To be effective, the District Rotary Foundation committee (DRFC) must have continuity of leadership; 
therefore, DRFC chair shall be appointed for a three-year term.   If available, the DGs scheduled for each 
of the years of the three-year term (July 2010-June 2013) for the DRFC chair is expected to participate in 
the selection of the DRFC chair. 

In the event that the chair or a member of the District Foundation Committee must be replaced prior to 
the completion of their term, the DG,DGN and DGE will meet to identify a replacement that ensures 
continuity of leadership and succession planning.   

The DRFC chair must have significant knowledge of, commitment to, and experience with Rotary 
Foundation activities.  The current DG cannot serve as the DRFC chair.  The DG is an ex-officio member of 
the DRFC.   

Responsibilities 

The DRFC chair is responsible for the following: 

1. Report to the DG on all district Rotary Foundation activities monthly. 
2. Oversee and serve as an ex-officio member of all subcommittees. 
3. Together with the DG, provide one of the two authorizing signatures for the use of the District 

Designated Fund to reflect the decisions of the DRFC. 
4. Confirm that Global Grant applications are completed and confirm that the sponsor clubs are 

qualified. 
5. Oversee the district qualification process and compliance with the requirements of qualifying. 
6. Work with the DG and other district committee chairs to ensure Rotary Foundation activities are 

properly included in other committees. 
7. Work with the DG, district trainer, and the district training committee to plan, organize, and 

promote district seminars, the district Rotary Foundation seminar, the district assembly, and 
presidents-elect training seminar, focusing on agenda and content. 

8. Provide support to club Rotary Foundation committees. 
9. Assist the DGE in obtaining input from Rotarians before establishing district Rotary Foundation goals 

for implementation during the term as DG. 
10. Assist the DG in nominating qualified recipients for district Rotary Foundation awards. 
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Grants Sub-Committee 

The grants subcommittee is responsible for promoting and encouraging implementation of District 
Grants, Global Grants, and participation in the Rotary Centers for International Studies program. 

Responsibilities 

1. Oversee the qualification of clubs. 
2. Serve as a district expert and resource on all Rotary Foundation grants. 
3. Ensure implementation of stewardship practices, including reporting to The Rotary Foundation on all 

grants. 
4. Create and enforce a district policy that outlines the distribution of grant funds for clubs and the 

district. 
5. Provide input on District Designated Fund distribution. 
6. Report any potential misuse or irregularities in grant-related activity to The Rotary Foundation and 

conduct initial local investigations into any reports of misuse. 

District Rotary Foundation Fundraising Sub-Committees 

The District RI Foundation Fundraising Chair and the subcommittees are responsible for overseeing the 
ŘƛǎǘǊƛŎǘΩǎ ŦǳƴŘǊŀƛǎƛƴƎ ǎǘǊŀǘŜƎȅ ŀƴŘ ƘŜƭǇƛƴƎ Ŏƭǳōǎ ǎŜǘ ŀƴŘ ŀŎƘƛŜǾŜ ǘƘŜƛǊ ŎƻƴǘǊƛōǳǘƛƻƴ Ǝƻŀƭǎ ŦƻǊ ǘƘŜ !ƴƴǳŀƭ 
Programs Fund and the Permanent Fund.  

Responsibilities 

1. Assist and advise clubs on setting fundraising goals and strategies for achieving them. 
2. Organize club and district fundraising activities for the Annual Programs Fund and Permanent Fund. 
3. Motivate, promote, and advise clubs on all Rotary Foundation fundraising initiatives. 
4. Coordinate donor appreciation events within the district to ensure that donors are given appropriate 

recognition for Arch C. Klumph Society members, Major Donors, Paul Harris Fellows, Paul Harris 
Society, Bequest Society, and Benefactors. 

5. Provide input on District Designated Fund distribution. 

Annual Giving/Paul Harris Society Chair 

The District TRF Annual Programs Fund/Paul Harris Society sub-committee chair supports clubs in their 
efforts to raise funds for the Annual Programs Fund of The Rotary Foundation.  This includes assisting 
the Foundation Mentors and the clubs with information about the different ways to donate as well as 
providing the clubs with this education as well as promoting participation in the Paul Harris Society 
and other recognition programs such as Major Donor and the Arch Klumph Society.  Strong knowledge 
about The Rotary Foundation, giving alternatives and TRF reports is an asset for this position.   

Permanent Fund Chair 

The District TRF Permanent Fund committee chair is responsible to support the clubs in their efforts to 
identify individuals who are able to include The Rotary Foundation in their estate planning.  This 
includes assisting the Foundation Mentors and the clubs with information about the different ways to 
donate.  Where appropriate, this person can converse with an individual, usually identified by a club, 
about their own personal planning.  In addition, this person may act as an advisor to Rotarians 
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throughout the district who have clients where they provide this type of planning.  Experience in the 
field of financial planning is an asset for this position. 

PolioPlus Sub-Committee 

The district PolioPlus ǎǳōŎƻƳƳƛǘǘŜŜ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǎǳǇǇƻǊǘƛƴƎ wƻǘŀǊȅΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ Ǉƻƭƛƻ 
eradication and for encouraging participation in PolioPlus activities by all Rotarians.   

Responsibilities 

1. Encourage donations from Rotarians and clubs for PolioPlus. 
2. Organize at least one PolioPlus district activity during the year. 
3. Work with the District Rotary Foundation chair, district public relations committee, and the DG to 

ensure appropriate recognition of exemplary polio eradication club and district activities. 
4. Assist the DG and the district trainer on the presentation of PolioPlus as part of Rotary Foundation 

training at district meetings. 

District Rotary Foundation Mentors 

The DRFC Chair, in consultation with the DG, will appoint a representative in each area of the district.  
The mentors will establish a close working relationship with club presidents and club foundation chairs in 
each of the clubs in the assigned area.   They will assist in coordinating district Rotary Foundation 
activities in the assigned area and will assist in the Rotary Foundation promotion, education and 
fundraising activities of the clubs.  They will also work closely with the AG of their respective area. 

Responsibilities 

1. Educate club presidents and TRF chairs in an understanding of the TRF mission. 
2. Assist in motivating, educating, and cultivating club Rotarians in the programs of TRF and encourage 

club members to actively participate.  
3. Encourage increasing club monetary TRF support. 
4. Pair with an area AG and membership mentor to support the assigned clubs. 
5. Understand the district grant management and qualification training required for all clubs 

interested in receiving grant funds. 
6. Become familiar with the DLP, the organization chart of the district executive committee and, in 

particular, the role and responsibilities of the District Rotary Foundation Committee Chair. 
7. Meet with club presidents and club TRF Chairs on a regular basis to assist, when necessary, in 

ensuring the club TRF Chair is able to implement the Future Vision Plan with specific emphasis on 
those areas noted above. 

8. Assist in the development of District and Global Grants. 
9. Utilize all available tools provided by the district, e.g.  worksheets, websites. 
10. Ensure grant applications are complete and accurate. 
11. Work with grant applicant for timely reporting and final closing of grants. 
12. Interpret the Monthly Contribution Report for the club. 
13. Help the clubs prepare the various recognition/contribution forms. 
14. Encourage support of the $200 Million Challenge Grant for PolioPlus. 
15. Help clubs identify potential members, maintain updated lists and provide appropriate recognition 

to current Arch C. Klumph Society members, Major Donors, Benefactor and Bequest Society 
members. 
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16. Assist the club TRF chair in identifying financial planners, accountants and attorneys in the club and 
ŎƻƳƳǳƴƛǘȅ ǿƛƭƭƛƴƎ ǘƻ ŀǎǎƛǎǘ Ŏƭǳō ƳŜƳōŜǊǎ ƛƴ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ǘƘŜ ƪŜȅ ōŜƴŜŦƛǘǎ ƻŦ ¢wCΩǎ tŜǊƳŀƴŜƴǘ 
Fund. 

17. Encourage clubs to annually achieve 100% Rotary Foundation Sustaining Member Club status (Every 
Rotarian Every Year). 

18. Encourage club members to become members of the Paul Harris Society. 
19. Assist in identification of candidates for scholarships and vocational training teams. 
20. Encourage club member attendance at all district Foundation events. 

  

Vocational Training Team (VTT) Chair 

The District Vocational Training Team committee chair is responsible to support the outbound and 
inbound Vocational Training Teams in their preparations.  For the outbound teams, both District and 
Club-sponsored, this person provides assistance with their planning prior to the trip.  In addition, upon 
their return, this person can help with encouraging the team to share their story via the internet, club 
visits and district events.  For the inbound teams, this person assists the visiting team as needed to 
ensure that they have a successful visit.  This includes identifying housing, if applicable, scheduling 
vocational and Rotary activities in support of the inbound team and the Global or District Grant.  Prior 
experience as a Group Study Exchange or Vocational Training Team leader is preferred. 

 Scholar Chair 

The District Scholar chair is responsible to lead and manage all aspects of inbound and outbound Rotary 
Scholars.  This includes Ambassadorial Scholars, World Peace Fellows, Global Grant Scholars and District 
Grant Scholars.  Depending on the number of scholars, there may be individuals assigned to the different 
types of scholars.  The responsibilities include working with the scholars during their application process, 
leading selection committees for outbound scholars and World Peace Fellows, identifying and training 
host counselors for all scholars, ensuring that all reporting requirements are met and encouraging 
inbound scholar attendance at all District events.  Enhancing the inbound scholars experience with the 
help of the host counselors is an important part of this position.  Prior experience as a host counselor is 
preferred. 

Foundation Gala Chair  

The District Foundation Gala committee chair is responsible to put on a Rotary Foundation Gala per the 
direction of the District Governor.  This may be a part of a District Conference or a stand-alone event.  
The purpose of the event is to celebrate The Rotary Foundation and thank and recognize all Rotarians for 
their donations to The Rotary Foundation.  A fundraiser may or may not be a part of this event, 
ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ 5ƛǎǘǊƛŎǘ DƻǾŜǊƴƻǊΩǎ ǇǊŜŦŜǊŜƴŎŜ.  All aspects of this event are part of the position: 
location, logistics, program, speakers, handouts and registration.   

This event is normally a dressy (black-tie optional) dinner that includes a speaker and entertainment.  
Prior experience with major events is preferred. 
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Foundation Seminar Chair 

The District Rotary Foundation Seminar committee chair is responsible to put on a Rotary Foundation 
Seminar per the direction of the District Governor.  This may be a part of a District Conference or a stand-
alone event.  The purpose of the event is to educate and inspire Rotarians in the District so that they 
know more about The Rotary Foundation, its programs and the impact on the world.  Encouraging giving 
ǘƻ ¢ƘŜ wƻǘŀǊȅ CƻǳƴŘŀǘƛƻƴΩǎ !ƴƴǳŀƭ tǊƻƎǊŀƳǎ CǳƴŘ ǎƘƻǳƭŘ ŀƭǎƻ ōŜ ŀ ǇŀǊǘ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳ.  All aspects of 
this event are part of the position: location, logistics, program, speakers, handouts and registration.  
Understanding of The Rotary Foundation and experience with putting on a major seminar are preferred. 

Foundation Alumni Association Chair  

9ŀŎƘ ȅŜŀǊΣ ǘƘƻǳǎŀƴŘǎ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ wƻǘŀǊȅΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ŀƴŘ ȅƻǳǘƘ ǇǊƻƎǊŀƳǎΣ ŀƭƭ ƪƴƻǿƴ ŦƻǊ ŦƻǎǘŜǊƛƴƎ 
international understanding and friendship.  .ǳǘ ǘƘŜ ŜȄǇŜǊƛŜƴŎŜ ŘƻŜǎƴΩǘ ƘŀǾŜ ǘƻ ŜƴŘ ǿƘŜƴ ǘƘŜ ǇǊƻƎǊŀƳ ƛǎ 
over.  They will have an extended network of people who share a common bond.  They'll always be part 
of the family of Rotary.  

The Foundation Alumni Association Chair is responsible for facilitating the involvement of former 
Ambassadorial Scholars, Rotary World Peace Fellows, Group Study Exchange and Vocational Training 
Team members, Volunteer Service Grant and Grant for University Teachers recipients of The Rotary 
CƻǳƴŘŀǘƛƻƴ ƛƴ 5ƛǎǘǊƛŎǘ роплΩǎ !ƭǳƳƴƛ !ǎǎƻŎƛŀǘƛƻƴΦ ¢Ƙƛǎ ƛƴŎƭǳŘŜǎ ƛŘŜƴǘƛŦȅ ŀƭǳƳƴƛ ƭƻŎŀǘŜŘ ƛƴ 5ƛǎǘǊƛŎǘ роплΣ 
Ƴŀƛƴǘŀƛƴ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎΤ Ǉƭŀƴ ǎƻŎƛŀƭ ŜǾŜƴǘǎΤ ǎŎǊŜŜƴ ŀƭǳƳƴƛ ŦƻǊ ǇƻǎǎƛōƭŜ ƭƛǎǘƛƴƎ ƻƴ ǘƘŜ 5ƛǎǘǊƛŎǘ ǎǇŜŀƪŜǊΩǎ 
bureau as well as for possible RI Foundation presentations; encourage participation in district events and 
projects.  

Special Donor Celebration Chair 

The Special Donor Celebration committee chair is responsible to put on The Rotary Foundation Special 
Donor Celebration per the direction of the District Governor.  This could be a luncheon or a cocktail party 
in conjunction with some other district event.  The purpose of this event is to thank the Arch C. Klumph 
Society members, Major Donors, Bequest Society Members and Paul Harris Society Members in the 
district for their generous contributions and commitments.  A special speaker is usually a part of this 
event, focusing on The Rotary Foundation, world peace or some other important topic.  This is not a 
fundraising event.  All aspects of this event are part of the position: location, logistics, program, speakers, 
handouts and registration.  Understanding of The Rotary Foundation and experience with putting on a 
major event are preferred. 
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6. DISTRICT COMMITTEES 

District Committees are charged with carrying out the goals of the district as formulated by the DG with 
the advice of assistant governor. The DG, governor-elect, governor-nomine, and governor-nominee 
designate work together to ensure continuity of leadership and succession planning. The governor-elect 
is responsible for appointing committee members to fill vacancies, appointing committee chairs and 
conducting planning meetings prior to the start of the year in office.   

District committees and sub-committees are responsible for helping clubs achieve the object of Rotary.  
Additional district committees are appointed only when they serve a specific function identified by the 
DGΣ ōŀǎŜŘ ƻƴ 5DΩǎ ŀǎǎŜǎǎƳŜƴǘ ŀƴŘ ƻƴ ŀƴȅ recommendations of the Assistant Governors and the district 
leadership team.   

The DG is required to report on all financial transactions of District Committees therefore every 
authorized District committee shall comply with the rules described under άFinance Committeeέ page 39. 

District 5340 has several types of committees:      Page Number 

3. Advisory Committees 
a. Advisory CouncilΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ..21 
b. CƛƴŀƴŎŜ /ƻƳƳƛǘǘŜŜ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ37 

4. Special Purpose Committees 
a. Nominating /ƻƳƳƛǘǘŜŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ.22 
b. 5ƛǎǘǊƛŎǘ [ŜƎƛǎƭŀǘƛǾŜ /ƻƳƳƛǘǘŜŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ22 
c. /ƭǳō 9ȄǘŜƴǎƛƻƴΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ..22 

5. District Resource Team 
a. wƻǘŀǊȅ CƻǳƴŘŀǘƛƻƴ /ƻƳƳƛǘǘŜŜǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ15 
b. tǳōƭƛŎ wŜƭŀǘƛƻƴǎ ŀƴŘ /ƻƳƳǳƴƛŎŀǘƛƻƴǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ...23 
c. aŜƳōŜǊǎƘƛǇ 5ŜǾŜƭƻǇƳŜƴǘ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.23 
d. Avenues of Service CommitteesΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ..27 

i. Club Service 
ii. Community Service 
iii. International Service 
iv. Vocational Service 
v. bŜǿ DŜƴŜǊŀǘƛƻƴǎ {ŜǊǾƛŎŜ ό¸ƻǳǘƘύ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ33 

e. ¢ǊŀƛƴƛƴƎ /ƻƳƳƛǘǘŜŜǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.ΧΧ24 
6. Meeting/Event Committees 

a. 5ƛǎǘǊƛŎǘ /ƻƴŦŜǊŜƴŎŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ..ΧΧΧ25 
b. District Council...........................lΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.ΧΦ25 
c. RI Convention PromotionΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ25 

7. District Meetings 
a. Information and Fellowship Events........................ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ43 
b. Youth EventsΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ43 
c. Training & planning EventsΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.ΧΧΧΧΧΧΧΧΧΧΧΧΧΧ...ΧΧΦ44 
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Committee Appointments  

The DG will appoint the chairs and vice chairs of these district committees.  Committee members shall be 
Rotarians in good standing as members of a club in the district.  No person should serve as chair of the 
same committee for more than three one year terms.   

 Committee Guidelines  

Committees will meet the standards set out in the RI MOP.  Committees shall use, as applicable, the RI 
publication District Committee Manual to guide their operations.   

All expenditures from district funds must be in accordance with the approved district budget and properly 
approved by the DG.  In addition, every authorized committee that has a separate bank account is 
required to comply with the rules described in the Manual of Procedure, the District By Laws and this 
DLP. 

Each district officer, director and committee chair for the next Rotary year will attend the district 
assembly.   

Training Requirements 

1. District committee chairs and members will attend district assembly and other district meetings, as 
appropriate.   

2. By January 30, each District committee Chair will submit their proposed plan of activities for the 
upcoming Rotary year.  This plan will be shared with the president-Elects at PETS. 

3. By June 30th each committee chair will submit a written report including achievements, indicating 
achievements, upcoming opportunities, and any unfinished business.   

Advisory Committees  

Advisory Council 

The Advisory Council is composed of all PDGs who are members of Rotary clubs within the district.  The 
DG calls and chairs an annual meeting of the Council after the International Assembly to allow the DGE 
to inform the DG and PDGs of the issues debated and presented.  This meeting is held no more than one 
month after the International Assembly. 

The authority and responsibility of the DG shall in no way be impaired or impeded by the advice or 
actions of the PDGs.   ¢ƘŜ 5D ǎŜŜƪǎ ǘƘŜ ŎƻǳƴŎƛƭΩǎ ŀǎǎƛǎǘŀƴŎŜ in extension efforts, informing incoming 
DGs, promoting the convention, providing Rotary information, and supporting weaker clubs, serving 
when invited by the club president and the DG as ad hoc members of the club board of directors.   

Finance Committee   

See Section 8:  άCƛƴŀƴŎŜ /ƻƳƳƛǘǘŜŜέ   
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Special Purpose Committees 

Nominating Committee   

The role of the nominating committee is recommending: 

¶ a nominee for DGND,  

¶ a representative to the Council of Legislation, and  

¶ a nominee for zone director. 

In fulfilling this role it will follow the rules and procedures described under άDistrict ElectionsέΣ {ŜŎǘƛƻƴ 
10. 

District Legislative Committee  

The district legislative committee shall be responsible to receive, review and prepare any proposed 
amendment(s) to the district bylaws and/or legislation received for submittal to the RI Council on 
Legislation for approval in accordance with district bylaws and MOP.  The committee will work with 
the District Conference committee in providing an annual District Legislative Council session during 
the district conference.  This committee will be put in place to assist the district representative to the 
Council on Legislation.  This committee will be appointed by the DG and will have as many as five 
members who can be any Rotarians in good standing within the district.  The committee will insure 
that the clubs are notified in a timely manner of the annual session, topics for consideration, and 
how to comply with the voting procedures in accord with MOP 15.050.1-15.050.3. 
 
Voting Procedures at The Annual District Legislative Council-Summarized  
 
Each club in a district shall select, certify, and send at least one elector to the annual district 
conference/annual District Legislative council session.  Any club with a membership of more than 25 
shall be entitled to one additional elector for each additional 25, or major fraction thereof, of its 
members based on the number of members as of the date of the most recent semiannual payment 
preceding the date on which the vote is to be held.  A designated elector must be present at the 
district conference to vote.  A club may designate a proxy for all of the other electors it is entitled to 
have vote but who will not be in attendance.  The club must first obtain the consent of the DG for 
such proxy.  Consent of the DG is neither automatic nor precedent.  The proxy designation must be in 
writing, certified by the club president and secretary and submitted to the DG or credential 
committee prior to the opening of the session.  The proxy shall be entitled to vote as proxy for the 
non-attending electors represented, in addition to any other vote the proxy may have. 
 

Club Extension 

District 5340 is interested in the organization of new clubs including E-Clubs within the district.  Clubs 
can be formed where the membership can be principally composed of business or professional persons 
who represent the permanent and established residential, business, or professional life of the 
community.  Where a locality can be expected to maintain a successful club, a new club should be 
organized as soon as possible.   Under the direction of the DG, the district extension committee shall 
develop and implement a plan to organize new Rotary clubs within the district.  The DG will assign a 
Special Representative for each potential new club.  
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Clubs in formation are referred to as "Provisional" clubs. Rotary International currently provides no  
insurance coverage for the acts of a provisional club or provisional club members.  

One way to address this issue is to induct all provisional club members into the Sponsoring Rotary club 
until the provisional club is able to secure its own charter. The provisional  club may have different dues 
structure and meet at different times but all activities, meetings, contracts, etc.  are in the name of the 
Sponsoring club. 

The DG will assign a Special Representative for each potential new club.   

District Resource Team 

The Rotary Foundation 

See Section 5: ά¢ƘŜ wƻǘŀǊȅ CƻǳƴŘŀǘƛƻƴέ page 12 

Public Relations and Communication  

The public relations committee objective is to help clubs provide the public with information about 
wƻǘŀǊȅ ŀƴŘ ǘƻ ǇǊƻƳƻǘŜ ǘƘŜƛǊ ŎƭǳōǎΩ ǇǊƻƧŜŎǘǎ.  The public relations committee includes Rotarians 
experienced in the field.  The DG shall appoint a committee chair who shall be responsible for the 
following: 

1. Provide resources to present, explain and promote Rotary to the public in cooperation with clubs 
2. Assist clubs of the district in their public relations efforts and responsibilities 
3. Provide a district PR -training opportunity.  

 
 Current Projects of the Public Relations Committee 

1. Rose Bowl Float Committee 
2. 100 Years in San Diego and the surrounding area 
3. Light up the Night 
4. District Directory 
5. District Newsletter 
6. Social Media and District Web site 

 

 Membership Development  

The District Membership Development Committee consists of the Membership Chair and Membership 
Mentors.  This committee has the following responsibilities:   

1. Plan, market, and conduct a district membership seminar in consultation with the DG and district 
trainer.   

2. Work with the DG and club leaders to ensure that the district achieves its membership goal. 
3. Coordinate district-wide membership development activities. 
4. Encourage clubs to participate in RI or presidential membership development recognition programs. 
5. Maintain communication with other district committees, such as the Extension and Public relations 

committees, to coordinate activities that will aid membership growth. 
6. Make itself known to all clubs, and indicate that members of the committee are available to help 

them. 
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7. Encourage clubs to develop and implement an effective membership recruitment plan. 
8. Assist club membership development chairs in carrying out their responsibilities. 
9. Visit clubs to speak about successful membership development activities and share information on 

successful activities. 
10. Ensure that each club committee has a copy of the Membership Development Resource Guide (417-

EN).   

Membership Mentors 

The membership chair, in consultation with the DG, will appoint a representative in each geographic 
area to be a membership mentor.   The membership mentors will establish a close working 
relationship with the club membership chairs in each of the clubs in the assigned area.   They will 
assist the club membership chairs in promoting recruitment, increasing retention, and enhancing 
membership development activities.   They will also work closely with the AG of the respective area. 

Training Requirements: 

In addition to the chair, as many committee members as possible should attend a training meeting 
conducted by the regional Rotary International membership coordinator. 

District Training Committee & District Trainer 

The DG, based on the recommendation of the DGE, appoints ŀ ŘƛǎǘǊƛŎǘ ǘǊŀƛƴŜǊ ǘƻ ŎƘŀƛǊ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ 
training committee.  As chair of the training committee, the district trainer assigns responsibility for 
training meetings and functions as necessary.  The committee is responsible for supporting the DG and 
DGE in training club and district leaders. 

Qualifications 

Skilled, knowledgeable Rotarian, with excellent facilitation skills 

Responsibilities 

1.  Work with the DG on training needs in the district for the current Rotary year  
2. Ensure that  the DGEΩǎ training needs  for the upcoming Rotary year are met  
3. Consult with Chairs of other committees also have training responsibilities. 
4. Ensure that there is a coherent and sequential training syllabus for all the leadership positions in the 

district 
5. Ensure that AGs are trained to carry out their responsibilities 
6. Plan program content and schedules for Pre-PETS; assemble and distribute materials 
7. Ensure that the district materials are consistent and complementary with the materials the 

presidents receive at SOCAL/Nevada PETS 
8. Ensure that the material covered at district assembly and district leadership training is consistent, 

complete, and congruent with the overall training plan 
9. 5ŜǾŜƭƻǇΣ Ƴŀƛƴǘŀƛƴ ŀƴŘ ŘŜƭƛǾŜǊ ǘǊŀƛƴƛƴƎ ǘƻ ǇŀǊǘƛŎƛǇŀƴǘǎ ƛƴ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ [ŜŀŘership and Development 

Academy 
10. 5ŜǾŜƭƻǇΣ Ƴŀƛƴǘŀƛƴ ŀƴŘ ŘŜƭƛǾŜǊ ƻǘƘŜǊ ǘǊŀƛƴƛƴƎ ǘƘŀǘ Ƴŀȅ ōŜ ƴŜŜŘŜŘ ǘƻ ǎǳǇǇƻǊǘ ǘƘŜ 5DΩǎ Ǝƻŀƭǎ 

Avenues of Service Committees 

See ά!ǾŜƴǳŜǎ ƻŦ {ŜǊǾƛŎŜέ 
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Meeting and Event Committees 

District Conference Committee 

The purpose of the district conference is to further the Object of Rotary through fellowship, inspirational 
addresses, and the discussion of matters related to the affairs of the clubs, the district and Rotary 
International.  The committee will establish a conference program in accordance with the guidance and 
requirements of Rotary International as provided in the District Conference Manual, the Manual of 
Procedure and other RI governing documents.  The committee will work with the District Legislative  
committee in providing an annual District Legislative Council session during the district conference..  The 
district conference committee shall plan and promote the district conference and carry out the 
necessary arrangements to ensure maximum attendance.   

Who Should Attend the District Conference 
 

All Rotarians are strongly urged to attend the district conference.  All clubs will strongly support and 
publicize the effort and make registration and program information available to club members.  
The club presidents are expected to attend the district conference.  When a club president has an 
unexpected conflict with this expectation, the club president must communicate with the DG and 
then insure a duly appointed representative attends.  New Rotarians are particularly encouraged to 
attend the district conference to increase their knowledge of Rotary programs beyond club level. 

District/Regional Council Committee 

There shall be a district committee known as the District 5340 Council of Rotary Clubs.  The council 
membership shall consist of, and include, all members of the District 5340 clubs.   All meetings are called 
by the DG, with the council chair presiding.  The DG will approve the dates for district council meetings 
to be held each fiscal year.  The number of meetings is at the discretion of the DG.  The approved dates 
are planned to not interfere with major district or Rotary International events.   

The June meeting will serve as the venue for acknowledging the service of the DG for that Rotary year 
and installation of the DGE to serve as DG for the subsequent Rotary year.  Special meetings may be 
called by the DG.   

The purpose of the council is to promote the Object of Rotary through the presentation of Rotary 
information, the exchange of Rotary ideas among club officers and board members, and the 
development of friendship and fellowship among district club members.   

RI Convention Promotion Committee 

The committee shall promote attendance at the annual RI convention to Rotarians throughout the 
district.   

 

Project Committees 

See Section 8: ά!ǾŜƴǳŜǎ ƻŦ {ŜǊǾƛŎŜ /ƻƳƳƛǘǘŜŜǎέ  
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Rotary Fellowships 

A Rotary Fellowship is a group of Rotarians who unite themselves to pursue a common vocational or 
recreational interest in order to further friendship and fellowship.  Governors should appoint a district 
Rotary Fellowships committee with a chair and at least three members to encourage participation in 
Rotary Fellowships among the clubs of the district.  Individual fellowships are not covered by RI 
insurance and are encouraged to assess their own risk and secure coverage as appropriate.  See Rotary 
Fellowships Handbook (729-EN) and at www.rotary.org. 

Rotarian Action Groups 

A Rotarian Action Group is an association of Rotarians who unite themselves to conduct international 
service projects that advance the Object of Rotary.  A list of all Rotarian Action Groups is posted at 
www.rotary.org.  Interested Rotarians are encouraged to contact these groups as resources in 
conducting service projects.    



 

D5340 DLP ɀ 7/ 1/2011 Page 27 

7. AVENUES OF SERVICE COMMITTEES 

wƻǘŀǊȅΩǎ !ǾŜƴǳŜǎ ƻŦ {ŜǊǾƛŎŜ ƎǳƛŘŜ ǘƘŜ ǿƻǊƪ ƻŦ ŜǾŜǊȅ wƻǘŀǊȅ ŎƭǳōΥ 

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

2. Vocational Service, the second Avenue of Service, promotes high ethical standards in businesses and 
professions, recognizes the worthiness of all dignified occupations, and fosters the ideal of service in 
the pursuit of all vocations.  The role of members includes conducting themselves and their 
ōǳǎƛƴŜǎǎŜǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ wƻǘŀǊȅΩǎ ǇǊƛƴŎƛǇƭŜǎΦ 

3. Community Service, the third Avenue of Service, comprises varied efforts that members make, 
ǎƻƳŜǘƛƳŜǎ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ƻǘƘŜǊǎΣ ǘƻ ƛƳǇǊƻǾŜ ǘƘŜ ǉǳŀƭƛǘȅ ƻŦ ƭƛŦŜ ƻŦ ǘƘƻǎŜ ǿƘƻ ƭƛǾŜ ǿƛǘƘƛƴ ǘƘŜ ŎƭǳōΩs 
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. 

5. New Generations Service, the Fifth Avenue of Service, recognizes the positive change implemented by 
youth and young adults through leadership development activities, involvement in community and 
international service projects, and exchange programs that enrich and foster world peace and 
cultural understanding.   
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Club Service Committee 

The Club Service Committee provides assistance to clubs in the Club Service Avenue of Service.   The 
following are types of support provided: 

1. Actively promote strategic visioning workshops that are the first step in helping clubs develop a Club 
Leadership Plan 

2.  Follow-up with those clubs that have developed a long term vision to determine if they need 
assistance in implementing the Club Leadership Plan  

3. aŀƛƴǘŀƛƴ ŀ ƭƛǎǘ ƻŦ ǊŜŎƻƳƳŜƴŘŜŘ ǎǇŜŀƪŜǊǎ ƛƴ ŀ ά{ǇŜŀƪŜǊǎ .ǳǊŜŀǳέ ǘƘŀǘ Ŏƭǳōǎ Ŏŀƴ ǳǎŜ ŦƻǊ their weekly 
programs 

4. Provide sergeant-at-arms for all district events 
5. Share information about fellow Rotarians through the Family of Rotary 
6. Provide opportunities for fellowship and PR at PETCO Park  
7. Provide opportunities for fellowship through the Golf League 
8. Recognize outstanding achievements by clubs and Rotarians through annual awards  

 

The following sub-committees shall be established under the Club Service Chair: 

¶ Strategic Visioning 

¶ Sergeant at Arms 

¶ Family of Rotary   

¶ PETCO Park Committee 

¶ Golf League 

¶ Speakers Bureau 

¶ Emergency Communication (The Emergency Communication Plan is contained in Appendix B.) 
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Community Service Committee 

/ƻƳƳǳƴƛǘȅ {ŜǊǾƛŎŜ ƛǎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ŦƻǊ ŜǾŜǊȅ wƻǘŀǊƛŀƴ ǘƻ ŜȄŜƳǇƭƛŦȅ ά{ŜǊǾƛŎŜ !ōƻǾŜ {ŜƭŦΦέ Lǘ ƛǎ ǘƘŜ 
commitment and social responsibility of every Rotarian and Rotary club to improve the quality of life for 
those who live in the community and to serve the public interest. 

In this spirit, clubs are encouraged to:  

1. review regularly service opportunities within their communities and involve each club member in an 
assessment of community needs; 

2. capitalize on the unique vocational and avocational talents of members in implementing their 
community service projects; 

3. initiate projects in accordance with the needs of the community and cƻƳƳŜƴǎǳǊŀǘŜ ǿƛǘƘ ǘƘŜ ŎƭǳōΩǎ 
standing and potential in the community, recognizing that every community service activity, however 
small, is important; 

4. work closely with the Interact clubs, Rotaract clubs, and other groups which they sponsor, in order to 
coordinate community service efforts; 

5. identify opportunities to enhance community service projects through Rotary programs and activities 
at the international level; 

6. involve the community, when desirable and feasible, in implementing community service projects, 
including the provision of required resources; 

7. cooperate with other organizations in accordance with RI policy to achieve community service 
objectives; 

8. achieve proper public recognition for their community service projects; 
9. act as catalysts to encourage other organizations to work together in community service efforts; 
10. Transfer responsibility for continuing projects, when appropriate, to community, service, or other 

organizations, so that the Rotary club can become involved in new projects. 
 

The Community Service Committee assists clubs in developing community service programs and projects 
and in sharing best practices among clubs via forums and their web site.  The following sub-committees 
shall be established under the Community Service chair: 

¶ Military Liaison  

¶ 5ƻƴΩǘ ²ŀƛǘ ς Vaccinate 

¶ Rotarians at Work Day 

¶ Dictionary Project   
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Vocational Service Committee 

Vocational Service is the way Rotary fosters and supports the application of the ideal of service in the 
pursuit of all vocations.  Inherent in the Vocational Service ideal are: 

1. Adherence to and promotion of the highest ethical standards in all occupations, including 
faithfulness and fidelity to employers, employees, and associates, and fair treatment of them and of 
competitors, the public, and all those with whom one has any business or professional relationships 

2. ¢ƘŜ ǊŜŎƻƎƴƛǘƛƻƴ ƻŦ ǘƘŜ ǿƻǊǘƘƛƴŜǎǎ ǘƻ ǎƻŎƛŜǘȅ ƻŦ ŀƭƭ ǳǎŜŦǳƭ ƻŎŎǳǇŀǘƛƻƴǎΣ ƴƻǘ Ƨǳǎǘ ƻƴŜΩǎ ƻǿƴ ƻǊ ǘƘƻǎŜ 
pursued by Rotarians  

3. ¢ƘŜ ŎƻƴǘǊƛōǳǘƛƻƴ ƻŦ ƻƴŜΩǎ ǾƻŎŀǘƛƻƴŀƭ ǘŀƭŜƴǘǎ ǘƻ ǘƘŜ ǇǊƻōƭŜƳǎ ŀƴŘ ƴŜŜŘs of society Vocational Service 
is the responsibility of both a Rotary club and its members.  The role of the club is to implement and 
encourage the objective by example and by development of projects that help members contribute 
their vocational talents.  The role of members is to conduct themselves, their businesses, and their 
professions in accordance with Rotary principles and to respond to club projects.   

 
The Vocational Service Committee will assist clubs in the development of vocational and ethical 
programs and projects.  The following programs shall be established under the Vocational Service 
chair to assist clubs in each specific area of service: 
 

¶ Rotary Fellowships 

¶ Jobs Bank 

¶ Yellow pages 

¶ Promote distribution and publication of the άDeclaration of  Rotarians in Business and 
tǊƻŦŜǎǎƛƻƴǎέ ƛƴ wƻǘŀǊƛŀƴǎΩ ǇƭŀŎŜ ƻŦ ōǳǎƛƴŜǎǎ  
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International Service Committee 

The aim of International Service in Rotary is expressed in the fourth Object of Rotary; namely, to 
encourage and foster the advancement of international understanding, goodwill, and peace through a 
world fellowship of business and professional persons united in the ideal of service.   
 
Freedom, justice, truth, sanctity of the pledged word, and respect for human rights are inherent in Rotary 
principles and are also vital to the maintenance of international peace and order and to human progress.   
 
In concept, International Service can be broken down into these three general areas: 
1. International educational and cultural exchange activities 
2. Special international observances and events 
3. International meetings  

Responsibility of the Individual Rotarian 

Each Rotarian should make an individual contribution to the achievement of the ideal inherent in the 
fourth Avenue of Service.  Each Rotarian should help to create a better-informed public opinion. 

 
Rotarians should: 

1.  Look beyond national patriotism and share responsibility for the advancement of international 
understanding, goodwill, and peace 

2. Resist any tendency to act in terms of national or racial superiority  
3. Seek and develop common grounds for agreement with peoples of other lands 
4. Defend the rule of law and order to preserve liberty of the individual so that all may enjoy 

freedom of thought, speech, and assembly; freedom from persecution and aggression; and 
freedom from want and fear 

5. Support action directed toward improving standards of living for all peoples, realizing that 
poverty anywhere endangers prosperity elsewhere 

6. Uphold the principles of justice for humankind, realizing that these are fundamental and must be 
worldwide 

7. Strive always to promote peace between nations and be prepared to make personal sacrifices for 
that ideal 

8. ¦ǊƎŜ ŀƴŘ ǇǊŀŎǘƛŎŜ ŀ ǎǇƛǊƛǘ ƻŦ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ŜǾŜǊȅ ǇŜǊǎƻƴΩǎ ōŜƭƛŜŦǎ ŀǎ ŀ ǎǘŜǇ ǘƻǿŀǊŘ 
international goodwill, recognizing that there are certain basic moral and spiritual standards 
that, if practiced, will ensure a richer, fuller life 

9. Exercise appropriate caution in conducting activities and programs where international tensions 
exist between countries  

 
The International Service Committee will assist clubs in the development of international service 
programs and projects.  They will also work with other members of the district to define new processes 
for international projects and grants under the Future Visions plan.   The following committees may be 
established under the International Service chair to assist clubs in each specific area of service: 
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¶ Rotary Friendship Exchange is an RI Structured Program in which Rotarians and their families 
carry out reciprocal visits and homestays in other countries to advance international 
understanding, goodwill, and peace through people-to-people contacts across national 
boundaries.   

¶ World Understanding Month.  The anniversary of the first Rotary club meeting, 23 February, is 
observed as World Understanding and Peace Day.  On that day, each club should give special 
ǊŜŎƻƎƴƛǘƛƻƴ ŀƴŘ ŜƳǇƘŀǎƛǎ ǘƻ wƻǘŀǊȅΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ƛƴǘŜǊƴŀǘƛƻƴŀƭ ǳƴŘŜǊǎǘŀƴŘing, 

¶ Intercountry Committees.   An intercountry committee (ICC) promotes contact between districts 
and clubs in two or more countries and increases fellowship and intercultural understanding 
among the people of various nations.  Rotarians are encouraged to create new intercountry 
committees to foster stronger ties between Rotarians, clubs, and districts from different countries 
and establish international networks.  Intercountry committees should be promoted at all Rotary 
meetings. 

o Recommended ICC activities include: 
Á Assisting in the development of new Rotary clubs 
Á Developing a sister- or twin-club network between participating countries 
Á Conducting Rotary Friendship Exchanges between participating countries 
Á Initiating or carrying out vocational service projects 

¶ Rotary Foundation Alumni Association.  This includes Ambassadorial Scholars, Group Study 
Exchange team members and leaders, Rotary Volunteers, University teachers, etc.  All of these 
groups benefitted from the Rotary Foundation and had significant international experience 

¶ Other International Programs of Rotary District 5340 
o Friendship Exchange 
o Pathways to Peace 
o Gift of Life 
o HIV/AIDS Orphan Relief Committee 
o Microcredit 
o Model UN  see new generations 
o MusiCamp (see New Generations) 
o Shelter Box 
o Thousand Smiles 
o International Assembly Host Hospitality 
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New Generations Service Committee 

It is the responsibility of each Rotarian to prepare the New Generations τ all young people up to the age 
of 30 τ by improving their life skills to ensure a better future, while recognizing the diversity of their 
needs.  All clubs and districts are encouraged to undertake projects that support the fundamental needs  
of the New Generations: health, human values, education, and self-development.  The New Generations 
Service Committee assists clubs in the development and management of Rotary programs for people age 
thirty and younger.   

Rotary 5340 has  zero tolerance towards abuse and harassment. 

 All Rotarians, clubs, and districts should follow the District 5340 Youth Protection Policy.  The New 
Generations Service committee shall work with the District Youth Protection Officer- Mr.  Dale Bailey to 
ensure that the District 5340 Youth Protection Policy is strictly enforced (See Appendix D).   
 
The following committees, each with their own chair, shall be established under the New Generations 
Service Committee to assist clubs in each specific area of service: 
 

¶ Rotaract  

¶ Interact 

¶ RYLA 

¶ Youth Exchange 

¶ Model UN 

¶ 4Way Test Speech contest 

¶ Scouting 

¶ Service Above Self video contest 

¶ Youth protection 

¶ MusiCamp  

¶ LEAD 

Rotaract 

Rotaract program provides young adults an opportunity to enhance the knowledge and skills that will 
assist them in personal development, address the physical and social needs of their communities, and 
promote better relations between all people worldwide through a framework of friendship and service.  
Rotaract clubs are composed of young adults ages 18-30 who live, work, or study within the vicinity of 
the sponsoring Rotary club.   
 
wƻǘŀǊȅΩǎ Dƻŀƭǎ ŦƻǊ wƻǘŀǊŀŎǘ 

¶ To develop professional and leadership skills 

¶ To emphasize respect for the rights of others, based on recognition of the worth of each 
individual, and to promote ethical standards and the dignity of all useful occupations 

¶ To provide opportunities for young people to address the needs and concerns of the 
community and our world 

¶ To provide opportunities for working in cooperation with sponsoring Rotary clubs 

¶ To motivate young people for eventual membership in Rotary  
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1. The district Rotaract committee should be composed of equal numbers of Rotarians and 
Rotaractors, with the district Rotaract committee chair (a Rotarian) and the district Rotaract 
representative (a Rotaractors) serving as co-chairs. 

2. District Rotaract chairs and representatives should help Rotaract clubs develop collaborative 
relationships with their sponsoring Rotary clubs and actively establish personal contacts with the 
members. 

3. 9ŀŎƘ wƻǘŀǊŀŎǘ Ŏƭǳō ǎƘƻǳƭŘ ƳŜƴǘƛƻƴ ŀŦǘŜǊ ƛǘǎ ƴŀƳŜ άǎǇƻƴǎƻǊŜŘ ōȅ ǘƘŜ wƻǘŀǊȅ /ƭǳō ƻŦ όƴŀƳŜύΦέ 
Rotaract clubs are not considered part of or a legal affiliate of the sponsoring Rotary club or of RI.  
wƻǘŀǊŀŎǘ Ŏƭǳō ƳŜƳōŜǊǎΣ ƪƴƻǿƴ ŀǎ wƻǘŀǊŀŎǘƻǊǎΣ ŀǊŜ ƴƻǘ ǘƻ ōŜ ŎŀƭƭŜŘ ƻǊ ŎƻƴǎƛŘŜǊŜŘ άƧǳƴƛƻǊ 
wƻǘŀǊƛŀƴǎΣέ ƴƻǊ Ƴŀȅ ǘƘŜȅ ǳǎŜ ƻǊ ǿŜŀǊ ǘƘŜ wƻǘŀǊȅ ŜƳōƭŜƳΦ 
 

Committee Responsibilities Leadership Training Meetings For Rotaract 
1. Districts shall provide all incoming Rotaract club officers with leadership training. 
2. The training should include a one- to two-day leadership training seminarτ conducted by the 

district Rotaract committee and paid for by the sponsoring Rotary clubs τ for all incoming 
Rotaract club  
 

5ƛǎǘǊƛŎǘ роплΩǎ Dƻŀƭǎ ŦƻǊ wƻǘŀǊŀŎǘ 
1. Growth 

a. Establish Rotaract Clubs on every college campus in San Diego and Imperial County.  
b. Identify locations for community-based Rotaract Clubs and identify sponsoring Rotary 

clubs  
c. Identify locations for 2011-12 charters based on meetings with College administrators and 

potential club sponsors 
d. Implement strategies to expand membership in existing Rotaract clubs 

2. Organization 
a. Collaborate with Rotaract clubs to develop and adopt ByLaws for Rotaract Clubs and 

District 5340.  
b. Implement a support structure modeled on successful Rotaract Districts  
c. /ǊŜŀǘŜ ŀ wƻǘŀǊŀŎǘ ²Ŝō ǎƛǘŜ ǿƛǘƘ ŀ άŎƻƳƳǳƴƛǘȅ ŎŀƭŜƴŘŀǊέ ǎƻ ǘƘŀǘ ŀƭƭ wƻǘŀǊŀŎǘ /ƭǳōǎ ŀƴŘ 

Rotary Clubs can share community service opportunities.  
d. Ensure that the 5340 District website and the new Rotaract Web site are linked.   
e. LƴǾŜǎǘƛƎŀǘŜ ǘƘŜ ǇƻǘŜƴǘƛŀƭ ŦƻǊ ŀ ά{ƻǳǘƘŜǊƴ тέ ŘƛǎǘǊƛŎǘ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘǊŀƛƴƛƴƎΣ wƻǘŀǊŀŎǘ ŜǾŜƴǘǎΣ 

networking and best practices  
3. Training 

a. Provide for Rotaract participation at District events such as District Assembly, Foundation 
Seminar, District Conference, etc.  

b. Provide opportunities for the Rotaract District Council and Rotaractors to meet and 
engage with Rotary District Leadership. 

c. Encourage Rotaractors to attend meetings at sponsoring Rotary clubs and network 
4. Finance 

a. Work with sponsoring club to create a budget for Rotaract activities.  
b. Provide for Rotaract participation at District events such as District Assembly, Foundation 

Seminar, District Conference, etc.  
c. Provide opportunities for the Rotaract District Council and Rotaractors to meet and 

engage with Rotary District Leadership 
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Interact 

Interact clubs are organized to provide an opportunity for young people to work together in a world 
fellowship dedicated to service and international understanding.  Young people ages 12-18 are eligible 
for Interact club membership. 
 
Goals 

¶ To recognize and develop constructive leadership and personal integrity  

¶ To encourage and practice thoughtfulness of and helpfulness to others 

¶ To create an awareness of the importance of home and family 

¶ To build respect for the rights of others, based on recognition of the worth of each individual 

¶ To emphasize acceptance of individual responsibility as the basis of personal success, 
community improvement, and group achievement 

¶ To develop life skills, including self-development, time management, and personal finances 

¶ To recognize the dignity and value of all useful occupations as opportunities to serve society 

¶ To provide opportunities for gaining increased knowledge and understanding of community, 
national, and world affairs 

¶ To open avenues of personal and group action leading to the advancement of international 
understanding and goodwill toward all peoples 

 
The RI Board encourages Rotary and Interact clubs to observe the week (Monday through Sunday) that 
includes 5 November as World Interact Week, to involve Rotary and Interact clubs around the world in a 
common activity of international scope and visibility.   
 

Rotary Youth Exchange 

Youth Exchange is an RI Structured Program that gives youth ages 15-19 an opportunity to visit or study 
in a country other than their own.  The District supports four  youth exchange programs: 
 
ω Long-term exchanges that allow the student to study in another country for an academic year. 
ω Short-term exchanges allow the student to visit another country for as little as a few weeks 
ω MusiCamp 
ω Summer Camp 

 
All  Youth Exchange programs are to enhance risk management efforts to prevent and respond 
appropriately to any alleged instances of physical, sexual, and emotional abuse involving program 
participants.  In addition, clubs and districts are strongly encouraged to consult legal counsel regarding 
liability issues before undertaking Youth Exchange activities, including advice on securing liability 
insurance. 
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Rotary Youth Leadership Awards (RYLA) 

Rotary Youth Leadership Awards (RYLA) is an international program that was created by Rotary 
International to encourage strong leadership in youth.  Young people chosen for their leadership 
potential attend an all-expenses-paid camp to develop and enhance leadership skills through activities 
conducted in an atmosphere of trust and respect.  RYLA began in Rotary District 5340 in 1972 with 100 
participants and has since grown to include more than 300 participants annually.  Outstanding student 
leaders are chosen each year to participate in a three day leadership camp at Idyllwild Pines in Idyllwild, 
California.   

Model UN 

Rotary Model UN is a 2 day simulation of the UN General Assembly, with "ambassadors" debating real 
life motions and crises.  Students are trained in conflict resolution, critical and analytical thinking, and 
presentation skills.  It exposes students to different cultures and political ideologies and helps them 
develop a more balanced, objective world view.  Students are from a wide variety of San Diego and 
Imperial County high schools, both public and private, and range from freshmen to seniors. 

Leadership, Ethics and Determination (LEAD) 

The LEAD conference is a weekend mountain camp experience designed to help 8th grade students 
improve leadership skills, incorporate ethical behavior in their everyday lives, and develop a positive 
attitude. 

Interact Symposium 

The purpose of the Symposium is to provide participating Interactors, faculty advisors, Rotary liaisons 
and other junior Rotary club members, with valuable information that will enable them to build and 
maintain successful Interact and other junior Rotary clubs.  It is organized around three primary 
components: Speakers, Workshops, and Fellowship.  Keynote speakers from Rotary International and/or 
the participating Rotary districts will address the Symposium participants on topics of interest to high 
school students.  The topics will reflect the international nature of the programs of Rotary. 
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8. FINANCE COMMITTEE 

Composition and Responsibilities 

The District Finance Committee is comprised of nine members including the DG and Treasurer as ex-
officio members of the District Finance Committee.   In addition, the seven remaining members of the 
District Finance Committee shall consist of: 
 
1.  the Immediate Past DG, 
2. the DGE, 
3. the DGN, 
4. the DGN Designate, and 
5.  three at-large members serving staggered terms of three years each. 
 
The DG shall appoint one at-large member each year in addition to any replacements necessary to fill 
vacancies.  It is suggested, but not required that appointment preference be given to individuals with 
experience in accounting or law, or to Club Past-Presidents.   
The DG shall establish the responsibilities of the District Finance Committee with the objective of 
ensuring the overall financial health of the District.   These  responsibilities may include:  
  
1. Supervision of the District Fund. 
2. Reviewing the per capita levy and district administrative expenses.   
3. Review and preparation of the district budget. 
4. Maintaining records of income and expense. 
5. Preparation of annual financial reports to be presented at the District Assembly.   
6. Ensuring that service clubs adhere to State and Federal filing requirements. 
7. Identification and management of financial risks to the District. 

 

Meetings 

1. The DG will designate a Chairman to preside over regular meetings of the committee. 
2. Meetings shall be scheduled by the Chairman at regular intervals not to exceed ninety days. 
3. The Chairman has responsibility for ensuring minutes are recorded at each meeting, and are 

disseminated to committee members prior to the next meeting.   
4. The Treasurer is responsible for the preparation of updated financial statements and budget status 

and to disseminate these statements to committee members prior to the next meeting. 
5. The status of district funds relative to the budget will be reviewed at each meeting of the finance 

committee.   Any transactions exceeding $10,000 are to be reviewed by the finance committee.   
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Sources of Revenue 

The primary sources of District revenue are: 
1. Dues (annual levy:) Dues from Clubs in the District will be collected based on a per capita amount 

approved by the District Clubs in accordance with the Rotary International Bylaws 15.060.2. 
2. Rotary International Allocations: Rotary International may provide funds for specific purposes. 
3. Investments: The District may earn income from the investment of reserve funds. 
4. Contributions: The District may receive contributions, donations, grants, or bequests from clubs or 

individuals for designated or general purposes.   The DG may also contribute unspent funds from 
certain allowances provided by Rotary International. 

Types of Funds 

The District shall maintain a separate record and accounting for each of the following categories of 
funds.  The DG and the District Finance Committee have a responsibility to oversee all types of funds. 
 
1. District Fund 
2. Separate Purpose Funds 
3. Special Project Funds 

District Fund 

The purpose of the District Fund is for the administration and development of Rotary.   The District Fund 
will conform to requirements as forth in Rotary International Bylaws 15.060 and ensures that: 
1. per capita levy approval is sought at the District Assembly following presentation of a budget. 
2. funds are not under the control of a single individual. 
3. an annual statement of income and expenditure is presented to the District Conference as well as to 

the Clubs. 

Operation of the District Fund 

The District Finance Committee shall review and study the necessary expenses of district administration.   
Cooperating with the DG, the committee shall prepare a budget.   
 
The amount of any per capita levy on clubs for a district fund should be decided by the district assembly 
or the district presidents-elect training seminar, after the approval of three-fourths of the incoming 
presidents present; or by the district conference by a majority of the electors present and voting.   Where 
a president-elect is excused from attending the district assembly or the district presidents-elect training 
seminar in accordance with article 10, section 5 of the Standard Rotary Club Constitution, the designated 
representative of the president-elect is entitled to vote in place of the president-elect.  All clubs in the 
district must pay the per capita levy.   Once the RI Board receives certification from the DG that a club 
has failed to pay the levy for more than six months, it may suspend RI services to the club while the levy 
remains unpaid, provided that the district fund has been operated as herein provided.  Any club that fails 
to pay its approved contributions to the district fund may have its membership in RI suspended or 
terminated by the RI Board.   
 
¢ƘŜ ǘǊŜŀǎǳǊŜǊ ǎƘŀƭƭ ƪŜŜǇ ǇǊƻǇŜǊ ǊŜŎƻǊŘǎ ƻŦ ǘƘŜ ŦǳƴŘΩǎ ƛƴŎƻƳŜ ŀƴŘ ŜȄǇŜƴŘƛǘǳǊŜǎ.   The fund shall be held in 
a bank account in the name of the district and be supervised by the DG jointly with another member of 
the district finance committee, preferably the treasurer when available.   The DG must supply an annual 
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statement and report of the district finances that has been independently reviewed by a qualified 
accountant,  together with a report of the district finance committee, to each club in the district within 
three months of completion of the DGΩǎ ȅŜŀǊ ƻŦ ǎŜǊǾƛŎŜ.   This annual statement and report shall include 
but not be limited to the following details: 
 

1.  !ƭƭ ǎƻǳǊŎŜǎ ƻŦ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŦǳƴŘǎ όwLΣ ¢ƘŜ wƻǘŀǊȅ CƻǳƴŘŀǘƛƻƴΣ ŘƛǎǘǊƛŎǘΣ ŀƴŘ Ŏƭǳōύ 
2.  All funds received by or on behalf of the district from fundraising activities 
3.  Grants received from The Rotary Foundation or Rotary Foundation funds designated by the 

district for use 
4.  All financial transactions of district committees 
5.  All financial transactions of the DG by or on behalf of the district 
6.  !ƭƭ ŜȄǇŜƴŘƛǘǳǊŜǎ ƻŦ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŦǳƴŘǎ 
7.  All funds received by the DG from RI 

 
The annual statement and report must be presented for discussion and adoption at the next district 
meeting to which all clubs are entitled to send a representative and for which 30 days notice has been 
given that the statement and report of district finances will be presented for discussion and adoption.   If 
no such district meeting is held, the statement and report shall be presented for discussion and adoption 
at the next district conference.   
The district (by majority of votes at the district conference or through ballot by mail) may implement the 
operation of the district fund in another manner, provided it meets the requirements noted above for 
establishing a district fund.    In the absence of any decision of the district, the manner of operation of the 
district fund as mentioned above will apply.   
 

Separate Purpose Funds 

Separate purpose funds may be established upon approval of the DG.   Separate purpose funds shall be 
used to further district purposes and are the property of the District.   All separate purpose funds are 
reviewed and re-authorized annually by the DG.   Where funds are raised for a specific purpose a budget 
of revenues and expenditure shall be prepared and submitted to the DG and the District Finance 
Committee for approval.   A separate accounting within the district fund is required for such funds.   
Separate purpose funds will be shown as separate items in statements submitted at the District Assembly 
or District Conference.   The chairman of each separate purpose committee is required to: 
 

1. submit a budget of income and expense for the upcoming fiscal year to the District Office (for 
delivery to the DGE and District Finance Committee) by May 31st.   

2. submit reconciled monthly bank statements to the District Office within 20 days after the end of 
each month. 

3. submit quarterly income statements and balance sheets to the District Office within 20 days after 
the end of each quarter. 

4. submit year-end income statement with balance sheet within 31 days after the end of the fiscal 
year. 
 

Separate purpose funds currently authorized are: 
1. Summer Camp Fund 
2. MusiCamp Fund 
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3. RYLA  Fund 
4. LEAD Fund 
5. Model UN and Pathways to Peace Fund 
6. District Council Fund 
7. PETCO Park Flag Court Fund 
8. International Assembly Host Hospitality 
9. 4 Way Test Speech Contest 
10. District Youth Exchange 

 
In addition to the foregoing, the District Youth Exchange Committee shall prepare and distribute a report 
to the DG, the District Finance Committee, and to all parents or guardians of outbound students, an 
itemized budget showing how funds paid to Youth Exchange are to be used.   Copies of invoices should 
also be provided to the sending Rotary club.   

Special Project Funds 

A special project fund may be recommended, approved, modified or terminated at the discretion of the 
DG in consultation with the District Finance Committee.   Clubs of the District will only be solicited for 
contributions to a special project fund with the specific approval of the DG.  A separate accounting within 
the district fund is required for such funds.   Special project funds will be shown as separate items in 
statements submitted at the District Assembly or District Conference.    

Financial Compliance 

The DG shall supply an annual income statement and year-end balance sheet that has been 
independently reviewed by either a qualified accountant or the District Audit Committee together with 
any reports issued by the District Finance Committee to each Club in the District within three months of 
completion of the DGΩǎ ȅŜŀǊ ƻŦ ǎŜǊǾƛŎŜ.   These financial statements shall be presented for approval at the 
next District Conference. 
 
The DG and Treasurer are responsible for accurate and timely filing of all State and Federal tax forms.   
Copies of all returns shall be retained by the District Office and provided to the DG and DGE.   
 
Individual Rotary Clubs are responsible for determining which forms, taxes, licenses, etc.  that each must 
file or obtain to be in compliance with local, State and Federal laws.   The District Finance Committee 
shall relay information to Clubs from time to time as advisories are received from RI or from tax 
authorities.    
 
1. Clubs are responsible for reporting fundraising results to State and Federal authorities, as 

appropriate.   
2. The District supports transparent financial practices among Rotary Clubs with clear oversight by Club 

Officers and Directors.   
3. The District desires clear communication on financial matters among the DG, Clubs, and their 

respective financial contacts at Rotary International.   
4. District Finance Committee members may work with Clubs and the District to further the 

understanding of financial reporting and stewardship of responsibilities.   This includes knowledge of 
laws pertaining to tax codes, prohibition of certain activities, and third-party reviews or audits of 
financial records. 
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Budget Procedures 

Cooperating with the District Finance Committee, the DGE shall prepare a budget of revenues and 
expenditures for the annual period from 1 July to 30 June.    This budget shall be submitted to the Clubs 
at least four weeks before the District Assembly and approved at a meeting of the incoming Club 
Presidents at the District Assembly.   The amount of any per capita levy on Clubs for a District Fund shall 
be approved in accordance with the RI Bylaws.  The budget preparation will consider the following: 

Purpose 

Consideration in determining the budget shall be given to setting a proper and adequate amount for the 
mandatory district levy (per capita assessment).   Clubs shall be fully informed as to how the funds are to 
be expended.   

Committee Submission 

The DGE will develop and publish district goals and objectives.   Based on these goals, each committee 
chair will submit a recommended budget to the DGE for the activities of that committee. 

Budget Preparation 

With district officers, committee chairs, and finance committee input, the DGE will prepare a proposed 
budget.      

Budget Approval 

The recommended budget, including the annual levy (dues), will be presented and discussed with all Club 
Presidents-Elect at PETS and District Assembly.   Following consideration by the Clubs, the proposed 
budget, including any change will be considered at the District Assembly and submitted to a vote of the 
Club Presidents-Elect.  A 75% majority of the Club Presidents-Elect present and voting is necessary for 
approval of the budget and annual dues.   

Receipt, Deposit, Expenditure  

Receipt and Deposit 

Funds received by the District shall be deposited in federally insured accounts at financial institutions in 
such a manner as to clearly indicate that the funds are the property of District 5340.   Investment of 
surplus funds shall be restricted to insured deposits or obligations of the U.S.  Treasury registered in the 
name of District 5340, to which access may be gained only by authorized signing officers.   

Management and Expenditures 

1. The policy determining acceptable expenditures of district funds shall be defined by a set of 
guidelines established by the finance committee. 

2. Check writing signatories will be the DG and another member of the finance committee, preferably 
the Treasurer. 

  



 

D5340 DLP ɀ 7/ 1/2011 Page 42 

Insurance 

General liability and directors & officers/employment practices liability insurance for Clubs and Districts 
in the United States and its territories and possessions is mandatory and provided through RI.  Each Club 
is assessed an amount sufficient to fund the insurance overages and related administrative expenses.  A 
brief description of the insurance coverage is included the appendix. 

Risk Management 

ω It is a policy of Rotary District 5340 to implement a formal process of examination, assessment 
and management of risks associated with Rotary activities. 

ω It is the Policy of Rotary District 5340 to offer and strongly recommend the adoption by Rotary 
Clubs of a Risk Management assessment for Club Projects and Activities. 

ω The Finance Committee is responsible for ensuring that risks to the long term financial health of 
the District are identified and managed.  Among the risks are: financial impairment, physical 
damage, personal injury, medical injury, reputational injury, etc.   

ω The Finance committee is to recommend to the DG the appointment of a District Risk 
Management Committee.  This committee is charged with risk identification, management, 
transfer and mitigation of District Risks and the encouragement of parallel Club Risk 
Management committees.    

 

See Appendix C for additional information on Risk Management 
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9. DISTRICT MEETINGS 

Information and Fellowship Events 

District Conference 

A 2-3 day annual meeting of club presidents and District Rotarians to inspire greater involvement in 
service, to share a vision of Rotary beyond the club level, provide opportunities to interact with Rotary 
leaders, and enjoy a memorable fellowship experience. 

District Councils/Regional Council 

A periodic lunch or dinner event for Rotarians that provides information about some aspect of Rotary,  
provides opportunities to interact with District leaders, and enjoy a memorable fellowship experience. 

District Rotary Foundation Gala (Paul Harris Dinner) 

A celebratory dinner usually held in November (and sometimes in conjunction with a District 
Conference).   

International Host Hospitality 

Every January 535 DGs from around the world attend a training meeting in San Diego.  Dinners and 
other fun events are organized to make them feel welcome.  District Rotarians and clubs are 
encouraged to participate. 

District Reception at Rotary International Convention 

This reception is held for District 5340 who attend the Rotary international Convention.   

 

Youth Events 

Model UN 

Rotary Model UN is a 2 day simulation of the UN General Assembly, with "ambassadors" debating 
real life motions and crises.  Students are trained in conflict resolution, critical and analytical thinking, 
and presentation skills.  It exposes students to different cultures and political ideologies and helps 
them develop a more balanced, objective world view.  Students are from a wide variety of San Diego 
and Imperial County high schools, both public and private, and range from freshmen to seniors. 

Rotary Youth Leadership Awards (RYLA) 

Rotary Youth Leadership Awards (RYLA) is an international program that was created by Rotary 
International to encourage strong leadership in youth.  Young people chosen for their leadership 
potential attend an all-expenses-paid camp to develop and enhance leadership skills through activities 
conducted in an atmosphere of trust and respect.  RYLA began in Rotary District 5340 in 1972 with 
100 participants and has since grown to include more than 300 participants annually.  Outstanding 
student leaders are chosen each year to participate in a three day leadership camp. 
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Leadership, Ethics and Determination (LEAD) 

The LEAD conference is a weekend mountain camp experience designed to help 8th grade students 
improve leadership skills, incorporate ethical behavior in their everyday lives, and develop a positive 
attitude. 

Interact Symposium 

The purpose of the Symposium is to provide participating Interactors, faculty advisors, Rotary liaisons 
and other junior Rotary club members, with valuable information that will enable them to build and 
maintain successful Interact and other junior Rotary clubs.  It is organized around three primary 
components: Speakers, Workshops, and Fellowship.  Keynote speakers from Rotary International 
and/or the participating Rotary districts will address the Symposium participants on topics of interest 
to high school students.  The topics will reflect the international nature of the programs of Rotary. 

Training  and Planning Events 

Assistant Governor Training 

This half-day leadership training seminar is conducted by the District Trainer, the Chief Assistant 
Governor, and the DGE.  Attendees include all the Assistant Governors that will serve during the DGEΩǎ 
year.  

District Planning 

Two planning meetings are held each year ς one in the spring and one in the fall for District leadership 
team.  The spring meeting looks forward to the upcoming year; the fall meeting seeks to fine-tune 
action plans, as necessary.  

PETS and Pre-PETS (President-Elect Training Seminar) 

The purpose of this two and-a-half-day seminar held in Los Angeles during February is to prepare 
incoming club presidents for their role.  PETS participants include the DGE, the district trainer, and all 
incoming club presidents in the district.  Pre-Pets is a half day meeting in late January designed to help 
President-Elects get the most out of their PETS  training. 

District Assembly 

The purpose of this seminar, usually held in March is to prepare incoming Rotary club leaders for their 
roles.  Key participants in the district assembly are club presidents-elect and the members of Rotary 
clubs assigned by the club president-elect to serve in key leadership roles in the upcoming Rotary year.  
Clubs often invite other members to participate.  Clubs that have Executive Secretaries should consider 
inviting them to participate. 

Each district officer, director and committee chair for the next Rotary year will attend the district 
assembly.   

The president-elect shall attend the district assembly unless excused by the DGE.   

Grants Management Seminar 

The purpose of this seminar is to help clubs understand how to manage a Rotary Foundation grant 
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and qualify clubs to receive Rotary Foundation grant funds.  Subjects covered typically include, 
creating a project, applying for a grant, project implementation, and qualification.   Participants in the 
district grant management seminar include the club presidents-elect and  club-designated members 
from each club seeking qualification. 

Foundation Seminar 

The purpose of this seminar is to educate Rotarians about Foundation programs and motivate them to 
be strong participants and advocates of the Foundation.  It is the primary means of increasing 
awareness of The Rotary Foundation at the club level.  It provides updates on changes in Foundation 
programs, outlines goals for the year, recognizes individuals and clubs  for outstanding contributions to 
the Foundation and answer questions about Foundation programs and activities 

Membership Seminar 

The purpose of this half-day seminar (which may be held during District Assembly) is to develop club and 
district leaders who have the necessary skills, knowledge, and motivation to support the clubs in the 
district to sustain or increase the membership base.  Among the subjects covered are:  importance of 
membership, retention, recruitment and organizing new clubs.   

Leadership and Development Academy 

The Academy is a comprehensive 8 month study with 4 class sessions.  It is a program of Rotary 
information, designed to develop those who wish to better serve as leaders and service providers within 
the district and local club.  Courses start in September of each Rotary year.   

District-wide Projects 

Rotarians at Work 

άRotarians at Workέ Day happens on the last Saturday in April each year, Clubs around the world 
identify a hands-on project that all members can participate in to help their local community.  All 61 
Clubs within our District work on one or more hand-on projects in their community.   
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10. DISTRICT ELECTIONS 

Election procedures in District 5340 follow Article 13 of the RI Bylaws as described in the current Manual 
of Procedure. 

District Nominating Committee 

District 5340 has adopted the nominating committee procedure as described in the MOP.  The sitting DG 
shall convene the meetings.  The immediate PDG shall chair the nominating committee.   The nominating 
committee shall be composed of the DG, DGE, DGN, the three immediate PDGs (including the chair), and 
up to two additional members appointed by the sitting DG who are PDGs.  Committee members shall be 
elected by a majority of club electors present and voting at a district conference.   If a vacancy occurs 
after the district conference, the DG can appoint a PDG to fill the open slot.   

The DG shall issue, or cause to be issued, in the name of the nominating committee, an announcement 
inviting any club which desires to do so to submit its suggestion for consideration.  In order to receive 
such consideration, such suggestion must reach the nominating committee before a date to be 
determined and announced by the DG.  Such announcement by the DG shall be made to the clubs in the 
district at least two months prior to the cut-off date and include the address to which suggestions shall 
be sent.  The suggestions shall be submitted in the form of a resolution adopted at a regular board 
meeting of the club naming the suggested candidate and properly certified by the club secretary. 

Please see Appendix F ς Guidelines for District Elections 

Selection of DG 

1. The nominating committee for DG shall be charged with the duty to seek out and propose the best 
available candidate for DGN.  This committee must select the nominee for DG not more than 36 
months, but no less than 24 months, prior to taking office. 

2. The nominee selection shall be in accord with the current RI MOP  and the RI bylaws.   
3.  In making a selection, the nominating committee for DG shall not be limited in its selection to those 

names received from the clubs in the district but shall nominate the best qualified Rotarian available 
to perform the functions of the office of DG.   

4. Upon making its selection, the nominating committee shall promptly notify the DG of the name and 
club of the candidate selected.  The DG shall then publish to the clubs of the district the name and 
club of that nominee. 

5. 72 hours after the adjournment of the nominating committee the DG will send an email to each club 
President and Secretary announcing the name of the DGN-Designate and the name of his/her Rotary 
club.     

6. Clubs have 14 days to file properly adopted resolutions proposing a challenging candidate.  (Special 
rules apply to clubs that have been in existence less than 1 year) 

7. The DG will notify all clubs within seven days (if a valid challenging nomination has been received).   
The notification will include the name and qualifications of each candidate and the names of the 
challenging and concurring clubs.    
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Selection of District Representative to Council on Legislation  

1. The nominating committee for district representative to the Rotary International Council on 
Legislation is constituted in accordance with the current Rotary International Manual of Procedure.    

2. In the Rotary year two years before each Council, the clubs in each district select a Rotarian to 
represent them at the Council.  These representatives are the voting members of the Council.  These 
representatives may be selected at the district conference, in a ballot-by-mail in certain approved 
circumstances, or by a nominating committee procedure.   An alternate is also chosen at that time to 
serve in case the representative cannot attend.  The representative and alternate representative of 
the clubs shall serve as district chairman and vice chairman.   

Selection of Nominating Committee Member for Zone Director 

1. Every two years it is the responsibility of the Rotarians in our district to select a member to the 
nominating committee for RI Director from Zone 26 (effective 7/1/2009 District 5340 is in this Rotary 
Zone).   The qualifications and procedures are as follows.    

2. The member and the alternate must be a PDG who is a member of a club in the zone and shall have 
attended at least two Rotary institutes and one convention in the past three years prior to serving on 
the committee.   No Rotarian who has served twice as a member of such committee shall be eligible 
for service again (see RI bylaws section 12.020.2.)  

3. Any club may nominate a qualified member where such member has indicated a willingness and 
ability to serve.   Such potential member must be able to attend a nominating committee meeting.   
The club shall certify such nomination in writing and certify the years the candidate attended 
institutes/conventions.   Such certification must include the signatures of the club president and 
secretary.   Such nomination shall be forwarded to the DG for presentation to the electors at the 
district conference.    

4. The candidate receiving the majority of the votes cast shall be the member of the nominating 
committee.   The candidate receiving the second highest number of votes shall be declared the 
alternate, and shall serve only in the event the member is unable to serve. 

5. No member, alternate member, or candidate for membership on a nominating committee, whether 
elected or not, nor any candidate who is elected and subsequently resigns from such committee, nor 
any spouse, child, or parent of any such person, shall be eligible to be nominated for the respective 
office in the year in which the committee serves.   
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11. DISTRICT POLICIES 

 Background 

 

District 5340 has made a series of decisions over time.  Some have been published and subsequently 
amended; others continue, embedded in tradition and precedent.   This DLP includes all known District 
5340 policies as Appendices to this document.  As future policies are developed they will be included in 
the DLP and published on the district website.   

 Amendments to the District Bylaws  

A proposed amendment to the district bylaws shall be submitted in writing by any club in the district to 
the district legislative committee for review at least sixty (60) days preceding the district conference 
during which it is to be considered.  Any amendment presented in compliance with the provision set forth 
shall be taken up and may be approved by a majority of the electors present at that district conference, 
provided it shall have been sent to the clubs for their information at least thirty (30) days before such 
conference.   

 Conflict of Interest 

Whenever a member of the district leadership, including the DG has a financial or personal interest in any 
matter coming before any district committee, the chair of that committee shall ensure that: 

1. The interest of the individual is fully disclosed to all members of the committee.   
2. No interested committee members may vote or lobby on this matter when such matter is voted 

upon.   
3. Any transaction in which a committee member has a financial or personal interest shall be duly 

approved by the members of the committee not so interested or connected as being in the best 
interests of the organization. 

4. Payments to the interested committee members shall be reasonable and shall not exceed fair 
market value.   

5. The minutes of meetings at which such votes are taken shall record such disclosure, abstention, 
and rationale for approval. 
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12.  DISTRICT RECORDS AND PROPERTY 

DG Records:  

The DG shall turn over any requested club records over to the DGE immediately following the end of the 
5DΩǎ ǘŜǊƳ.  The district administrator shall be the archivist of the district official records.    

Committee Records 

 Individual committees may maintain the district records with the permission of the DG.   When the chair 
of a committee maintaining their own records changes, all records and district property will be passed to 
the successor and a report will be made to the district administrator that this transfer has been 
completed. 

District Property 

The district administrator shall be responsible to maintain an inventory of all district equipment 
including, but not limited to, fax machines, computer software and office equipment.    

1. Each year an update on current custody will be entered into district records.   
2. Ensure that the van policy is being followed by Rotarians (see appendix G) 
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13. CLUB LEADERSHIP PLAN 

A required component of the DLP is a defined plan for assisting clubs in the implementation of a 
corresponding club leadership plan (CLP).  The district CLP implementation plan is: 

1. Assist clubs develop a strategic vision by conducting individual club workshops.  This is the first step in 
implementing the Club Leadership Plan 

2. Follow-up with those clubs that have developed this vision to determine if they need assistance in 
implementing CLP 

3. Promote CLP at district training sessions such as Pre-Pets, PETS, district assembly, etc.   
4. Require AGs to discuss CLP with club presidents during regularly scheduled visits.   

To implement the Club Leadership Plan in their own club, current, incoming, and past club leaders should 

¶ Develop a long-range plan that addresses the elements of an effective club  

¶ {Ŝǘ ŀƴƴǳŀƭ Ǝƻŀƭǎ ǳǎƛƴƎ ǘƘŜ tƭŀƴƴƛƴƎ DǳƛŘŜ ŦƻǊ 9ŦŦŜŎǘƛǾŜ wƻǘŀǊȅ /ƭǳōǎ ƛƴ ƘŀǊƳƻƴȅ ǿƛǘƘ ŀ ŎƭǳōΩǎ 
long-range plan  

¶ Conduct club assemblies that involve members in the planning process and keep them informed 
of the activities of Rotary  

¶ Ensure clear communication between the club president, board, committee chairs, club 
members, DG, AGs, and district committees 

¶ Provide for continuity in leadership, including the concept of succession planning to ensure 
development of future leaders 

¶ Amend bylaws to reflect the club committee structure and roles and responsibilities of club 
leaders 

¶ Provide opportunities to increase fellowship among members of the club 

¶ Ensure that every member is active in a club project or function 

¶ Develop and implement a comprehensive training plan that ensures:  
1. Club Committee Chairs and Club leaders attend district assembly before serving as chair 
2. Orientation is consistently and regularly provided for new members. 
3. Ongoing educational opportunities are available for current members. 
4. A leadership skills development program is available for all members. 

Club leaders should implement a Club Leadership Plan.  The club should review its plan annually 
(MOP 2010 pg 5). 
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14. APPENDICES 

 

A. District By Laws (Approved May 2009) 
B. Emergency Communication Plan 
C. Risk Management 
D. Event Subsidy Policy 
E. Youth Protection Policy 
F. Guidelines for District Elections 
G.  District Van Usage Policy 
H. Insurance Coverage for Directors and Officers & General Liability 
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Appendix A ς District Bylaws (October 2010) 

 

 

http://www.rotary5340.org/news/pdf/news29 -1.pdf  

http://www.rotary5340.org/news/pdf/news29-1.pdf


 

D5340 DLP ɀ 7/ 1/2011 Page 53 

Appendix B ς Emergency Communication Plan  

The DG announces implementation of the Emergency Communication Plan to the Chief of Staff, chief 
assistant governor, Family of Rotary chair and AGs via email.   A call also goes out to the chief assistant 
governor.   The chief assistant governor calls each AG as a backup plan in case email is not working. 

Assistant governors contact club presidents via phone call and email within 24 hours.   If it is too early to 
gather sufficient information, they make contact again within 48 hours. 

The assistant governors then compile the information and call the DG with information about affected 
clubs.   The AGs also send an email to the DG, copying the Chief of Staff, the chief assistant governor, and 
the Family of Rotary chair. 

The district administrator will provide the Chief of Staff with any supplementary information that they 
receive during the event. 

The DG also contacts the RI zone director to inform them of the situation.    

The DG calls affected club presidents. 

The DG issues a memo to the district within 48 hours of implementation.   The purpose of this memo is to 
make people aware that work is being done.   It may include an official position on how assistance can be 
provided to those in need (if that is known at this early stage). 

The chief assistant governor compiles a complete list of affected clubs and members, if appropriate.   This 
information is then shared with the DG, Chief of Staff, and the Family of Rotary chair. 

The assistant governors visit their affected clubs as soon after the event as possible.   The DG will try to 
visit as many affected clubs as possible. 

The DG issues a summary newsletter to the district at the conclusion of the event.   This action will close 
out the Emergency Communication Plan. 
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Appendix C ς Risk Management 

The objective of this section is to provide risk management guidelines. 

{ƛƴŎŜ wƻǘŀǊȅΩǎ ƛƴŎŜǇǘƛƻƴ wƻǘŀǊƛŀƴǎ ƘŀǾŜ ōŜŜƴ ƛƴǾƻƭǾŜŘ ƛƴ ǘƘƻǳǎŀƴŘǎ ƻŦ ǎǳŎŎŜǎǎŦǳƭ ǇǊƻƧŜŎǘǎ ǿƛǘƘ ƳƛƴƛƳŀƭ 
negative results or negative feedback.  We are involved in activities worldwide with very positive results 
for the community, Rotary and Rotarians.  However, we are living in a world that perceives the need for 
more accountability.  Thus, there is a need for audit trails of the decision making processes, particularly 
where there are risks, real or perceived. 

 District Committees and Rotary clubs with a risk management strategy can better manage their projects 
and activities.  They can be more comfortable that they have done their best to avoid, mitigate and/or 
manage risks and know that there is an audit trail proving this.  Members can be organizers and 
participants in projects and activities knowing that the likelihood of being involved in claims of any 
nature is minimal. 

¶ Rotary is committed to providing a safe and secure club environment that enhances the achievement 
of The Object of Rotary.   

¶ wƛǎƪ ƳŀƴŀƎŜƳŜƴǘ ƛǎ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ ŀƴŀƭȅȊƛƴƎ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŜȄǇƻǎǳǊŜ ǘƻ Ǌƛǎƪ ƻǊ ƭƻǎǎ ŀƴŘ ǘŀƪƛƴƎ 
steps to minimize those potential (or real) losses to levels acceptable to the organization. 
 

Policy for District 5340 Committees 
1. It is a policy of Rotary District 5340 to implement a formal process of examination, assessment 

and management of risks associated with Rotary activities.   
2. It is the Policy of Rotary District 5340 to offer and strongly recommend the adoption by Rotary 

Clubs of this Risk Management Procedure for Club Projects and Activities.   
 

Policy Objectives 

¶ To minimize the exposure of any person to personal and financial losses as a result of being involved 
in Rotary Activities. 

¶ To provide Rotary Members with an appropriate Risk management tool. 

¶ To protect and enhance the good name of Rotary throughout the community. 

¶ To ensure that Rotary Activities comply with the legal obligations imposed on such organizations by 
Government regulations. 

¶ To ensure that Rotary Activities comply with the Objects Policies and Procedures of Rotary 
International. 

 

There are three drivers for risk management: 

1. Reputation - all projects taken on by Rotary must enhance and continue Rotary's good name and high 
standing in the community. 

2. Cost - unless risks are mitigated (and demonstrably so), the cost of liability insurance premiums will 
continue to rise which will result in increased costs to members.  In the extreme, suitable insurance 
may not be available at all. 

3. Compliance with Health, Hygiene and Safety regulations at Local, State and Federal Government 
levels. 
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Risk management demonstrates to the community that Rotary is a professional organization that values 
the safety and security of all involved in a project.  Risk management demonstrates to insurers and 
others that Rotary is conscious of the need to manage its affairs in a responsible manner with the 
ultimate aim of being a responsible and desirable client.  Risk management demonstrates to government 
that Rotary is a reliable and responsible organization when seeking permits. 

1.  Risk Identification: What can go wrong? 
o List each part of the project. 
o Don't assume anything. 
o Don't omit any potential risk 

2.  Risk Assessment: 
o How likely is it? Would it be serious? 
o Likelihood? Low, medium, high. 
o Seriousness? Nil, slight harm, death. 

The combination of these, leads to your plan 

3.Develop the Plan: 
o What should be done about the risks? 
o Training, barriers, signs, covers etc. 
o Give it to an expert to look after, perhaps.   

If necessary, leave it out altogether! 

4.Implement the Plan: 
o Manage the risks 
o Disseminate the plan. 
o Order the gear, assign roles etc. 
o Train volunteers as required in plan. 

5.Monitoring: 
o Check to ensure the plan is carried out 
o Check to see all staff are in attendance. 
o Check to see all measures are in place. 
o Review the plan after the event, for future refinement and/or improvement. 

 
A Risk Management Form is included in this section. 

This form is a tool, allowing the Club or Committee to identify, assess and address risks associated with 
each project undertaken.  Review comments should be included on the form after the project is 
completed so as to inform organizers of a similar project in the future. 

Risk Management Officer 

Clubs and Committees should assign the task of risk management to a particular person or to a small 
committee.  As the task is to be carried out for each project, it is advisable to have a trained person or 
committee carry out this function because a trained person can often provide a new insight into project 
planning.   

o Accident/Incident Reports 
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Details of accidents/incidents that have occurred at Rotary events should be recorded in writing and/or 
photography.  Layman's language may be used (technical terms not required) including details of any 
witnesses and their contacts.  Witness written statements should be attached.  Record any use of medical 
staff, ambulance or hospitalization.  Finally, detail any reports made to/or requested by outside 
authorities.   

o Record Keeping 
 

Risk Management documents prepared by Rotary Clubs and District Committees must be filed and stored 
securely after use.   RM documents for District Committees are to be made available for perusal by the 
DG (or delegate) or the District Insurance Officer at any time. 

o Insurance  
 

Please check with the District 5340 office for any questions.  In general terms, Rotary activities include 
activities such as meal meetings, BBQs, international and community projects and fund raising.   

A description of the General Liability Insurance Program is available at this link: 
http://www.rotary.org/RIdocuments/en_pdf/gli_program_summary.pdf 

A Description of the Directors and Officers Insurance is available at this link: 
http://www.rotary.org/RIdocuments/en_pdf/insurance_directors_officers_epl_summary_en.pdf 

Classification of Risks 

¢ƘŜǊŜ ŀǊŜ ŀ ƴǳƳōŜǊ ƻŦ άǊƛǎƪǎέ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ wƻǘŀǊȅΩǎ ŀŎǘƛǾƛǘƛŜǎ ǎƻƳŜ ƻŦ ǿƘƛŎƘ ŀǊŜΥ 

¶ The risk that Rotary might injure someone, damage property or incur a liability through actual or 
perceived negligence (lack of due care) on the part of a Rotary Club, Rotary District or Rotary 
organization or its members.  Some but not all of this risk may be covered by the District Insurance 
Policy. 

¶ The risk that a particular project does not achieve its desired goal-or worse, that money is actually 
lost on the venture - sometimes called business or opportunity risk. 

¶ The risk of personal injury or sickness for one or more of its members or associates whilst in Rotary 
service locally or elsewhere.   

¶ ¢ƘŜ Ǌƛǎƪ ƻŦ ŘŀƳŀƎŜ ǘƻ wƻǘŀǊȅΩǎ ǊŜǇǳǘŀǘƛƻƴ ŀƴŘ ƭƻǎǎ ƻŦ ƎƻƻŘǿƛƭƭ ŦǊƻƳ ǘƘŜ ǇǳōƭƛŎ ŀǘ ƭŀǊƎŜΦ 
 

άwƛǎƪέ Ŏŀƴ ōŜ best managed by the proper use of a formal risk management procedure. 

Acceptable Risk 

The level of acceptable risk will vary from activity to activity and from person to person.  In general 
however Rotary and Rotary members should not accept any risk that is greater than that acceptable to 
that individual in normal life.   

If you have any doubts, go with caution and seek the advice of others. 

http://www.rotary.org/RIdocuments/en_pdf/gli_program_summary.pdf
http://www.rotary.org/RIdocuments/en_pdf/insurance_directors_officers_epl_summary_en.pdf
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Clubs will set minimum criteria for their activities based on their assessments of the risks.  For some Club 
level activities, Districts may recommend certain levels of risk acceptance, but final decisions are made at 
Club Board level. 

Responsibility for Managing Risk 

The responsibility for managing risk ultimately rests with the chief executive of the organization.  In 
Rotary District 5340 that responsibility can lie in two areas.  For District Activities it is the DG.  For Club 
Activities it is the Club President.   The club President should seek assistance from their Legal Advisor.  
The District does not have responsibility for Club-Level Risk Management.  The District strongly 
recommends that the ClubΩs Risk Manager be a Board position and that this responsibility be assumed 
by the President-Elect.    

Where more than one club is involved one president must take overall responsibility.  At Club level the 
President may delegate risk management responsibilities to any member within the Club; however there 
is an expectation that a board member will be appointed to fulfill this role each year. 

EXAMPLES 

¶ Example of a District Risk: 

o Risk Identification : District Conference could lose money 

o Management: Who is authorized to commit and spend District funds? What are the limits 
of the authorization? For what purposes? With whom do they have to clear expenditures?  

o Transfer: Can some of the risk of loss be assumed by the service providers? Hotels, food 
suppliers?   

o Mitigation: Appoint an event planning sub-committee shall be staffed by people with 
expertise in arranging for and managing major events.   Among the experiences and skills 
will be: event planning, contract review, etc.  The event chairs and event committees will 
continue to do the detailed work of planning and producing specific events, but this sub-
committee would serve as consultants.   

¶ Example of Club Risk: 

o Risk Identification: Club wishes to take Interact students to Mexico.  What are all the 
potential risks? 

o Who is responsible for physical injuries, kidnapping, etc? Bad behavior on the part of 
children or adults? Damage to Vehicles or property?  

o Management: Who is in charge? Who have they discussed this with? 

o Transfer: Can risk be transferred through insurance? Mexican vehicle insurance? School 
health care?  

o Mitigation: Have the adults gone through youth training? Are parents going to 
accompanying the children?  
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RISK MANAGEMENT FORM 

 

ROTARY CLUB___________________________________________ 

 

1. Describe the activity / project being undertaken. 

2. Detail the people participating in the activity/project (does it involve non Rotarians, members of the 
public or other organizations?). 

3. Have you required the other organizations, group or persons taking part in the activity to provide 
their own Liability Insurance? (Other organizations or groups should have their own Liability 
Insurance.  Non Rotarians should have their own coverage or at least be made aware that they are 
not covered under Rotary Coverage unless specifically noted)   Please specify details 

4. Have you been asked by any other organization or person to indemnify them as a third party under 
the Rotary Insurance for the activity? (If yes, refer to the District Office for advice before entering into 
any agreement.) 

5. Describe the potential hazards (or dangers to the general public and persons working on project). 

6. Have there been prior incidents / accidents on this typŜ ƻŦ ǇǊƻƧŜŎǘΚ  LŦ ά¸9{έ ǇƭŜŀǎŜ ǇǊƻǾƛŘŜ 
information regarding when, how, and results. 

7. What steps can be taken to:  

a. remove or eliminate the hazard or danger; 

b. isolate the source of the hazard or danger; 

c. reduce the likelihood of it happening; 

d. reduce the seriousness of the impact if it does happen. 

 

INSURANCE- RELATED QUESTIONS CAN BE ADDRESSED WITH THE DISTRICT OFFICE IN ORDER TO 
OBTAIN PRIOR AGREEMENT FROM THE INSURER.   

 

5hbΩ¢ !{{¦a9 ¸h¦ !w9 Lb{¦w95.   OBTAIN CONFIRMATION IN ADVANCE!!! 

  



 

D5340 DLP ɀ 7/ 1/2011 Page 59 

Appendix D - Event Subsidy Policy 

 

    District Sponsored Program   District Pays 
 
Subsidies:  Scholars (See note #6)    Full 
   Foundation ς Peace Scholars (See note #7)  Full 

Model UN       Full 
    

Club Sponsored Program    Club Pays 
   
When meals are involved, Club to pay actual cost of meal.  (Food, Gratuity, tax) 
 

Rotaract      Full 
Interact      Full  
Youth Exchange     Full  
District Events:Foundation Seminar  Registration Fee 
Paul Harris Dinner    Dinner Fee 
District Conference    Registration 
      Housing 
      Meals 
      Transportation 
District Council    Dinner Fee 
District Assembly    Registration 
 
 
 
 
 
 
 

Revised 4/6/04 
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Appendix E ς Youth Protection Policy 

 

The District Youth Protection Policy is posted on the District 5340 web site and can be accessed at the 
following link: 

 

http://www.rotary5340.org/youth/index.html  

  

http://www.rotary5340.org/youth/index.html
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Appendix F ς Guidelines for District Elections 

A fundamental principle of Rotary is that the best qualified candidate should be selected for service in 
elective offices.   ¢ƘŜ wL .ȅƭŀǿǎ ǇǊƻƘƛōƛǘ ŀƴȅ ŜŦŦƻǊǘ ōȅ ŀ ŎŀƴŘƛŘŀǘŜΣ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǎǳǇǇƻǊǘŜǊΣ ƻǊ ŀƴȅ 
Rotarian to influence the selection process in a positive or negative manner, including but not limited to 
campaigning or canvassing.   The RI Board developed these guidelines to assist Rotarians in better 
understanding election procedures: 

For All Rotarians 

wŜǾƛŜǿ ŀƴŘ ŎƻƳǇƭȅ ǿƛǘƘ wLΩǎ ŜƭŜŎǘƛƻƴ ƎǳƛŘŜƭƛƴŜǎ ŀǎ ŜȄǇƭŀƛƴŜŘ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŘƻŎǳƳŜƴǘǎΥ 

1. RI Bylaws Articles 10, 12 and 13  

2. http://www.rotary.org/RIdocuments/en_pdf/bylaws_ri.pdf 

3. Rotary Code of Policies:  17.040, 19.030, 26.100 

4. http://www.rotary.org/RIdocuments/en_pdf/code_ri_current.pdf 

5. Avoid any actions designed to gain visibility, publicize candidate names and achievements, or 
give anyone an unfair advantage over another. 

 

Especially for Candidates. 

Any Rotarian who engages in campaigning or canvassing for elective office in RI may be subject to 
disqualification from election to the office sought; therefore the following guidance must be followed. 

¶ Immediately express disapproval in writing of any campaigning activities undertaken on your 
behalf, asking for actions to cease. 

¶ Do not respond in a similar manƴŜǊ ǘƻ ŀƴƻǘƘŜǊ ŎŀƴŘƛŘŀǘŜΩǎ ƛƳǇǊƻǇŜǊ ŀŎǘƛǾƛǘƛŜǎ.    

¶ Do not communicate with or visit clubs involved in the election, except to fulfill necessary 
functions.   If there are any concerns that a current assignment or a new assignment may give an 
appearance of campaigning, consult with the DG.   Routine performance of assigned activities is 
ƴƻǘ ŀ Ǿƛƻƭŀǘƛƻƴ ƻŦ wƻǘŀǊȅΩǎ ŜƭŜŎǘƛƻƴ ǇƻƭƛŎƛŜǎΦ 

http://www.rotary.org/RIdocuments/en_pdf/bylaws_ri.pdf
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Appendix G - District 5340 VAN Policy 

The District 5340 van is provided at no cost to the district by Rotarian Jim Hughes.   This policy is 
established by the district leadership to insure appreciation and respect for the continued use of this 
generous gift. 

POLICY: 

1. Van may be used for Rotary events only.    
2. Van will be ready for use, Clean, inside and out, and full of gas. 
3. Van to be returned in same condition.  (Look under Seats & Side pockets for trash) 
4. To return Van, park legally on Hortensia Street.   (Wheels to be turned into the curb)   Never drive van 

into or out of the parking garage.        
5. (Keys are to be left in Cup holder-center console, out of sight, Van to be locked.) 
6. Drivers shall be between 25 and 75 years of age. 
7. Seats are not to be removed or trailer used without permission of Dale Bailey or Jim Hughes. 
8. If van is to travel to Mexico, co-pay of $20 per day is required for Mexican Insurance. 
9. Van is not to be used to haul any type of materials, it is a passenger van. 
10. Rotarians and/or Rotary Clubs are responsible for damage incurred during use.   
11. Zero Tolerance.   If this policy is not followed, driver and group will be disqualified from using the van 

in the future. 
12. All damage, no matter how slight, will be the responsibility of the borrowing club. 
 

Questions, call Jim Hughes or Dale Bailey.  (In case of Emergency 619-990-5111) 

 

I ____________________________________have read and agree to this policy. 

 

Signed_____________________________________________ 

Group _____________________________________________ 

Date ______________________________ 

 

Return or FAX back to district office with signature.   (619) 299-3826 

 

Revised 8/10/08 
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Appendix H ς Insurance Coverages 
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