Session 3
Club Administration
Worksheet 1 Financial and Risk Management
Best Practices Checklist

Review the items on this checklist. Check the items your club already does, and circle the items you would like your club to implement. Add any additional best practices related to your club.

Financial Management

 FORMCHECKBOX 

Register the club with the government, if required. 

 FORMCHECKBOX 

Submit club tax documentation, if required by the local or national tax code. 

 FORMCHECKBOX 

Set up separate club bank accounts for operating and charitable expenses, and assign two 
signatories to each account. 

 FORMCHECKBOX 

Develop a budget and follow it. (Be sure to monitor expenditures against the budget.)

 FORMCHECKBOX 

Make sure the club has a procedure for sending contributions to The Rotary Foundation and dues to Rotary International. 

 FORMCHECKBOX 

Be aware of local laws regarding donated funds, and make sure those laws are being followed. 

 FORMCHECKBOX 

Have the yearly financial report reviewed by a qualified accountant who is not involved with the regular management of club funds, and give a financial report to all club members.

 FORMCHECKBOX 

Make sure the club has an effective way to learn about financial best practices and that these practices are passed on to incoming officers.

 FORMCHECKBOX 

Ensure that if the club has a foundation, it is managed in accordance with local laws.

 FORMCHECKBOX 

Meet regularly with the club’s treasurer to ensure the club’s financial affairs operate smoothly.

 FORMCHECKBOX 

Ensure club bylaws outline the process for disbursing funds.

 FORMCHECKBOX 

     
 FORMCHECKBOX 

     
Risk Management

 FORMCHECKBOX 

Limit the club president’s personal liability by anticipating what can go wrong and thinking about how the president or the club will respond and how any losses will be paid for.

 FORMCHECKBOX 

Use written and signed contracts and keep the documentation for several years after the event. Involve local legal counsel when negotiating contracts.

 FORMCHECKBOX 

Ensure the club has liability insurance for its activities and operations, as appropriate for the club’s geographic area. Contact a local insurance agent or broker for assistance with insurance appropriate for the club.*

 FORMCHECKBOX 

     
 FORMCHECKBOX 

     
*
Clubs in the United States and its territories and possessions are provided general liability insurance through a program arranged by RI and paid for by participating clubs through the July semiannual dues report. For more information, go to www.rotary.org and search “insurance.”

