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Ruritan National

2017 Club Leadership Training 
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Welcome
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• Welcome

• Thank you for accepting your leadership role in your club.

• Thank you for taking the time to come to the district training.

• Now for the logistics – exits, restrooms, etc.

• Please sign the training roster.

• Introductions

• Name

• Club

• What you expect from the class?
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Purpose
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• To provide Leadership Skills and Knowledge needed to be an effect club 

Leader (President, Vice President, Treasurer, Secretary and Director).

• Provide needed resource material (Club  and District Officers’ Handbook) 

related to the office of President, Vice President, Treasurer, Secretary & 

Director.

• In addition it will highlight pertinent information.

• Provide Handout Material (with explanations and examples), which will aid 

the President, Vice President, Treasurer, Secretary & Director in fulfilling the 

responsibilities of the Office.

• Provide questions and answers time during the training session.
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Serve
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• Have you ever served as “PRESIDENT, VICE PRESIDENT, TREASURER, 

SECRETARY or DIRECTOR”?

• What do you think your duties are?

• Let’s Make a List.

• Simple.

• In your Words – 10 or less.

• Let’s review your duties (Club and District Officers’ Handbook).
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Responsibilities of All Officers

5

• From your creative thinking should come plans for better club operation and service 

to your community.

• Become familiar with the Club By-Laws and Club/District Officers’ Handbook.

(C/DOH pg15)

• Helping formulate policies of the club, and see that they do not conflict with the Club 

By-Laws and Club/District Officers’ Handbook.

• Serve as a Member of the Board of Directors and attend all of the Board of Directors 

Meetings. (C/DOH pg15)

• Attend Club Officers’ Training at District Convention.

• Attend Zone and District Meetings including Winter and Summer Zone Meetings.

• Attend District and National Conventions, if possible

• Be familiar with all aspects of the Ruritan organization

oInsure proper handling of meetings and club business

oInsure that meeting agendas are followed at all meetings

oInsure new Members are properly inducted

oInsure a program is ready for each meeting
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Responsibilities of All Officers
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oInsure that Club and National Anniversaries are celebrated!

oInsure that the club is represented at proper events:

–Community, Zone, District 

oInsure that the monthly club schedule for club officers is reviewed prior to 

each meeting
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President Duties
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• Serve as a Chair of the Board of Directors.

• Keep Club & Board informed on all matters passed on from District and 

Ruritan National.

• Lead Club meetings and board meetings.

• Encourage and Assist Committee Chair’s in the performance of their 

assigned duties and giving counsel and assistance as needed.

• President

oFollow established meeting procedures

oFollow Board meeting procedures

oAppoint Special Committee (C/DOH pg. 13)

oLet’s review the details. (C/DOH pg. 13)
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Initial Check List
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President

• November

• Distribute New Club Kits

• Appoint Audit Committee

• Schedule meeting to appoint Special & Community Service Committees

• Select Delegates for National Convention

• December

• Delegates Report on District Convention

• Announce names of Special & Community Service Chair and Members

• Give Special Committee Chair Committee copy of Guide and Information

• Distribute Club Directory & Officers and Committee Assignments

• January

• Schedule Community Service Committee meetings for Program

• Present estimated Project cost to Club for approval

• Approve budget to cover cost of Community Service projects

• Approve Finance Committee Fund Raising projects.
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Vice President Duties
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• Substituting for President whenever the President is unable to perform the 

duties of the office.

• Assist Committee Chair’s in the performance of their assigned duties and 

giving counsel and assistance as needed.

• Carrying out other duties assigned by President which may include:

oBeing responsible for having all committee’s complete Community Service 

Reports and submitting to District Governor by October 1st for District 

judging.

oBeing responsible for Publication and Distribution of Committee 

assignments and Club Directory by January 1st.

• Call on each Committee Chair for report at each meeting

• Record Reported Information

• Develop and distribute listing of all projects and status to club monthly

• Remind and Assist Committee Chairs in completing approved projects.

oThe Chair of the Objectives committee (C/DOH pg13 – B2)

oThe Chair of the Finance Committee (C/DOH pg13 – B3)

oLet’s review the details. (C/DOH pg. 13)
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Initial Check List

10

Vice President

• November

oAssist President in appointing Community Service Committees

oFinance Committee working on new budget

• December

oAnnounce Names of Community Service Chair and members

oGive each Committee Chair copy of Guide and Information

oInstruct each Community Chair to hold meeting to recommend projects for year.

• January

oCommunity Service Committee meets to finalize objectives for year

oPresent each project to club with estimated cost for approval

oEstablish Budget to cover cost of Community Service projects

oMeet with Finance Committee to establish Fund Raising projects.
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Treasurer Duties
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Basic Duties (C/DOH Pg. 14)

• Maintain Financial Records of the club (Income and Expense)

• Member’s accounts should be up to date at each meeting, including 

membership, dues and initiation fees.  Send statements or reminders of 

delinquent accounts per Club Policy.

• Keep Board informed on all financial matters.

• Assist Objective Committee’s with Financial Info in completing annual Community 

Service Reports.

• Assist with the preparation of the club’s annual budget.

• Keep proper records of all income and expense. Use two (2) part receipt book for all 

income. Use Cash Journal to Track income and expense. A Computer Cash Journal 

(Spreadsheet) is available on the web site

• Pay all bills by check.
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Treasurer’s Handbook
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• Give Report at monthly meeting. Monthly Treasurer’s Report (Deposits, 

Disbursements, Investments, Delinquent Dues)

• Reports at board meeting are informational only.

• Treasurer’s Book (Income/Expense) should end on the closing date of the 

report before the meeting and a new page starting on the day of the meeting. 

(totals at the bottom of the page in the cash journal should be same as the 

treasurer’s report.)

• IRS Form 990 Due in May

990 EZ – under $50,000

990 – over $50,000

Annual Submission

• Yearly Schedule (C/DOH pg. 17)

Treasurer

Custodian of all club funds (C/DOH pg14 – 2)



CONFIDENTIAL. Intended for internal distribution only.

Secretary Duties
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Basic Duties (C/DOH pg. 14)

• Maintain Records of the club.

• Keep Board informed on all Policy matters.

• Assist Objective Committee’s with Administrative Info in completing annual 

Community Service Reports.

• Assist President in preparation of meetings.

• Club meeting Procedure  (C/DOH Pg. 2 )

• Membership Info Change Forms (Secretary’s Handbook)

• Membership Management System (MMS C/DOH pg. 5 )

• Membership Info Change Forms (Word Document from Ruritan.org)

• Quarterly Activities and Attendance Report (Secretary’s Handbook)

• Monthly Interim Activities and Attendance Report (Secretary’s Handbook)

• Sample Club Meeting Minutes (Secretary’s Handbook)

• Sample Board Meeting Minutes (Secretary’s Handbook)

• Ruritan National Yearly Schedule (C/DOH pg. 17)



CONFIDENTIAL. Intended for internal distribution only.

Secretary’s Club Minutes
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Monthly Club Meeting Minutes

• Sample Minutes to right

• Includes attendance Information.

• Includes Community Services & 

Committee Reports.

• Includes Board recommendations.

• Includes Treasurer’s Report.

• Includes Old Business.

• Includes New Business.

• Minutes will be stored in authorized 

location.

• All the forms and instructions are in 

the Secretaries Handbook
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Secretary’s Board Minutes
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Monthly Board Meeting Minutes

• Sample Minutes to right.

• Includes Attendance.

• Includes old items.

• Includes new items.

• Includes recommendations for club 

meeting.

• Minutes will be stored in authorized 

location.
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Document Requirements
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Minutes Requirements

• Accurate Minutes of all meetings

• Record detail minutes of all Club meetings.

• Prepare for reading at next meeting for Approval.

• Record detail minutes of all Board meetings.

• Board Recommendations to Club for Approval.

• Maintain Roll of Club Membership.

• Maintain Complete Attendance Records.

• Make Proper Reports on Time

• Submit Club Monthly Reports.

• Correspondence as instructed by Club.

• Notifying Members of meetings.

• Sending Invitations to new Approved Members.

• Letters of Appreciation to Speakers.

• Assist Club Reporter with Publicity.

Custodian of all Club Records

• Maintain all Club records.

• Store records in Approved Location.

• Insure all records are maintained in orderly manor.

Insure all records are available when needed. Secretary

Records Keeper for the club (C/DOH pg14)
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Secretary’s Check List
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Initial Check-List

• October

• Report new Officers Names & Address to District and Ruritan National

• Order Past President Lapel Pin for presentation at December meeting.

• Review content of new Club Kits

• Distribute “Handbooks only” to newly elected Officers for use in Club Officers 

training

• November

• Remind Club Officers to attend Club Officers Training at District Convention

• Assist President in distributing balance of Club Kit Material.

• Plan to attend Club Officers training.

• Send in new elected officers to District and National

• December

• Prepare & distribute List of Committee Assignments to all Club Members.
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Director Duties
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• As a Director you are elected to a Three-year term and is in a position to see 

the program and shortcomings of the club (C/DOH pg. 15)
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Initial Check List
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Director

• January

oCommunity Service Committees meets to finalize Objectives for the year

oFinance Committee finalizes budget

oClub votes on Budget

• February

oBlue Ribbon and Outstanding President applications due Feb 10

oPresent each project to club with estimated cost for approval

oDistribute list of all projects

oClub Officer Training Complete by end of Month

• March

oFoundation Scholarships Due by April 1

• May

oRuritan National Birthday (May 21st) – Celebrate Ruritan Week!!!

• September

oPresident appoint Nominating Committee

oGet Community Service Reports to District Governor by October 1st
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Appointments
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• Special Officers & Committees

• Important -- Appointments

• Select Chair that fits the position

• Personally obtain Acceptance (Appoint in December)

• Included in Annual Officers and Committees Listing

• Officers – Sergeant-at-arms, Chaplin, Song Leader, Club Reporter (C/DOH 

pg15)

• Committees 

• Program, Public Relations, Special, Finance, Membership, Growth & 

Development

• Appoint in September – Nominating

• Appoint in November -- Audit

• Be sure the Chair understands Duties & Responsibilities

• Be Sure the Chair has Printed Material that describes his position

• President is Ex-Officio member and should attend all meetings when possible
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Standing Committees
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Objectives

• Vice President is the Chair

• Committee Consist of:

oChairs of the Five (5) Community Service Committees

• Committee Appointments

oWith President, Appoints Committee Members

oConfirm appointments with chair before printing

oPrint Committee Assignments

• Information

oAnnounce Committees at December meeting

oGive Chairs Committee Guides at December meeting

oCommittees meet on or before the January meeting

oCommittees prepare Objective with Funds required

• Reporting

oReport Funds required to Club in January for Approval

oCall on each Committee Chair to report at each meeting

oPrepare Tracking report and pass out at each meeting

oPrepare Community Service Report and send to District Governor by October 1st
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Standing Committees
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Standing Committees include 

• Fellowship (C/DOH pg. 19)

• Program and Entertainment (C/DOH pg. 19)

• Membership (C/DOH pg. 20)

• Finance (C/DOH pg. 24)

• Public Relations (C/DOH pg. 25)

Community Service

• Business and Professions (C/DOH pg. 27)

• Citizenship and Patriotism (C/DOH pg. 28)

• Environment (C/DOH pg. 29)

• Public Services (C/DOH pg. 30)

• Social Development (C/DOH pg. 31)
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Standing Committees
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Finance 

• Vice President is the Chair

• Committee Consist of:

• Treasurer, member appointed by President

• Basic Duties

• Review possible sources of Income

• Propose fundraising projects to meeting Club Financial needs

• Prepare and present operating budget

• Ensure all income is presented to Treasurer

• Ensure all authorized club expenses are paid by check

• Print Committee Assignments

• Reporting

• Study Dues structure and make recommendations, if needed

• Review Financial status – if necessary make reports to Board

• Proper reporting to IRS
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Standing Committees

24

Audit 

• 3 individuals are appointed by the President

• Appointment takes place in December

• Club Treasurer presents books to committee

• Club Secretary presents books to committee

• Committee review and makes report to club no later than February club meeting
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Meetings
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• Club Meetings (C/DOH pg. 2)

• Start on Time

oCall to Order:

oSong- America

oInvocation – Chaplin

• Meal

• Business

oApproval of minutes

oObjective Committee Report

oSpecial Committee Reports

oReport of Board of Directors

oReport of Treasurer

oUnfinished Business

oNew Business

• Program or Entertainment

oA “MUST” at each meeting

oPledge of Allegiance

• Stop on Time

• Board  Meetings (C/DOH pg15)

• Start on Time

oCall to Order:

oRead minutes of club and board

oReport of Officers

oConduct Unfinished business

oHandle Membership Items

oSurvey field for prospective 

members

oDiscuss club problems

oStudy needs of the community

oPlan club participation in zone, 

district and national meetings

oHear other business

• Stop on Time
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Budget
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• Club Budget

– Sample Club Budget.
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Status Report
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• Ruritan Club Status Report

– Recommend that you create 

annual schedule that includes all 

projects of the club

– As the year progresses track 

status of each project

– Sample of Status Report is on 

right
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Governance
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• You are a community civic club

• Your club can have internal processes and procedures for daily 

operations

• As long as they don’t conflict your Club’s Bylaws (C/DOH pg124)

• And As long as they don’t conflict with the Ruritan National Bylaws 

(C/DOH pg. 117)
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Membership Management
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• Member Management System

• Http://mms.ruritan.org

• Details start at C/DOH pg. 5

http://mms.ruritan.org/
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Anniversary
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• Ruritan Club Anniversary

• Sample Program

• This is a celebration for the 

community and club
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Is Your Club Making the Grade
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Youth and Ruritan
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• Guidelines for Ruri-Teen and Youth 

Members.

• Child Abuse and Protection Policy 

(C/DOH Pg. 115)
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Helpful Links
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Additional Resources

• Membership Resources

• http://www.ruritan.org/memberresources.php

• National Web Site

• http://www.ruritan.org

• National Training

• http://www.ruritan.org/dsp_lib_bycat0.php?lib_cat_id=9

• Membership Management

• http://mms.ruritan.org

http://www.ruritan.org/memberresources.php
http://www.ruritan.org/memberresources.php
http://www.ruritan.org/dsp_lib_bycat0.php?lib_cat_id=9
http://mms.ruritan.org/
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The Calendar

34

• July

• Prepare for Summer Zone Meeting

• August

• Appoint Nominating Committee

• September

• Community Service Reports

• October

• Club Officers Elected

• November

• District Convention

• Turn in new elected officers to 

National and District

• December

• District Convention report

• Install new Officers

• Club Christmas Party

• Prepare for new year

• January

• It’s a New Ruritan Year

• Club Budget is approved

• Audit Committee meets

• Membership confirmed with National

• Foundation applications due 4/1

• National Convention

• February

• Blue Ribbon and Outstanding 

President applications

• Delegates report about National 

Convention

• March

• Foundation Applications due 4/1

• May

• Ruritan National Birthday (5/21/1928)

• Ruritan Week (Week of May 21st)

• 990 Tax form
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Start Thinking as a Leader
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• Review club status of the following

• Special committee’s duties

• Look for prospective club officers

• Encourage potential candidates

• Selection of community service 

committee chairs

• Need five (5) Committee Chairs

• Select Chairs that match Committees

• Special Activities

• Create new interest in the club

• Establish Master plan for next year’s 

activities

• Attend all board and club meetings

• Attend scheduled Zone meetings

• Attend District Convention

• Attend Club Officer’s training

• Attend National Convention

• Special Items (New and Improvements)

• Create incentive programs for : 

Club, Committees and Members

• Establish Goals for 

• Club Attendance

• New Projects

• New Members

• Remember --- Next Year you will be in the 

DRIVER’S Seat

• Your District Cabinet is here to support you 

and your club

• Have Fun being Ruritan

• And THANK YOU for what you do in your 

Community
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Questions
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1. When Should the Board Meeting be held?

2. Who are the appointed club officers?

3. What Training and Meeting should you attend?

4. How long do you wait after the scheduled time, to call the meeting to order?

5. How do you insure there is a program at each monthly meeting?

6. When should the Nominating committee be appointed?

7. When is the Audit committee appointed?

8. What are the Five methods of voting?

9. What two Committee’s does the Vice President Chair?

10. When are the Community Service Committees appointed?

11. When are the Committee Objectives presented to the Club?

12. When does the Committee Chairs make reports to the Club?

13. When should the Vice President call the “Meeting to Order”?

14. When are the Community Service Reports prepared?

15. What special presentation should the Vice President be responsible for at the 

December meeting?

16. What is the Term of Election?

17. When should the Board of Directors meet?

18. What one specific club function does the Board of Director’s supervise?

19. What authority does the Board of Directors have on action governing the 

membership?
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Questions
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20. When is the Secretary’s Report mailed?

21. What months should the check for the Club dues be included with the report?

22. When are the Monthly Reports mailed?

23. When does the Secretary distribute list of committee assignments to the club?

24. When club kits are received, how should they be distributed?

25. When should the newly elected Offices be submitted to Ruritan National?

26. When are the Secretary’s Books submitted for auditing?

27. The Treasurer is responsible for what funds?

28. When should the Club Financial Report be made?

29. How are delinquent Member Dues handled?

30. Where should the Club’s funds be kept?

31. When should the IRS Form 990 be mailed?

32. How and when should club bills be paid?

33. When are the Treasurer’s book made available for auditing?
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Closing Remarks
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• Please remember that you are not alone, if you have questions please don’t hesitate 

to call your Zone Governor, District Governor or National Representative.

• Your Bible is the Club & District Officers’ Handbook

• Also there is unlimited resources on the Ruritan National Website

• Or you can just call the Ruritan National

• Thank you for what you do for Ruritan and especially for taking on the leadership role 

in your club.  You can make a difference!


