President Elect Training Seminar - 2004

District 6400 - PLANNING CALENDAR
FOR 2005-2006 CLUB PRESIDENTS
This Planning Calendar is to help you prepare for your year as Club President. It is meant to be helpful in your planning not to change your own style and approach -- just tailor it to meet your Club’s situation and your personal style. 

I. INTRODUCTION
There are five (5) general rules to keep in mind during the next 15 months as you plan your year as Club President. Keep these in mind every month.

1. Have Fun! (This is Rule #1). Take a deep breath, step back and relax. There’s plenty of time before you have to rush out and flail in all directions. Remember: You’re having fun!  PRIP Cliff Dochterman has long preached that having fun in Rotary is critical because Fellowship leads to Service… “The business of Rotary is Serious, but Rotarians don’t have to be.”

2. Cooperate.
Don’t put your spike marks on their back! Until you become Club President, you have no “Rotary” authority. It is critical that you coordinate all your activities before your year begins with your sitting Club President and the Club President Elect who precedes you. During your year, you will not want Rotarians unduly distracted from tasks they agreed to do for you. Naturally, you will want to extend that same courtesy to your Club President and the Club President Elect, and carefully consider any appointments, plans and decisions that may tend to interfere with their activities. When in doubt, ask. Your close cooperation with your Club President and the Club President Elect will make your planning and preparation more efficient. Be their biggest supporter and aide, and your successors will do the same for you!

Lend a helping hand! As you become Club President Elect and the Club President, mentor and support those coming behind you. Be cooperative, considerate and understanding…remember that you were a rookie once! By showing them how to help those coming along, they in turn will be encouraged to do the same for those behind them.

3. Beg, Borrow and Steal Ideas. Think outside the box, but even “new” ideas usually come from somewhere else, so you don’t have to reinvent the wheel! Sit down with those who preceded you and ask for their input, opinions and suggestions. They went through the same process and will have empathy for your efforts. Develop a “mentor” group as you meet with the experienced Rotarians in your Club and our District 6400. Talk to people about what is of interest to you…you generate ideas and enthusiasm from others by letting them know your goals and interests. Look at Club & District web sites for ideas.

4. Be Yourself. This will be your year, and now is the time to formulate your plan of action: How do you want to be remembered? Focus on those actions and activities that will accomplish your personal goals. You were chosen to be Club President to contribute your unique abilities, interests and goals to your Club. Past Presidents will provide invaluable suggestions and opinions, but it is you who is going to be Club Presidents…so, accept their advice, but make your own decisions and set your own priorities. And, as Cliff Dochterman says as his parting advice at PETS every year: “Don’t do something just because that’s the way it’s always been done.” 

5. Involve Your Partner. Involve your partner in as much of your planning and Rotary activities as is consistent with your partner’s interest and availability. You and your partner/spouse are a team in preparing for your year and during your year as Club President.

6. Have Fun! Back to where we started…Rule #1. If all else fails, try to relax and Have Fun. Remember: The most effective and best-remembered Club Presidents are those who made it fun to be in Rotary!

II. QUICK OVERVIEW
2004 

Dream! Dream! Dream! Develop simple and effective goals!

Support your current Club President and Club President Elect. Get to know President Nominees in your area.

Apr. 24th  Attend District Assembly at Schoolcraft College

May   
Attend District Conference 04 in Mackinac Island

June 
RI Convention (Osaka)

July  You Are President Elect…One Year To Go! 
Aug. 
Review Club President’s Workbook.  Get to know your Club’s Assistant District Governor.

Oct. 2nd  Attend District Membership Seminar

Nov. 6th  Attend Foundation Seminar. Be Familiar with all Foundation Programs

Nov. 
Decide dates for major club functions. Tell District Governor Elect your Club Visit Date Preferences

Dec. 
Prepare for Mid-Year Meeting with DGE Jim Karolyi

2005
Jan. 
Start Preparing your Budget. Start selecting your key leaders.

Feb. 
Help prepare the Presidential Citation and Hedke Award Applications for 

         
2005.

Mar 10-12 . Attend PETS. Turn in your list of key leaders for the District Directory

Apr. 9TH  Attend District Assembly

June 
Attend DisCon 05 

June RI Convention (Chicago)

June Have a special event to start your Presidency

July  Congratulations, Club President! Go For It! 

III. DETAILED PLANNING CALENDAR

March 2004 
Do Four Things: Dream, Think, Plan, Talk! 
1. DREAM: Begin thinking about: What type of Club President do I want to be? What goals do I want to accomplish?

a. A good leader is a dreamer, visionary, motivator, manager and administrator.

b. What is important or of interest to you? Talk to people about ideas and vision. You generate ideas and enthusiasm from others by letting them know your goals and interests.

c. At this stage, keep the BIG PICTURE in mind. Dream! Be Creative! Don’t be afraid to consider things that have never been done before. Paul Harris said that Rotary must be evolutionary and at times revolutionary.

2. THINK: Begin Files or Folders. Open at least three or four files (or folders in your computer) to help you begin thinking about your year. These may include:

a. Ideas. Gather all kinds of ideas that occur to you or come to you. What to do/not do as Club President; what’s good/not good about your Club; ways to organize; how to increase your communication, public speaking, leadership and motivational skills; potential goals and areas of focus for your year; anything else that comes to mind. Visit one new Rotary web site every day. There are thousands. Buy a copy of “Public Speaking for Dummies” by Malcolm Kushner this is one of the best book on the market for a crash course in public speaking. [image: image1.jpg]public speaking
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b. Leaders/Committee Chairs. Review your Club’s current organization. Begin an organizational chart. Hand draw or use one of the many computer programs to prepare your org chart. Should the Club President be at the top or the bottom of the chart? Begin thinking of the structure of your administration. I know some clubs meet as a committee of the whole.  Remember that the mark of a good executive is the ability to delegate. Begin gathering names of potential Rotarians who might assume responsibilities. 

c. Articles. Start collecting articles and ideas that you can use or draw upon, as needed, in your newsletter, presentations, etc.

3. PLAN.
a.  Meet with as many current and past Club Presidents and key Rotarians in your District as you can. They will be among those you can rely on to obtain optimum counsel and assistance. The longer you wait, the less chance you will have to get these people to participate in your events.

b. Attend Club Committee Meetings. Attend as many Club Committee meetings as possible to acquaint yourself with their functions, plans, achievements and members. Continue each month until you are Club Presidents. 

c. Club Policies. Acquaint yourself with your Club’s operating policies

d. Check Date Conflicts. During your planning, check the calendar for your President Elect & President years to avoid conflicts with any holidays, religious observances (check dates of all religions represented in significant numbers in your club). 

4. TALK…Connect With Clubs

a. Visit other Clubs. Visit as many of your District’s clubs as possible. Continue each month until you are President.

b. Visit other Club and  District Web Sites. Visit every club web site in your district. This is an efficient way to begin to learn about club projects, and identify clubs that are active and mastering new technologies (which may be helpful to the smooth functioning of your year). 

c. Request Club Bulletins. Ask clubs to put you on their mailing list for club bulletins. This is an easy way to get a “flavor” of the various clubs, to get ideas for projects and goals..

June 2004 
Attend ‘Meet the Governor” June 29th at Harrow Rotary Club.

July 2004 
1. Continue to Dream, Think, Plan, Talk…each month.

2. Housekeeping Stuff.

a. Plan Your Communications. You should have an email address (use a library computer).  Consider saving money with a dual ring number for your fax line.

b. Order Business Cards if you use them.

3. Use Club Funds wisely. Establish a computer accounting system early for your expenses.. Club Mate, Quicken, etc.

4. Coordinate with PE. Form a close liaison with the PE. Request copies of his or her relevant correspondence.

5. Attend your Club’s Official Governors Pre-Meeting

September 2004

Clearly Define all Potential Job Responsibilities. Before you make any appointments during the year, write down your clearly defined responsibilities for each position or individual. Do not just appoint people to positions with the idea that you will later work out what they will do. Instead, think out what you want them to do or accomplish in the position, and then, at the outset, get their commitment to accept that responsibility rather than just accepting the title. It is better to have a person say “no” at the outset than to appoint the person and then have to negotiate with them later about doing the job that you want them to do.

October 2004

1. Attend the District Membership Seminar

2. Select Committee Chairs And Other Key Positions. With these appointments, your core team should be in place and they can be targeted with the responsibility of defining the mission of each committee and in helping you find good Rotarians from the Club to serve during your year.

November 2004

1. Attend the District Foundation Seminar

2. Foundation Goals. Familiarize yourself with your Club and  District’s Foundation Goals and plans for their achievement.

3. Conference/Assembly.  Support DisCon 05 and promote Assembly for 05

4. Club Presidents List. Update your names, partner, postal and email addresses, phone and FAX numbers.  Give to club secretary who will forward it to RI

5. Support your Club President. Assist your Club President to maximize attendance at Club events both projects and fund raisers.

6. Plan your major club event dates.

December 2004 

Finalize your major club event dates. Let your Assistant District Governor know these dates

January 2005 

1 Confirm your Club’s Official Visit Date. 

2. Attend Mid-Year Meetings with your  fantastic Governor-Elect

3. Commit to attend PETS at Edison Inn March 10 - 12, 2005

4. Finalize Your Committee Appointments. Make sure all the members of your team have been notified in writing of their assignments and duties by either their committee chair or yourself. 

February 2005

1. Review the District 05-06 Budget.

2. Be on your club’s Hedke, Archer and Presidential Citation Award Committee.

3. Promote the District Assembly April 9, 2005.

March 2005 

1. Attend PETS. This may be your most important meeting as PE. 

2. Be prepared to submit your Rotary International Foundation Pledge 05-06

April 2005 
Attend District Assembly with your key leadership 

Vote to approve the District Budget 05-06
May 2005 
1. Meet with all your club committees or committee chairs. Develop a timeline for all major club events.

2. Start looking for a Ambassadorial Scholar Candidate for 06-07

June 2005 
1. Celebrate your beginning as Club President. Have a District Leader induct you.

2. Have a joint Board Meeting 04-05 & 05-06. Ready to go!

3. Relax and Have Fun! After all this planning and stress, remember Rule #1 and the advice at the beginning of this Planning Calendar…Relax and Have Fun! Remember: the most effective and best-remembered District Governors are those who made it fun to be in Rotary.

4. Attend DisCon 05 

5. RI Convention. Attend the International Convention at Chicago.

6. Attend ‘Meet the Governor’ on June 28th at Harrow Rotary Club

July 2005
Congratulations, President! Go For It!
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