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HOW TO BEGIN… 
This manual is meant to help you make the most of the coming year. It gives you tools to get 
organized 
and stay on schedule. Among its most important suggestions is this: Work closely with your 
President 
Elect from the very beginning, and build a partnership—nurture leadership among your team. 
Read and 
study this manual! It is a great resource and guide for you and your officers. Browse through the 
Table 
of Contents, and familiarize yourself with the sections and what information is in each. Consider 
the 
following suggestions: 
• Put the manual in a three-ring binder so you can remove and copy pages more easily. Review 
first the material in “Getting Started” and “Officers & Division Leaders.” 
• Copy the material relevant to all appointments, and then carefully make your final selections. 
Make sure your appointees understand what you are asking of them. Let them know that you are 
behind them. 
• Give out copies of the relevant pages of this manual to ALL members of the leadership team. 
• Be ready to handle mail for the club quickly by preparing three file folders: “Requires Action,” 
“To 
Be Distributed,” and “File.” 
• Add the Bylaws to your notebook. The Bylaws will be available to clubs in August. 
Information is 
not available to revise the Bylaws until after the International Conference. 
• A streamlined Directory that will include a listing of the Executive Committee, District 
Officers, 
Past International Presidents, and Staff will also be available in August. The District Governor 
will 
provide the club a listing of clubs in your district. A listing of all Club Presidents will be 
provided 
on the Pilot International website. 
Planning Period 
Wise use of the planning period between your election in March and installation can make your 
club 
and administration more successful. Establish a list of priorities and set a timetable for 
accomplishment. 
APRIL: 
Attend your regional or district training workshop(s) and the district convention. Become 
familiar with 
deadlines and responsibilities. Think about your appointees and whom you need on your club 
leadership team. Select each team member with great care. Become familiar with your district 
and club 
standing rules and your PI Bylaws. 
Next, register for the International Conference and make appropriate arrangements, working 



with your 
current treasurer. 
MAY/JUNE: 
Now that you are familiar and comfortable with the manual, meet with your incoming board and 
your 
club team. Go over the manual material with your board and appointees and give copies of 
ALL relevant 
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material to the appropriate person. Highlight important dates and deadlines or any other 
information 
you want the team to be especially aware of. The club installation script may be found on the PI 
website. 
Ask the outgoing officers to meet with the incoming officers for the transition of records and 
status of 
the annual plans. 
JULY: 
Use all available resources to make a list of deadlines for dues, reports, and grant and scholarship 
applications. Discuss these deadlines and objectives at your executive board meeting and follow 
up with 
the appropriate people. 
After your leadership meeting and a meeting with the membership, complete a yearbook or 
roster and 
plans of work. Send a copy of each to the Governor, Governor Elect, and Lt. Governor (if 
applicable). 
Attend PI Annual Convention and Leadership Conference and experience what Pilot is really all 
about. 
Participate in training and receive updates on the organization, and become involved in the 
business of 
this international organization. It is your obligation to be your club’s official representative, and 
funds 
should be budgeted each year for the conference. 
AUGUST: 
An audit committee should complete an audit and give a report to the club. 
Prepare necessary information as requested by your DCR and mail as requested. Don’t hesitate at 
any 
time to ask for assistance from headquarters staff and your district and PI leaders. They are there 
to 
assist you. 
Each month review what’s coming up on your schedule—read ahead two months in your 
calendar and 
checklists so you’ll be aware of approaching deadlines well in advance. Each district or region 
also has 
its own timetable of special events like training sessions, Fall Councils and conventions, so add 
these to 
your calendar and/or checklists. 
While You Are President 



Prepare for your meetings in advance. Avoid waiting to the last minute. You should have the 
minutes 
of the previous meeting at least one week prior to the meeting. Read and review parliamentary 
procedure frequently. You may have a program or training on Parliamentary Procedure for your 
officers. 
Read and provide each member with a copy of the Governor’s Bulletin. 
Continue to work closely and share everything with the President Elect throughout the year; this 
is 
important for the leadership team! The President Elect needs to know everything in order to 
support you 
and step in if an emergency should arise. 
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When standing before the membership, remember that they are your friends. They have 
confidence in 
you and your abilities. You are their leader and guide but not their dictator. You set the tone. 
Keep your 
members informed and keep all lines of communication open not only with your board but also 
with 
your members. Listen to their concerns and ideas. (Be sure to share all electronic publications 
with 
members who do not have Constant Contact.) Members who have signed up Constant Contact 
now 
receive copies of all Pilot International electronic publications and notices. 


