


Objectives:

To recognize the administrative
duties of their office

To understand the leadership
responsibilities of their office




What are your
responsibilities?




To Plan the Year

Your Year — Administrative reports,
Accounts, Form:s

Your Club — Records, Projects,
Committee chairs, Member
Involvement,

Recruitment/retention






Work as a team ﬁ
Model good leadership

Attend region, zone & district
meetings

Involve members in planning and
set goals









Print a copy of your submitted
report

Copies of membership reports
are sent to district governor

Print member information before
dropping a member










