
INFORMATION FROM THE SECRETARY



District Secretary

Jane Pennington

0408 402 555

secretary@rotarydistrict9800.org.au



District Secretariat 

District Secretary/Public Officer Jane Pennington

Club Incorporation, MOP,
District Resolutions Officer PDG Dennis Shore



You are much more than just administration!!

You are the right hand to the President who will be relying 
on you during the next 12 months

You will make their job so much easier

You are the information traffic director 
within the Club

You are the archivist of Club records

Club Secretary
– the backbone of the Club



Club Incorporation, Manual of Procedures, 
District Resolutions Officer

PDG Dennis Shore
You have heard from Dennis already and so I don’t need to 
say too much here as otherwise I will be repeating what you 
have already heard

Assist Rotarians to understand the meaning and effect of 
RI and Club Constitutions and Bylaws

Give advice to District Board on District By-Laws and 
amendments if appropriate

Represent District 9800 at the Council on Legislation and 
Council on Resolutions



Rotary International and 
Rotary South Pacific and 
Philippines Office
(in Parramatta)

How they can help you



RI PRESIDENT
MARK MALONEY

ZONE 8 DIRECTOR 
RAFFY GARCIA

CLUB PRESIDENT

DISTRICT GOVERNOR

Structure 2019-2020

GENERAL SECRETARY
JOHN HEWKO



The Rotary World

South Pacific & Philippines Office

Region Rotarians Clubs Districts Countries

Australia 29,326 1,107 21 5

New Zealand 8,471 267 6 11

Total Worldwide 1,239,068 35,660 540 220



ADMINISTRATION
& LITERATURE

CLUB & DISTRICT 
SUPPORT

FINANCE

THE ROTARY 
FOUNDATION

South Pacific & Philippines Office



 General enquiries 
 Obtaining Paul Harris Fellow Recognitions
 Online tools support
 Club administration eg. name change, 

club closures etc
 Club and member anniversary recognition
 Connects Rotarians with specialised areas 

eg. Youth Exchange, RI awards etc

Club and District Support



Rotary International website

Information to help you in your
Role as Secretary

Club Administration / Information 
which is contained in My Rotary



Information to help you in your Role









My Rotary
 Record membership
 History of membership
 Semi-Annual Dues 
 Foundation contributions
 Access by President, Secretary, Treasurer 

and Foundation Chair
 Enter club goals for Presidential citation
 Downloads
 … and much much more.



My Rotary
Club and member data

Who can update club and member data?

You are authorized to update club and member 
data if you are a president, secretary, executive 
secretary/director, treasurer, membership chair, or 
Rotary Foundation chair.



Your Club Information



Club Finances
Club Invoice
Exchange Rates

Club and Member Data
Add, edit or remove members
Add, edit or remove club officers
New members

Update Club Data
Meeting details

Club Giving
Make contributions to The Foundation



Rotary Club Central – Goal Recording 









Information on the District 
Website

www.rotarydistrict9800.org.au





If you do not 
know you 

login,
email me and I 
will provide it 

to you









There will be a new 
Manual of Procedure 
coming out in 
approximately August 
and there will be a need 
to update Club 
Constitutions and 
Bylaws as a 
consequence.  

District will provide 
information about how to 
do this.



Documents that you 
should know where to 
find or have copies of



 Club Constitution and Bylaws

 Club Certificate of Incorporation

 Insurance - Certificates of Currency      

 Original Charter Certificate issued by RI



Looking Forward to 
your year



Meet with your predecessor to ensure a smooth handover at the start 
of July.  Make sure you have:

Access to the complete records of the Club both statutory and historic 
and details of where items are stored

Arrange for change of passwords on computer systems / club 
computers plus websites and databases etc

Arrange for Board minute at the June Board meeting to allow update of 
bank account signatories, internet tokens etc

The key to mailbox and any other storage facilities



Statutory obligations of an Incorporated Body
An incorporated association is required to do amongst 
other things:

 Ensure that the registered name and number of the association appears
in all notices, advertisements, publications and business documents

 Maintain adequate and accurate accounting records of its financial 
transactions 

 Have accounts audited or reviewed at the end of each financial year 
and retain accounting records for 7 years

 Notify the Registrar of any changes to its statement of purpose or rules 
or change to Public Officer or address. Secretary is Public Officer so the 
change may be annual

 Make a copy of its rules available for inspection by its members 
on request

 Update authorised officer with ATO if your Treasurer changes if 
registered for GST



Statutory obligations of an Incorporated Body
Each calendar year an incorporated association must:

 Present the Club’s accounts to the Board for approval prior to the AGM.

 Hold an annual general meeting within 5 months after the end of the 
associations financial year. (By November 30).

 Notify members of the AGM date and agenda 21 days prior to the 
meeting.

 Prepare an AGM agenda which includes the election of officers for the 
following Rotary year and approval of accounts from the prior Rotary 
year.

 Ensure minutes of the AGM are recorded, approved at the next Board 
meeting and filed.



Financial statements and auditing requirements –
incorporated associations

 The Club must lodge an annual statement with Consumer Affairs Victoria 
every year within one month after its annual general meeting.

 On or after the end of the financial year date, you will receive an email 
notification to lodge your annual statement.

 You will need to include a Schedule 1, Regulation 15, Form 1 to go with your 
accounts.

 All information about how to do this is found on the Consumer Affairs 
Victoria website:

https://www.consumer.vic.gov.au/clubs-and-fundraising/incorporated-
associations/running-an-incorporated-association/annual-statement/lodging-an-
annual-statement

Statutory obligations of an Incorporated Body

https://www.consumer.vic.gov.au/clubs-and-fundraising/incorporated-associations/running-an-incorporated-association/annual-statement/lodging-an-annual-statement


In conjunction with other Club members set the dates for:

 Board Meetings
 Annual General Meeting
 Club Assembly / Forums
 Record date of DG visit- no other speaker on that day
 Special events eg Club birthday, Club changeover

anything else …..

The Club Calendar



 Liaise with your President and work out the best 
procedure for organising Board meetings

 Does your Club have set days and times for Board 
meetings – is this going to stay the same?

 How would your President like the Agenda done?
 Are there set templates for reports and requests 

from committees?
 Actual logistics include 
 Sending out a notice of meeting 
 Confirm participation / apologies / quorum
 Documents and reports received and circulated 

in a timely manner

Prepare for effective Board meetings



Ensure Minutes are taken either by you or a minute secretary.
These should be done as soon as possible after the meeting and 
include details of actions decided upon, by whom and by when.

Ensure any recommendations for Board approval or expense 
payments within or outside of the original budget are recorded
(this is a must for audit purposes)

Some Clubs include information from the Board meeting in their 
Bulletin – a discussion with your President.

File a complete set of reports including treasurer, committee reports 
and Board minutes (The auditor will request this information when 
auditing the financial reports for the year)

These reports form part of your history and statutory archive

Board meeting



Distribute all mail, either emails or snail mail to the appropriate
recipient. Does your President wish to receive a copy as well?

Arrange for your Club Bulletin to be sent to 
clubbulletins@rotarydistrict9800.org
This will be on-forwarded to the DG, DGE, DGN and Networker Editor

Send a copy to your Assistant Governor and optionally, as agreed by the 
Presidents, a copy to each of the other clubs within your cluster group 

File one copy for Club History/Archives either hard copy or electronic

Networker – District Newsletter – distribute to members or encourage them to 
register for their own copy

Other Admin Actions 



Club Histories – Lodge with: Prahran Mechanics Institute Library at 
140 High Street, Prahran  – permanent repository and currently has 
over 40 Rotary histories on its shelves No cost involved. 

District Property (Banners and flags)
District owned banners, flags and stands may be borrowed for special 
events.  These are stored at Donations in Kind and must be signed in 
and out of the facility. To arrange collection please contact: Laurie 
Fisher (Footscray) or Bob Glindemann (Melbourne) 

Things you might not know…


