Instructions for Using the AGA Automatic Certificate
Construction Tool and Certificate Numbers

The AGA automatic certificate is designed to make the preparation of AGA certificates as simple as possible.  It consists of four windows for various information to be typed in located in the AGA certificate template, item B2.  To function properly, the certificate must be opened with Adobe reader.  (See item A9 for an example of a completed certificate.) 

Open the AGA certificate template, item B2.  In the upper window are the instructions (Type Name Here).  Delete these instructions and type in the traveling Rotarian's name (e.g., Rotarian John Smith).  The name will be automatically centered and the type size adjusted to fill the space provided.

Further down the certificate are the instructions (Type Accomplishment Here).  Delete these instructions and type in the appropriate citation.  The citation will be automatically centered and take up to four lines of print.  Citations should include what was done, what Rotary clubs and districts were involved and when the travel occurred.  Please refer to items B7, B8 and D6 for examples of appropriate citations.

At the bottom of the certificate are lines for signatures and date.  Beneath President is the instruction (Type Club Name).  Delete these instructions and type in the recipient’s Rotary club name.  Beneath District Governor and after the word District is the instruction (Type Number).  Be careful not to delete the word District when you delete Type Number and type in the district number.  The club president is manually to fill in the date line with the date of the presentation.

Print the completed certificate.  It can be saved electronically in the original format with a new file name such as “AGA Certificate Beutler.pdf.”  

If the AGA Certificate is for a first-time recipient, it needs only the signatures of the club president and district governor and the date of presentation.  If the AGA is being awarded for an additional trip, you will need to overprint the printed certificate with the appropriate half-toned numeral.  Numerals 2 through 12 are included in the eleven B6 items.

An alternate, but more complicated, approach is to print a blank certificate, item B4, and overprint the above information using the certificate template, item B5.  Adjustments in the template may be necessary to insure proper spacing, especially of the club name centering, a change of which may also affect the district number centering.  This approach can be used for longer citations that will not fit in the automatic AGA certificate, but otherwise is not advised.
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