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1) Positional 

a) Appointed by District Governor

b) Voting Delegate to RLI meetings

c) Serves 1 to 3 year terms, subject to reappointment by the DG

2) General Description

a) Official Representative of Zone 33 RLI in the District

b) Responsible for the event planning, conduct, and wrap-up of all events within the District, subject to direction of the State Coordinator

c) Responsible for event promotion within District pursuant to plan approved by the Promotions Coordinator, with input from the State Coordinator. The plan should be in writing and filed with the Promotions Coordinator and State Coordinator no later than 6 months before a scheduled event

3) Promotional 

a) Assist in promotions –all participants will receive email notifications automatically from Promotions Chairperson.  Make sure word is out in the district, call the club presidents,

b) Contact Speaker Bureau Chairperson to obtain some to speak at clubs

c) Encourage DG to establish club goals for minimum of 2 from each club to attend RLI

d) Suggest district newsletter publish list of those who attend the recent RLI 

e) Identifies and encourages new Faculty prospects

4) Pre-Event Duties

a) Recommend proposed dates and event sites for consideration in the master schedule in consultation with DG and RLI Board Chair

b) Review and implement the site protocol

c) Locate and secure facility –may delegate the responsibility

d) Engage the catering

e) Identify hotel facility available for out of town faculty –do not make the room reservations

f) Verify any other large event conflicts

g) Host the faculty dinner (attempt to get away from restaurants).  Allowable reimbursement for food only –no alcoholic beverages—up to $25 per faculty person- no spouse expenses

h) Responsible for necessary storage

5) Day-of-Event Duties

a)  Engage 2 Sgt at Arms for the full event day as time keepers, and ring bill for class ending

b) Engage 2 Rotarians for Registration table morning of the event

c) Responsible for on-site registration procedures

d) Responsible for collection of all fees and any follow-up with registrants

e) Responsible for set-up at events

f) Responsible for all interior and exterior signage

6) Post-Event Duties 

a) Prepare event wrap-up report including attendance, income and expenses.  Submit the report and funds collected within 5 days after event to the Event Auditor

b) Prepare the Event Summary (Article) and provide digital photographs of (1) faculty (2) graduates, (3) candids, with clearly marked identification, and submit to Event Auditor  

