



Roster Protocol

This protocol outlines steps and timeframe for:

· updating RI-CAS (a.k.a. Clubmate) roster,

· sending data for Regional Roster to tri-club roster coordinator.

I. All Year.

a. Secretary keeps RI-CAS up-to-date with member data.

b. When member data changes:

i. Secretary will notify board of such changes.

ii. Secretary will export a complete roster (pdf file) to website administrator. 

c. Website administrator will post roster to website, where it is always available (password protected) for viewing, printing, & downloading.

II. June 1.

a. Outgoing club secretary (ex: on June 2006, Ralph Ankuda) will print a copy of the current RI-CAS roster.

b. Roster in is given to incoming vice-president (ex: on June 2006, Carmen Espinosa).

III. June 1 – July 15.
a. Incoming vice-president will review each member’s roster entry with the member.  This will preferably be done in person at club meetings.  If that is not possible, then by telephone, email, and/or US Mail.

b. Incoming vice-president will forward changes to secretary (ex: 2006 June, Ralph Ankuda; 2006 July, Michael Pease).

c. Secretary will update RI-CAS.

d. Secretary will print updated member entries and confirm updates with the member.

IV. July 15.
a. Secretary (ex: July 2006, Michael Pease) will export roster data to tri-club roster coordinator (ex: July 2006, June Dealy of Sahuarita club).   The format (hardcopy, Excel, comma-delimited, tab-delimited, etc.) is the discretion of tri-club roster coordinator.  Note: comma-delimited not recommended, as some fields have commas.
b. Secretary will export a complete roster (pdf file) to website administrator. 

c. Website administrator will post roster to website.

V. January 1.
a. Secretary will export only roster changes (since July 15) to tri-club roster coordinator.   The format is the discretion of tri-club roster coordinator. 

Notes on RI-CAS Roster:

1. Rotary accomplishments, such as PHF, use the ‘Position’ field on the ‘Personal’ tab.  This is because it is one of the few free-form fields available to the roster function.

2. Birthday is entered without regard to year.  The roster function allows Birthday to be printed without a year.
3. Anniversary is entered without regard to year.

4. Because the roster function does not allow Anniversary to be printed without a year, the anniversary is also entered in the Partner birthday field.  Both are the same, but Partner birthday can be printed without a year.   The club does not keep data on Partner birthday.
