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POLICIES 

ROTARY INTERNATIONAL: 
• Maintain membership records: Update your club membership data. Your club

invoice is based on the number of members in Rotary's database for your club as
of 1 July and 1 January. Rotary International sends the club invoice by email and
mail.

• Maintain minutes of club, board, and committee meetings
• Work with incoming secretary to ensure smooth transition

ROTARY CLUB OF FAIRBANKS - BY LAWS: 
• ARTICLE 4 - DUTIES OF THE OFFICERS AND DIRECTORS
• Section 6. The Secretary shall be responsible for the current membership

records of the Club, the recording of attendance at meetings, and shall prepare
all required reports to Rotary International including the Semi-Annual Reports
due on January 1 st and July 1 st each Year. The Secretary shall also prepare
leave of absence notices, 'absence excused' status changes, and notices of
termination of membership, and shall submit timely reports of any changes in
membership status to the District

• Governor and Rotary International. The Secretary shall prepare and preserve the
minutes of all meetings of the Board and perform other duties as usually pertain
to the office. The Secretary shall prepare and send a membership status/transfer
report to each resigning Member, stating the status of the person's payments of
dues and payments to the Rotary Foundation.

Membership Procedures 

Rotary Club of Fairbanks uses DACdb as the club's management program. The 
secretary is tasked with keeping the membership data current; including adding new 
members, monitoring leave of absence, attendance at meetings and termination of 
members when the leave the club. 

Adding new members 
• Active members, wishing to bring in a new member, shall present the secretary

of the club with a signed membership application. The secretary will mark on the
application when the following phases of the membership process are complete.

• Upon receipt, the new members application will be presented to the classification
committee.

• Once the classification is processed the application will be presented to the
board of directors for approval. Make sure to note Board Approval date on
application.



• If the board approves the members application, the prospective members name, 
classification and sponsor will be announced to the club for two consecutive 
weeks to allow members, that may have good reason, to question the application 
and bring their concerns to the board. Make sure to note the days of publication 
on the application.

• There being no objection, an orientation to the club will be scheduled. A member 
of the membership committee will be called upon to give the orientation. Make 
sure to note the date of orientation on the application.

• Upon completion of the orientation an induction date will be set. This can be the 
same day as the orientation if the orientation is scheduled before.the meeting. 
Make sure to note the date of induction on the members application.

• Present the new member with their Red Badge and Pin at the next available
meeting.

• Once all these steps have been completed, the members information will be
entered into the DACdb program. 

• The new members name shall be presented to the Team Coordinator for
placement on a monthly team.

• The new members information should be sent to our accounting company for
billing purposes. The Rotary Identification number for the new member must be 
on the form! 

Leave of Absence 
• Members wishing to take a leave of absence shall put their request in writing to 

the board of directors.
• Once approved the secretary will enter into DACdb and send the dates to the 

accounting firm. 
• Monitor the members on leave of absence and notify the accounting firm when 

their absence is complete.
• Delete them from the leave of absence selection on the DACdb program as well. 






















