
 Club President’s Monthly Checklist  

 

Club Presidents Checklist (2024-25)  
 

This checklist is designed to help Rotary club presidents-elect (PE) and president’s plan and monitor club ac vi es on a 
monthly basis. It also serves as a monthly reminder of ac vi es and deadlines that apply to all Rotary clubs.   

Read the en re checklist to gain an overall perspec ve of the next 18 months. You may wish to place a check () in each box 
a er the item has been addressed to your sa sfac on. Delegate as much as possible. 

Visit www.rotary.org, for details on programs listed or contact your Club and District Support representa ve/Assistant 
Governor with ques ons. 

Feel free to modify this document to fit your own club culture, add and remove events and especially pass it along to the next 
person!  

New website at RI: h ps://my.rotary.org/en/learning-reference/learn-role/president   
District website: h ps://www.rotary7600.org/ 
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Club President-elect   
July 2023 Thru October 2023  
 A end Club Board Mee ngs and Club Finance 

Commi ee Mee ngs.  
  

November 2023   
 A end Club Board Mee ngs and Club Finance 

Commi ee Mee ngs.   
 A end Virtual Pre-PETS. Recordings are here: 

h ps://www.rotary7600.org/district-
resources/training-seminar-recordings/ 
 

December 2023   
 A end Board Mee ngs and Finance Commi ee 

Mee ngs.   
 Club Annual mee ng and elec ons. Officers are 

entered into DACdb by December 31.  
 31 December: Register for Rotary Interna onal 

Conven on before this date (likely reduced fee)  
 A end Virtual Pre-PETS. Recordings are here: 

h ps://www.rotary7600.org/district-
resources/training-seminar-recordings/ 
 

January 2024   
 A end Board Mee ngs and Finance Commi ee 

Mee ngs.   
 Begin developing goals and appoin ng commi ee 

chairs.  

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

 Register for presidents-elect training seminar (PETS) 
 A end Pre-Presidents Elec Training 

Seminar/Presiden al Retreat    
 Par cipate in Virtual Pre-PETS. Recordings are here: 

h ps://www.rotary7600.org/district-
resources/training-seminar-recordings/ 

 _______________________________________  
 

February 2024   
 A end Board Mee ngs and Finance Commi ee 

Mee ngs.   
 Incoming club officers and new members,  review 

materials in Rotary Learning Center.   
 _______________________________________  

 

March 2024  
 A end Chesapeake PETS   
 A end Board Mee ngs and Finance Commi ee 

Mee ngs.   
 With President and Finance Commi ee: finalize 

budget for next year. 
 Ensure someone from club a ends District Grant 

Seminar. 
 Using the Rotary Cita on and the Rotary Ac on Plan 

as guides, develop a well-rounded plan for the year 
incorpora ng projects and ac vi es. 

 _______________________________________ 
  

April 2024  
 Conduct orienta on of Commi ee Chairs 

in conjunc on with District Assembly – 
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Have board and commi ee members 
a end District Training Assembly. 

 A end Board Mee ngs and Finance 
Commi ee Mee ngs.   

 Confirm all other commi ee posi ons are 
filled.  

 _______________________________________   
   

May 2024  
 Finalize club goals in Rotary Club Central online.  
 Finalize Rotary Founda on contribu on goals, Polio 

goals – Due May 1.   
 A end Board Mee ngs and Finance Commi ee 

Mee ngs  
 Submit District Grant Applica on and MOU to DACdb 

– Due May 15. 
 Hold the first mee ng of the board-elect – make sure 

the board knows what they are supposed to do and 
when mee ngs are held. Approve the annual 
calendar/plan of work and budget. 

 Confer with secretary to update the RI Membership 
database via the web on or before 1 June so that the 
July semiannual report from Rotary Interna onal will 
be up-to-date and accurate.  

 _______________________________________  
 

June 2024  
 A end Board Mee ngs and Finance Commi ee 

Mee ngs.   
 Confer with the outgoing president to ensure a 

smooth transi on.   
 Arrange for a joint mee ng of the incoming and 

outgoing club boards to ensure con nuity.   
 Club Change of Leadership Event occurs. 
 _______________________________________   

 

Club President   
July 2024  
 Conduct monthly board mee ng.   
 Par cipate in Assistant Governor Mee ng.  
 Prepare for District Governor presenta on to your 

club (Some me July-January). 
 Promote District Conference. 
 Make sure all goals are listed in Club Central; Select 

your goals for the Rotary Cita on  
 Verify with the club secretary and treasurer that 

semiannual report has been received and RI dues 
paid to RI. Submit district per capita dues. 

 Plan and conduct a club assembly to discuss and 
adopt the year’s program. Affirm goals set for the 
club’s par cipa on in Rotary Founda on programs.   

 _______________________________________   
 

August 2024 - Membership and New Club 
Development Month   
 Conduct monthly board mee ng.   
 Par cipate in Assistant Governor Mee ng.  
 Conduct club ac vi es to support membership 

development and extension efforts.  
 Promote District Conference. 
 A end and encourage club members to a end 

Vibrant Club Workshop/Seminar.  
 _______________________________________  

 

September 2024 - Basic Educa on and 
Literacy Month   
 Conduct monthly board mee ng.   
 Par cipate in Assistant Governor Mee ng.  
 Promote a endance at the district 

mee ngs/trainings.   
 A end District Conference – Encourage all club 

members to a end. 
 Monitor commi ee progress towards goals with club 

board members. Update Rotary Club Central. 
 Nominate candidates to a end Rotary Leadership 

Ins tute. 
 _______________________________________    
   

October 2024 - Economic & Community 
Development Month   
 No later than October 1: Appoint nomina ng 

Commi ee to confirm upcoming president nominees 
and future Board members.  [You may want to do this 
when you appoint your commi ees in the spring] 
(See April)  

 Conduct monthly board mee ng.  
 Par cipate in Assistant Governor Mee ng.  
 _______________________________________  

 

November 2024 - Rotary Founda on Month   
 Conduct monthly board mee ng.   
 Par cipate in Assistant Governor Mee ng.  
 Confer with secretary to update the RI Membership 

database before 1 January so that the January 
semiannual report from Rotary Interna onal will be 
up-to-date and accurate.  
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 Monitor commi ee progress towards goals with club 
board members. Update Rotary Club Central. 

 _______________________________________  
 

December 2024– Disease Preven on and 
Treatment Month   
 Conduct monthly board mee ng.   
 Par cipate in Assistant Governor Mee ng.  
 Hold annual club elec on no later than 31 December 

[Confirm next year President Elect, incoming board 
members.]  

 Prepare a mid-year review the club’s financial 
transac ons, working with club secretary and 
treasurer. Submit a financial statement to the club 
about its fiscal status.  

 December 31: Deadline for repor ng next year’s club 
president and secretary to DACdb and RI.  

 Monitor commi ee progress towards goals with club 
board members. Update Rotary Club Central. 

 _______________________________________   
 

January 2025- Voca onal Service Month   
 Conduct monthly board mee ng.   
 Par cipate in Assistant Governor Mee ng. 
 A end Pre-Presidents Elec Training 

Seminar/Presiden al Retreat    
 Verify with the club secretary that the January 

semiannual report (SAR) has been received. Work 
with the club secretary to complete the SAR and send 
with dues to RI. Submit district per capita dues, if 
applicable.   

 Conduct club assembly to review club financial 
standing and progress toward all club goals 

 Update goals and accomplishments in Club Central. 
 Encourage members to help with RYLA (Rotary Youth 

Leadership Award) Camp   
 Remind club about upcoming May 1 deadline for 

submi ng applica ons for District Grants.   
 Recruit club members to a end Grants Management 

Seminar (February and March).  
 _______________________________________  

 

February 2025– Peace and Conflict 
Preven on/Resolu on Month   
 Par cipate in Assistant Governor Mee ng. Invite 

President Elect  

 Conduct monthly board mee ng.   
 Update informa on on goals and performance in 

Rotary Club Central.  Help President Elect set their 
goals in Rotary Club Central.  

 Nominate candidates to a end Rotary Leadership 
Ins tute. 

 February 23 (Rotary’s anniversary) is World 
Understanding and Peace Day.  

 _______________________________________  
 

March 2025– Water, Sanita on and 
Hygiene Month   
 Par cipate in Assistant Governor Mee ng. Invite 

President Elect  
 Conduct monthly board mee ng.   
 With President Elect and Finance Commi ee: finalize 

budget for next year, finalize Dues Statement to be 
sent to members.  

 Make sure at least two club members have a ended a 
Grant Management Seminar  

 _______________________________________  
 

April 2025– Maternal and Child Health 
Month   
 Par cipate in Assistant Governor Mee ng. Invite 

President Elect 
 Conduct monthly board mee ng.   
 Encourage club members to par cipate in Giving 

Tuesday for the Rotary Founda on. 
 Update goals in Club Central.   
 May 1: Deadline to submit District Awards. 
 _______________________________________  

 

May 2025– Youth Service Month  
 May 1: District Grant Project Complete Date – 

projects can finish earlier but not later than this date. 
Project Final Report is due if not already submi ed.  

 District Grant Applica on and MOU due to DACdb – 
Due May 15 

 Conduct monthly board mee ng. Invite incoming 
board members to a end.  

 Par cipate in Assistant Governor Mee ng. Invite 
President Elect. 

 _______________________________________  
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Final Du es –  Immediate Past President   
 

July 2025 – June 2026 
As Immediate Past President, you are s ll a vital part of the Club Board of Directors and the Finance Commi ee – 
you should s ll plan on a ending those mee ngs through the next June.  
Don’t disappear!  Your club s ll needs your input in growing leaders – you’ve learned a lot this past year, be sure to 
share it by mentoring others.  
 

September/October 2025  
Check with your club - The Immediate Past President may be responsible for du es such as training, convening and 
chairing the Nomina ng Commi ee, etc.    
  
Other du es as assigned by the club:  
 __________________________________________________________   
 __________________________________________________________   
 __________________________________________________________   
  


