TREASURER
SESSION 2: YOUR ROLE
(60 minutes)


RELEVANCE: Club treasurers are responsible for keeping the club’s finances in order, including budgeting and paying the club’s invoices.

	WORKSHOP
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· Best for learning practical skills or giving participants deeper understanding through an interactive activity
· Led by experts
· Seating arranged in groups, with enough space for facilitator to move freely among participants



Learning objectives
At the end of this session, participants will:
· Understand their responsibilities as the club treasurer
· Know how to create a budget for their club
Before the session
· Consider involving a past club treasurer or someone who knows how to use My Rotary to perform the administrative tasks covered in the workshop.
· Consider any district or regional issues related to this topic.
· Choose the key messages and activity, and plan your session based on the needs of participants.
· If you choose to do activity 1, print out the Your Role as Club Treasurer job description from the Get Ready: Club Treasurer course to hand out to participants. 
· Decide whether you will use the PowerPoint template or use a flip chart.
·   Review the resources listed below.
Resources
· [bookmark: _GoBack]Club Treasurers Basics courses in the Learning Center
· Club Administration page on My Rotary
· Treasurer page on My Rotary
· Manual of Procedure
· Standard Rotary Club Constitution
· Recommended Rotary Club Bylaws
· How to Create a My Rotary Account
During the session
· Welcome participants and introduce yourself. 
· Review the learning objectives.
· Highlight these key messages: 
· Your job description is located in the Get Ready: Club Treasurer course in the Learning Center. Your club may give you additional responsibilities.
· Many of the club treasurer’s responsibilities, like paying club invoices, are administrative tasks that can be handled on My Rotary.
· You should track the flow of funds and follow your budget to maintain your club’s financial health.
· Lead one of the activities below. 
· At the end of the session:
· Review the learning objectives.
· Ask participants to write down one idea they’ll use from the session. 
Activities
Choose an activity: 
1. Understanding your responsibilities (30 minutes)
· Ask participants to form small groups. 
· Give the Your Role as Club Treasurer handout to participants. 
· Have participants discuss the challenges they may face handling the following responsibilities:
· Tracking the flow of funds in and out of the club
· Collecting and paying dues
· Reporting to the board monthly
· Preparing a budget
· Ask the group to discuss possible solutions to each challenge. Allow 20 minutes for discussion.
· If time allows, have each group share with the larger group their best solution to a challenge from the list, and ask them why they chose this solution.
· Ask each participant to choose one idea they plan to use to better manage their club funds. 
2. Budgeting and tracking funds (30 minutes)
· Ask participants to form small groups. 
· Give the Budgeting worksheet to each participant. Have the participants review the items and tailor the worksheet to their club’s needs. Give participants 20 minutes to complete the worksheet.
· Have participants ask questions of the larger group or share their group’s insights from working with the worksheet. Allow 10 minutes for discussion.
· Ask each participant to write down three ideas they plan to use to better manage their club’s funds.

Rotary Club of ______________________________________TREASURER WORKSHEET: BUDGETING


Budget for fiscal year beginning 1 July ______________________

	INCOME
	Budgeted income last year
	Actual income last year
	Amount over/(under)
last year
	Estimated income this year

	OPERATIONS
	
	
	
	

	Membership dues
	
	
	
	

	Admission fees[footnoteRef:1] [1:  To be based on the estimated number of new members for the year] 

	
	
	
	

	Income from visitors
	
	
	
	

	Other income
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	CHARITABLE
	
	
	
	

	Donations to club for projects
	
	
	
	

	Club fundraisers 
	
	
	
	

	Other income
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	TOTAL INCOME
	
	
	
	

	
	
	
	
	



	EXPENSES
	Budgeted amount last year
	Actual expenses last year
	Amount over/(under)
last year
	Estimated expenses this year

	OPERATIONS
	
	
	
	

	Secretary’s office
	
	
	
	

	  Badges/engraving
	
	
	
	

	  Postage and post
  box
	
	
	
	

	  Printing
	
	
	
	

	  Stationery
	
	
	
	

	  Phone/fax
	
	
	
	

	  Annual report
	
	
	
	

	  Website hosting
	
	
	
	

	  Rent
	
	
	
	

	  Miscellaneous
  supplies
	
	
	
	

	  Other
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	District dues
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	Rotary International
	
	
	
	

	  Dues
	
	
	
	

	  Subscriptions
	
	
	
	

	  Liability insurance[footnoteRef:2] [2:  Where appropriate] 

	
	
	
	

	  RI Convention
	
	
	
	

	  Council on
  Legislation
	
	
	
	

	  Other
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	Meeting expenses
	
	
	
	

	  Club meetings: 
  speaker gifts
	
	
	
	

	  Club meetings:
  other
	
	
	
	

	  Presidents-elect 
  training seminar
	
	
	
	

	  District conference
	
	
	
	

	  District training
  assembly
	
	
	
	

	  Other
	
	
	
	

	SUBTOTAL
	
	
	
	

	Committee expenses[footnoteRef:3] [3:  Managerial or clerical committee expenses are categorized as operational; those pertaining to service projects or activities are considered charitable.] 

	
	
	
	

	  Administration
	
	
	
	

	  Club bulletin
	
	
	
	

	  Membership
	
	
	
	

	  Public relations
	
	
	
	

	  Service projects
	
	
	
	

	  The Rotary
  Foundation
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	Miscellaneous
	
	
	
	

	  Bank or legal fees
	
	
	
	

	  Government fees
	
	
	
	

	  Flowers
	
	
	
	

	  Road signs
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	Other operational expenses
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	CHARITABLE
	
	
	
	

	Donations to 
The Rotary Foundation
	
	
	
	

	Club projects
	
	
	
	

	  (list each
  individually)
	
	
	
	

	Committee expenses
	
	
	
	

	  Service projects
	
	
	
	

	  The Rotary
  Foundation
	
	
	
	

	Other charitable expenses
	
	
	
	

	SUBTOTAL
	
	
	
	

	
	
	
	
	

	TOTAL EXPENSES
	
	
	
	

	
	
	
	
	




TREASURER
SESSION 3: DEVELOPING GOALS
(60 minutes)


RELEVANCE: The treasurer can benefit from setting goals on how to manage funds for the year.

	WORKSHOP
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· Best for learning practical skills or giving participants deeper understanding through an interactive activity
· Led by experts
· Seating arranged in groups, with enough space for facilitator to move freely among participants


Learning objectives
At the end of this session, participants will:
· Develop goals that support their club’s strategic plan
· Identify resources to help achieve these goals
Before the session
· Consider involving past or current treasurers or experts in strategic planning in the workshop.
· Consider any district or regional issues related to this topic.
· Review the key messages and activity, and plan your session based on the needs of participants.
· Decide whether you will use the PowerPoint template or use a flip chart.
· Review the resources listed below.
Resources
· Rotary Club Central
· Rotary Citation
· Strategic Planning Guide
· Membership Assessment Tools
During the session
· Welcome participants and introduce yourself. 
· Review the learning objectives.
· Highlight these key messages: 
· There are benefits to setting both short- and long-range goals.
· Set goals that are specific, measurable, achievable, realistic, and timely.
· Consider how you can work with other club leaders to achieve your goals.
· Lead the activity below. 
· At the end of the session:
· Review the learning objectives.
· Ask participants to write down one idea they’ll use from the session. 
Activity
Identify goals and resources (40 minutes)
· Give the Developing Goals worksheet to each participant.
· Ask participants to write down on the worksheet at least three goals they want to accomplish in their new role. For each of the goals, they should also think about what support they will need to achieve it, and how long it may take. Give participants 15 minutes to complete the worksheet. 
· Ask participants to form groups of three or four to discuss their goals and provide each other feedback. Allow 15 minutes for discussion.
· For the last 10 minutes of the activity, ask participants to share a goal they plan to implement in their clubs with the larger group. 
  
  

WORKSHEET: 
DEVELOPING GOALS

Use this worksheet to draft at least three goals you would like to achieve in your role. 

	Goal 1:
Support needed:
Timeline:

	Goal 2:
Support needed:
Timeline:

	Goal 3:
Support needed:
Timeline:




TREASURER
SESSION 4: CASE STUDIES
(60 minutes)


RELEVANCE: As treasurer, you might encounter challenges. This session will allow you to practice problem-solving and conflict-resolution skills.
	WORKSHOP
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· Best for learning practical skills or giving participants deeper understanding through an interactive activity
· Led by experts
· Seating arranged in groups, with enough space for facilitator to move freely among participants



Learning objectives
At the end of this session, participants will:
· Identify challenges that a club treasurer may face
· Practice strategies for problem solving
Before the session
· Consider involving a conflict resolution expert or a past club treasurer in the workshop.
· Consider any district or regional issues related to this topic.
· Choose the key messages and activity option you will use, and plan your session based on the needs of participants.
· Review the case studies and consider revising them to meet the regional needs of your participants.
· Decide whether you will use the PowerPoint template or use a flip chart.
During the session
· Welcome participants and introduce yourself. 
· Review the learning objectives.
· Highlight these key messages:
· One of your responsibilities is being prepared to handle challenging situations. 
· You can successfully meet these challenges by:
· Adapting your leadership style to fit the situation
· Communicating effectively
· Inspiring others with your vision
· Collaborating with other club leaders
· Lead the activity below. 
· At the end of the session:
· Review the learning objectives.
· Ask participants to write down one idea they’ll use from the session. 
Activity
 Develop problem-solving strategies (40 minutes; choose option 1 or option 2)
Option 1 
· Give the Case Studies worksheet to each participant.
· Divide participants into four groups and assign each group a case study.
· Ask groups to discuss their assigned case study and answer the questions on the worksheet. Allow 20 minutes for discussion.
· If time allows, have groups discuss another case study or discuss a challenge in their own clubs.
· During the last 15 minutes of the activity, ask each group to share their responses with the entire group.
· Ask participants to write down one challenge in their club that they can address with the problem-solving strategies. 
Option 2
· Give the Case Studies worksheet to each participant. 
· Have participants work in pairs to complete all case studies. Allow 20 minutes for discussion. 
· During the last 15 minutes of the activity, ask each group to share their responses with the entire group.
· Ask participants to write down one challenge in their club that they can address with the problem-solving strategies. 






The following scenarios describe potential challenges for a person in your role. Read each one and answer the questions. Use the grid to determine how to address each challenge.TREASURER WORKSHEET: 
CASE STUDIES

Case Study 1
You are the new treasurer of the Rotary Club of Oakport. Your predecessor held the position for the past four years. The club has one bank account with $10,000 that has been transferred to your name. Yours is the only name on the account. The last financial review for the club was over five years ago.
What would your concerns be, if any? And what would you do to address those concerns?


What would you do to improve how the club’s finances are handled?



	Action step
	Who will be responsible?
	How long will it take?
	How will progress be measured?
	What resources are available?

	1


	
	
	
	

	2


	
	
	
	

	3


	

	
	
	




Case Study 2
The Rotary Club of Puerta Villa has always been a small club. One member has handled the responsibilities of the secretary and treasurer positions for several years. This member recently left the club for health reasons. The club is rarely open to change, but you see this as an opportunity to introduce innovation and new processes. You discussed automatic payments for membership dues and establishing suspension and termination procedures for nonpayment of dues with your club president-elect and other members. The president-elect is skeptical, but several club members agree with your proposals.
How can you convince your club president-elect to give your ideas a chance?


How can your innovative ideas benefit the club? 



	Action step
	Who will be responsible?
	How long will it take?
	How will progress be measured?
	What resources are available?

	1



	
	
	
	

	2



	
	
	
	

	3



	
	
	
	



Case Study 3
You received the club invoice and would like to review it with the club secretary before paying the balance by 1 February. Since your club was previously almost terminated for not paying 120 days after the due date, you want to make sure your club remains in good standing. You feel that the secretary is not approaching the matter seriously, and is ignoring your requests for review.  
How can you remedy this communication breakdown? 



What would you do to avoid this predicament in the future?




	Action step
	Who will be responsible?
	How long will it take?
	How will progress be measured?
	What resources are available?

	1



	
	
	
	

	2



	
	
	
	

	3



	
	
	
	



Case Study 4
An independent accountant has just completed the annual financial review of your club. She found discrepancies between your club’s bank account and the club’s accounting records of payments made. 
How should this be investigated? 



How can club financial practices be overhauled to keep more accurate records and prevent financial mismanagement?




	Action step
	Who will be responsible?
	How long will it take?
	How will progress be measured?
	What resources are available?

	1



	
	
	
	

	2



	
	
	
	

	3
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