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01.01

01.02

01.03

01.04

GENERAL INFORMATION
SECTION 01

This Procedures Manual will provide adntratsve guidelines for the Rocky
Mountain District. The manual will be applicabteall Kiwanis Clubs, District
Officers and District Committees of the Rocky MaintDistrict. The manual
will also provide guidelines concerning relatioshand working procedures for
Circle K Clubs, Key Clubs and Builders Clubs. Aduhial guidelines are
provided in the current version (as amended) oKilaanis International
Policies and Procedures as published on the Kiwatesnational web site.

The District Procedures Manual will remaieffect until amended in whole or in
part by the Rocky Mountain district Board of Triede

If there is any discrepancy or variatioesveen this manual and the District
Bylaws, the District Bylaws will govern.

Each District Officer shall have in thenspession a copy of the District Bylaws
and this Procedures Manual.
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AGENDA FOR POST CONVENTION BOARD M EETING
SECTION 02

02.01 The following itemshall be included in the agenda of timstfDistrict Board
meeting held aftethe District Convention. Items can be added éetéd by the
District Governor ad/ol the District Secretary as required.

Introduction of Govmor Designate by the Governor.

Introduction of therternational Representative by the Governosi@®te.
Introduction of the @Gvernor Elect Designate by the Governor Deaig.
Introduction of Liewtnant Governors Designate by the Governagidgdate.
Preliminary aing of the¢ Governor Designate.

Brief statements bgovernor Designate.

Explanation of Distiit voucher payment system.

Request for infanatior by District Secretary.

Answer questins sumitted by Lieutenant Governors Designate.
Budget considerain and adoption.

Announce tentativeates and location of Board of Trustees mesting
Establish credit pulase approval at Kiwanis International.

Approve District @mmittee Chairmen.

Establish approva for check signatures.

Remarks by Internadnal Representative.

Adjournment.
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ALCOHOLIC BEVERAGES
SECTION 03

03.01 The District recommends and respectfuliyests that all clubs prohibit the
indulgence of alcoholic beverages at any duly ¢tutetl Kiwanis meeting or
official Kiwanis function. A duly constituted memey is defined as that period of
time after the meeting is called to order until@&l adjournment. Observance is
requested by all. Maintain the Kiwanis image.

03.02 Please refer to Kiwanis International Polieg and to Kiwanis International
Procedure 173 for details regarding alcoholic beges.
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KIWANIS INTERNATIONAL "CONDUCT
UNBECOMING" GUIDELINE
SECTION 04

04.01
"Conduct Unbecoming" includes Sexual Harassmethiaflraspects of
Conduct Unbecoming are covered in Kiwanis Inteometi Policies B 11, 12,
and 13.
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AMENDMENTS TO DISTRICT BYLAWS AND ADMINISTRATIVE
PROCEDURES MANUAL
SECTION 05

05.01 Refer to District Bylaws, Article XII.
05.02 Refer to International Bylaws, Article ISection 15.

05.03 The Administrative Procedures Manual caarbhended by action taken at any
official District Board Meeting.
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AWARDS
SECTION 06

06.01 This section is blank.
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BOARD OF TRUSTEES
SECTION 07

07.01 Refer to the District Bylaws, Article VII.
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CANDIDATES FOR DISTRICT OFFICE
SECTION 08

08.01 Refer to District Bylaws, Article VII.

08.01 Any club or division of the Rocky Mountd&mstrict desiring to offer, propose or
nominate a candidate for the office of District @mor Elect for the ensuing
administrative year shall file a written statemwith the District Secretary of
such intent not later than 90 days prior to therizisConvention.

08.02 The statement shall be limited to one sfdn 8 %2 x 11 sheet of paper and shall
contain the biographical data and the qualificatiohthe candidate.
Qualifications are defined as:

Candidate must:
1. Be a Past Club President
2. Be a Past Lieutenant Governor

3. Comply with the appropriate provisions of Bistrict Administrative Manual.

Candidate shouldnot required, but certainly desirable)

1. Have served on one or two District committees

2. Have demonstrated some positive district lesdule and support of District
and International projects.

3. Have attended, in the recent past, Kiwanisasped leadership training, i.e.
old Leadership Development Conference, Lieutenave@or Training,
President-elect Planning Conference, Club Officaining, etc.

4. Have attended several District conventions.

5. Have attended several International convestion

08.03 The candidate must attach an addendumatnatijchis or her willingness to serve
if elected and a letter of support from the Divsio which he or she resides.

08.04 Upon receipt of such statement of intérat District Secretary shall advise all
clubs in the District in writing that such namegaye been proposed.

08.05 No part of this procedure shall negatepthalege outlined in Article VII,

Section 3, paragraph (e) of the Bylaws permittingnmations from the floor of
the convention
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COMMITTEES
SECTION 09

09.01 Refer to Rocky Mountain District Bylaws i8l¢ V and attached committee
descriptions.

09.02 Subject to the approval of the District Bloaf Trustees, special committees may
be appointed by the Governor and shall perform sties as may be defined in
their creation.

09.03 All committee members shall be subjecetaval by the Governor.

09.04 The Finance Committee of the Board of Beshall establish within the annual

budget funds to defray committee expense as pbescand recommended by the
programs, goals and objective of the District Gooer
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10.01

10.02

10.03

10.04

10.05

10.06

10.07

10.08

10.09

10.10

DISTRICT CONVENTION
SECTION 10

Refer to Rocky Mountain District Bylaws tidles VI and VII.

The official District Convention Committsieall consist of the Governor, the
Governor Elect, Immediate Past Governor, Distretr8tary, District
Treasurer and chairman of the host committee.

The committee is charged with preparatidhe official program including the
selection of speakers. The host club may arramgenitertainment, lunches,
dinners and the Governor’s banquet, but any arari@hgements require
committee approval.

The method of handling reservations angtragjons shall be developed by the
host club chairman and the District Secretary.

Any prepaid registration fee and meal tmrsa called conference or the District
Convention shall be refunded in full if a writteaguest is made, prior to the
headcounts being confirmed with hotel. The nunadbelays the request must be
received prior to the call of the first meetingnegyotiated each year with the
catering manager at the convention site.

The District Secretary shall file with Kima International three copies of a
complete financial report of the convention or becaconference within thirty
days after the event.

A sum shall be budgeted to cover full payinfar life member status in Kiwanis
International for the retiring District Governor asnemento of appreciation for
services rendered. Should the District Goverridhetime of leaving that office,
hold life member status, any suitable gift of Nkdue shall be presented. The
presentation shall be made at the District Conganti

An amount determined by the District ComenCommittee shall be allocated
for the purchase of a suitable memento to be prede¢a the International
Representative at the District Convention.

At the written request of the conventioaichan of the host club for the next
District Convention, the District Secretary andtbcs Treasurer may advance
a sum not to exceed $5,000.00, payable to therfgotcilities (not the club),
to cover the preliminary convention expenses.

Bid procedure will be as follows:
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The request for bids to host a particular convensioall be published in the first
three issues of the Kiwanian of the administraywar.

e Itis recommended that the site be selected ti¥ege@rs in advance. The
cutoff date for bids is June 1.

« The site shall be selected at the meeting of taeiBoard on Sunday at
the District Convention.

» If a club desires to host the convention, it m#sapproved by the general
membership of the club at a regular meeting. Thie must vote to accept
the responsibilities of host club. The presiddrnhe club will direct, in
writing, to the District Secretary, their initiatqposal to host the
convention for the year three years hence. (1.2016 a request to host the
2019 convention will be considered.) The propeagtlhave a definite
hotel or convention center in mind that meets dgeiirements listed in
paragraph 10.11 of this manual. A form (Rocky MaimDistrict
Convention Requirements) is available from therizisEecretary for the
purpose of bid submission. Its use is recommended.

« Potential convention dates (See Article VI, Secfiasf the District
Bylaws) will be included in the proposal.

» After initial proposals are received by the DidtGecretary, at least two
members of the Executive Committee (Governor, ImatedPast
Governor, Governor Elect) and the District Secsesdwall make an
inspection of all facilities prior to a selection the District Board of
Trustees.

» Each club submitting a bid will be allowed a maximaf ten (10) minutes
for a presentation by a member or members of thvaiis Club submitting
the bid. After all presentations are completed,Bbard of Trustees will
have an opportunity to ask questions of the presenfThe Executive
Committee will then make their report and recomnadiods. Based on the
evidence presented, the Board will then make themision.

* If no bids are received by the due date, the Exee@ommittee shall be
authorized to seek out potential sites and host @ficlubs.

* Inthe event the Board decides no suitable sitdobas presented, the
Executive Committee shall be instructed to seauctmér. Money will be
budgeted by the District Board of Trustees to faitel visit expenses.

10.11 Should a Kiwanis club wish to extend antation to host the District
Convention, the following criteria must be conseteand answers provided for
the Executive Committee to make a recommendatidimet®istrict Board for the
final selection:
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A.

B.

nmo o

First class housing for 50 persons for singleupancy and 50 rooms for

double occupancy.

Adequate ballroom space for general sessiorHande of Delegate

configuration, meeting room spaces for concur@nims, registration, exhibits,
secure silent auction and convention storage area.

Banquet facilities for seating and serving 1280 persons, in rounds of 8 or 10
attendees to a table. Banquet facilities and &taterved plated meals.

An adequate edifice in which to conduct a meai@ervice.

All facilities for sleeping, banquets, and megsi shall be first class and well kept.
As is customary, a definite agreement shalldnelcided on the number of
complimentary sleeping rooms allocated in relatothe total number of

rooms sold.

State of the art AV equipment for each roaraluding appropriately sized dual
screens for ballroom spaces, projection systeragest podium, microphones and
AV carts.
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REGIONAL TRAINING CONFERENCES
SECTION 11

11.01 This section does not pertain to the Mi@Y@onference, which is covered in
Section 13 of this manual.

11.02 Provision for regional training conferenadsbe at the discretion of the District
Governor.

11.03 Registration fees will be established teecaneal costs and provide an allowance
to defray conference expenses.

11.04 Adequate funds will be budgeted to coverdguired expenses of the
conference(s) not covered by paragraph 11.03 above.

11.05 Kiwanis members participating on panel$ivalreimbursed for travel expenses
to the fullest extent possible. See Paragrapli3idnd 11.04 above.
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INTERNATIONAL PRESIDENT'S VISIT
TO THE ROCKY MOUNTAIN DISTRICT
SECTION 12

12.01 The District Governor shall be respondibfeestablishing the date of the
visitation in conjunction with the schedule of théernational President.

12.02 The District Governor shall also be respmedor establishing the location where
the visitation will be held.

12.03 A committee shall be established to makeeglessary arrangements for the
visitation as well as accommodations for the Irdéomal President and any other
arrangements required. The District Office wilbodinate all ticket sales,
however.

12.04 The District will provide through budgetamount not to exceed $200.00 in

order to purchase a suitable gift for the Inteoral President and spouse. The
host committee, with the Governor, shall acquigegtit.
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DISTRICT MID-YEAR CONFERENCE
SECTION 13

13.01 Provisions for the Mid-Year Conference wdlat the discretion of the District
Governor.

13.02 The District Governor shall, at his or tiscretion, appoint a Mid-Year
Conference Chairman who will be responsible foraerall planning,
coordination and implementation of the conferentiee chairman will work
closely with the District Secretary who will act@e-Chairman of the project.
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DISTRICT BULLETIN EDITOR
SECTION 14

14.01 The District Secretary will act as Bulletiditer, providing an email-distributed newsletter
at least (3) three times a year.
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15.01

15.02

15.03

15.04

15.05

DISTRICT GOVERNOR VISITATIONS
SECTION 15

The Governor shall be present at one Divisieeting of each Division in the
District during the term of office.

The Governor will endeavor to be availablpresent charters to newly organized
Kiwanis clubs, Key Clubs, Circle K Clubs, and Beiid Clubs.

Should any unusual problems or situatioise @ the District, the Governor or an
appointed representative will be available.

Expenses incurred in the presentation aftets to newly organized Kiwanis
Clubs will be assumed, in part, by the Kiwanis Roklountain District. Any
extra expense in this area, plus other travel esggemcurred under paragraphs
15.01 through 15.03 are also to be assumed byigtedband will be a budgeted
item (travel allowance).

Expenses for all special occasions su@3s50" and 7% anniversaries, honor
nights and similar meetings for which the Distf&ivernor may be available
should be paid by the host group. However, in tlases where they are not and
the Governor feels his or her presence would bethefse involved, such
expenses will be deemed proper under the travalloggance as budgeted for the
District Governor.
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POLICIES AND DESCRIPTION FOR

DISTRICT SECRETARY, DISTRICT TREASURER AND OFFICE

CLERK(S) SECTION 16

16.01 District Secretary Duties (See District Bydawrticle 111 AND VII).

16.0101 Receive, complete required action, aedsfich items as monthly

16.0102 Maintain District Files and records, imichg but not limited to the following:

©CoNooOrwNhE

10.
11.
12.

16.0103

16.0104

16.0105

reports, club rosters, certificates of delegatetoventions, reports of
club elections, Lt. Governors’ reports, etc.

District Bylaws

District Policy Statements

District Dues by Clubs (paid and unpaid)
International Convention Registrants
International Convention Delegates

District Convention Registrants

District Convention Delegates

Meeting Information for Clubs in the District
Directory of Club Presidents and Secretaries
Directory of District Chairmen and Board Menser
Directory of Past District Board Members
Directory of Past Governors still living

Confer with the Governor regarding assigrisat each District
Board meeting. Prepare the agenda as directdukeb@dvernor and
provide it to Board members along with reportseé@besented at the
board meeting. Maintain minutes of the meetingdisttibute copies
of proceedings to such individuals as required ydgves or policies.
Perform such other duties as requested by the Gowar the normal
and/or necessary administrative process of thei€ig&oard.

Keep minutes of the delegate assembly mggetnd prepare and
distribute copies of proceedings as required. dP@rsuch other duties
as may be requested by the Governor at the Di§tanvention and
other official District meetings

Submit to appropriate officers and commstt@l communications
received from Kiwanis International. In cooperatwith the
Governor, submit all official reports and infornmatirequested by
Kiwanis International.
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16.0106 Preparend distribute correspondence and reports retpaby
District dfficers and committees (subject to approvalhey t
Governoy.

16.0107 Infom District cfficers of significant items from the Setary’s office.
This includes but is not limited to directives fréfiwanis
International, the Kiwanis International Foundatiolub membershi
information, club closings, and member dea

16.02 District Treasurerudies are as follows:

16.0201 Collecand eposit all funds due the District and thégeds involvec
with spedal events, depositing same in the official Didtdepositiry(s)
as approve by the Board.

16.0202 Disburse alunds in the manner authorized by the Distgicard in
compliancewith the District budget.

16.0203 Preparequarterh financial statement and submit it to tBevernor,
GovernorElect, and the Chairman of the District Finai@armittee.

16.0204 Preseiithe most recent quarterfinancial statement at dameeting of
the Boad of Trustees (which becomes a part of the mimofehat
meeting); vith an annual report published the district web sit
following the close of the administrative year,

16.0205 Preparend submireports such as Federal and Sgateual income ta
returns anavithhalding reports, Social Security, unempiogn taxes and
otherreport: required as a part of the normal openasi of th office.

16.03 Convention/MeetisdCuties of the District Secretary are as follows:

16.0301 Consult wit theDistrict Governor regarding the specifispenibilities
to be perfomed. Maintain a District Convention OpeaatiMarual
which is © be used for all committees involved in hostingléor
organizingthe District Convention.

16.0302 Consult wittheDistrict Governor and the District Convesn
Chairman ad othas as appropriate on convettiplannin procedures,
conventon frogram, arrangements, finances, etc. Bipatems
include:

Information on hoting including rates, reservationgeedures
and the numer of complimentary rooms.

Rooms leeded for convention meetings and esent¢luding
size aad arrangements.
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16.04

16.05

16.06

Meal arangements including cost, ticket prices, gotes, etc.
Registetion procedures and supplies available.

Credential committee responsibilities.

Convention budget and finance arrangements.

Prepastion and production of printed rogram.

Matergls and procedures necessary for awards atogynéion to
be mad as part of the convention.

Sud othe items as might be determined necessatlydo
prope plannin¢and management of the District Centron.

16.0303 Assistn the panning and implementation of other officDistrict
Meetings sch as District Training Conference(s), Interogdil
President’s viits, and special events, which are classifie®atrict
functions ad are approved by the Board of Trustees.

Required travel iheDistrict Secretary and District Treasuréosld be
limited to all offidal District and International functions, inclusigéthe
following:

Internetional Convention

Interretional Council

Rocky Mountain District Convention

Rocky Mountain District Conferences

Official visits of the International President

Rocky Mountain District Board Meetings

Meetings of District Committees as requested byGbgernor

Attendancby the District Secreta at such functions as charteegentations
for new clubs, Gosrnors’ official visits, district special projecand cher
events which araot desgnated as required travel in section 1&Bdve should
be plannd in consulation with the Governor. Attendance at chmniversaries,
installations, divi®n training sessions and other Kiwanis “famifyhctions
shall be at the opin ofthe Secretary. All such attendance wawtbe
deemed compengay time and expenses could be reimbursetliadsare
available and sudrcreimbursement is deemed appropriate byGbeernor.

The Secretaghall wak closely with the members of the Exewati
Committee ad theDistrict Personnel Committee to insure thatcadee
staffing, facilities ad equipment needs are available to operat®tbgict
Office in a professinal manner required to support the aeef th« clubs and
officers within theDistrict.

Page 22



Racky Mountiain District Kiw anis International
October 1, 2016

POLICY FOR EMPLOYMENT OF A SECRETARY AND
UTILIZATION OF CLERICAL STAFF
SECTION 17

17.01 Refer to the District Bylaws Article IX, &®n3.

17.02 The following will cover policies for coattual agreements. As outlined in the
District Bylaws, the appointment shall be madeh®ydurrent Governor for an
unfilled term, or the Governor Elect by July 1 foe next Kiwanis year, both
subject to approval of the appropriate District Bloaf Trustees.

17.0201 A confirmed appointment shall constituteea-year contract renewable
by subsequent appointment(s) and subject to resfgob performance
each June by the District Personnel Committee.

17.0202 A satisfactory review and appointmentlgkallt in a new one-year
contract to begin at the start of the next Kiwayar.

17.0203 Salary and benefits are negotiable fofdt@wing year when the
District Budget Committee meets to plan and propolkedget for the
approval of the next Kiwanis District Board. Totalsts, including
salary, benefits, travel and training should bdwatad in comparison to
the proportionate “cost per member” as a part efrstrict dues
structure.

17.03 The following policies will apply to a teimation of employment.

17.0301 A resignation on the part of the Secrethayl require 14 days written
notice to the District Board.

17.0302 Termination by the District Board in corapte with Article 1X,
Section 3 should allow the same 14 days of ternonatotice except in
cases of illegal, immoral or unethical behaviorethinight damage the
reputation or increase liability of the District.

17.0303 Retirement plans should be shared witibisieict Board at least 90
days prior to the start of retirement.

Page 23



Racky Mountiain District Kiw anis International
October 1, 2016

17.04 The policies for obtaining clerical assist@are as follows;

17.0401 The Secretary shall be authorized torretarical help from
volunteers and/or contracted labor to 1) providiefrécom the routine
tasks which detract from the Secretary’s role asfg&dministrative
Officer of the District and 2) insure the effectimperation of the office
for support of clubs during normal and/or reasoadinisiness hours.

17.0402 The District Board will budget adequatedfito cover the costs of
contracted clerical assistance and should alsaatebuch costs in
comparison to the proportionate “cost per membsgrd part of the
District dues structure.

17.0403 Priorities for retaining any paid cleriaakistant(s) should be given in
the following order:

A. Qualified members of sponsored youth organinatiwithin the
Rocky Mountain District, with the necessary skiigpoerform the
required work.

B. Qualified members of area Kiwanis clubs whoratged and/or
desire supplemental income.

C. Full-time students with the Rocky Mountain Distwho are
sponsored by or otherwise recommended by DistiwaKians
and who seek or need financial aid for education.

D. Other applicants from the community who are deiualified
and seek supplemental income on a contractual balsis

17.0404 Care should be exercised in retaining gaiital assistance to utilize
only individuals who are part-time, temporary, canted or scholarship
recipients.

17.05 Personnel Committee policies and procedures
17.0501 A Personnel Committee shall be appoinyetido Governor to provide
for the evaluation of and allow a grievance comesifior the

Secretary. This committee should consist of thedaliate Past
Governor and two other Past Kiwanis District Gowoesn
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17.0502 Following the annual evaluation, the FarebCommittee shall
recommend to Governor Elect one of the followingoss relative to
the appointment of the Secretary for the succeeghag

A. Unconditional appointment — based upon a satisfg evaluation
of the overall performance, attitude and valud®District during
the past term of employment.

B. Conditional appointment — based upon a qualdéiealuation with
suggested areas of improvement to be monitoredgltite next
term of employment.

C. Termination — based upon an unsatisfactory avialu of the

overall performance, attitude, and value to ther@isduring the
past term of employment.
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18.01

18.02

18.03

18.04

18.05

18.06

DIVISION COUNCILS
SECTION 18

The purpose of a Division Council shaltdé) exchange ideas on club
administration and functions, 2) coordinate commajects, 3) exchange
information about club programs and 4) encourag@etion of all division
clubs with the District and with Kiwanis Internate

The Division Council shall have no officefiche incumbent
Lieutenant Governor shall be the chairman.

The Division Council shall meet at the oéllhe chairman as he/she sees need
for such a meeting.

Basic membership in the Division Councdlsbonsist of the Lieutenant
Governor Elect and incumbent presidents and seigetaf the clubs of the
Division, or their alternates. The chairman mastaothers to attend a Division
Council meeting.

The Division Council is an advisory grouna ahe Council’s decisions are not
mandatory upon the officers or members of any club.

Past Lieutenant Governors within the Dorswill be invited to attend.
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19.01

FINANCE
SECTION 19

Refer to the District Bylaws, Article XI.

19.02 The Treasurer shall present and detaprbeeding year budget, line by line,

19.03

19.04

for the post convention board meeting. The Fin@@m@mittee made up of at
least the Governor-Designate and the District Tnesshall then prepare the
succeeding year budget prior to October 1. Th&ibigoard shall adopt its
budget based upon the estimated income, usingtidst Imembership figures
and investment income no later than October 31.

In order for the District Board to be knedgeable of the budget to be
approved at the October District Board meeting pilngget will be available
at least three (3) days prior to the meeting fecuaksion and review.

Reimbursements and allowances for Digiriicers — normal duties (includes
Governor, Governor-Elect and Immediate Past Govgsiall be as follows:

19.0401 In pursuit of normal duties of each offie@mbursement shall be
paid at the rate of twenty-five cents ($0.25) péejmound trip, if
travel is by automobile, or actual cost if by r@@d, bus or coach fare
if by plane.

19.0402 Expenses for overnight accommodations Isbadaid only on
submission of a detailed account. Such expensdisngt include
valet or laundry services.

19.0403 Expenses for postage or long distancehtefee expenditures will be
charged to those specific accounts.

19.0404 Lieutenant Governors’ and Lieutenant GoweDesignates' (in the
year preceding their year of office) expensesrioral will be paid
in accordance with paragraph 19.0401 and as follows
District Convention - 3 nights for both Lt Govers@nd Lt
Governor-Designates.

District Training Conferences - 2 nights for LtW&@onor-
Designates.

District Board meetings - 1 night for Lt Governors.
Mid-Year Conference - 2 nights for Lt Governors.

Board members will not request more nights thag treed.
Additional nights must be pre-approved by the gower

19.0405 A request for Lieutenant Governor’s trared room will not be
honored when such expenses are incurred outsidise of her own
Division, unless specifically assigned by the Gaweror Board of
Trustees.
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19.05

19.06

19.0406 In the event any District Officer findsribre convenient to
commute from their home base when attending a ngeefimore
than one day, the mileage allowance as detailpdragraph
19.0401 for trips exceeding the first will be liedtto what the cost
of the lodging would be if he or she stayed over.

19.0407 When feasible, the district secretary bolbk and pay for hotel
rooms for the board. If a board member does natetaheir
reservation with the secretary in time - in thatacellation fee is
incurred - then the board member shall reimbursali$trict that
cancellation charge.

19.0408 Any and all reimbursements require a stahdoucher, approved for
payment by the District Secretary. All expensdtshve budgeted and
payment will be made as prescribed by the budget.

The financial policy for District Officeastending International Convention and
International Councils will be as follows:

19.0501 Budgeting for International Council islgemnatic as Council is not held
every year. If an International Council is annouhaéter the annual
budget is prepared and approved, this will be ébas an additional
budget item to be considered by the board wheraaridoccurs.

19.0502 The District Treasurer shall have budgatedmount to cover actual
expenses for travel, board and room incurred endihg International
Council (if one is planned and announced prioruddet preparation
and approval) and Secretary workshops.

19.0503 The Governor, Governor Elect, Imnmediast Bavernor, District
Secretary, and District Treasurer shall be budgateaimount to cover
their expenses incurred including registration ehitending the
International Convention and reimbursement shdleroeed the
budgeted amount.

19.0504 Lieutenant Governors shall be partialijmbeirsed to attend the
International Convention. Maximum allowances Ww#l established
each year in the district budget. Should any eflileutenant
Governors find it impossible to attend the Inteioval Convention
during the year they hold office, their budgetddtaient will be
equally divided among those Lieutenant Governonsadly in
attendance, up to the actual cost of their attecelan

In the event any District Officer is autlked to travel outside of the confines of
the Rocky Mountain District, the District will relmarse such officer for travel,
room and board. The transportation cost shaleroéed the cost of the common
coach round trip airline fare.
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19.07 Any and all purchases of equipment, masesiad supplies which encumber
District funds shall be processed through the eftitthe District Secretary.

19.08 Policies for non-payment of District Dugskiwanis clubs shall be governed by

the similar Kiwanis International policies detailedKiwanis International
Bylaws, Article VII, Sections 1, 2, and 3.
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FUND RAISING
SECTION 20

20.01 All solicitations for funds by a Kiwanisubl shall be confined to the territorial
limits in which the club functions except by mutagreement of the clubs in a
division or district for a common purpose.

20.02 The use of a professional fundraiser meistdproved by the Executive Board
whether it be a Kiwanian or not.

20.03 Lotteries, raffles, drawings or other gawfeshance may be held provided they

meet the requirements of the state laws in the dte club exists. Care should
be exercised to be sure that such activities dinmaiign the name of Kiwanis.
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21.01

21.02

21.03

21.04

21.05

21.06

21.07

21.08

21.09

THE POSITION OF GOVERNOR ELECT
SECTION 21

Refer to the District Bylaws Article 111 &en 6.

Serve as a member of the Convention Coewrattd the Finance Committee.
Assist the Governor when requested by theefdor. Expenses incurred in such
service shall be reimbursed by the District Treasupon submittal of a voucher

approved by the District Governor.

Spend the year in office observing andyairay the training and administrative
techniques in use on District and club levels.

Observe the performance of individual Kiieas, having in mind potential talent
for service to the District.

Attend the International and District Camti@ns.

Attend all scheduled training sessiongddily the District and by Kiwanis
International.

Conduct a training conference for Lieuté@overnor Designate and District
Chair appointees prior to, or at the time of thstidst Convention.

Be responsive to the wishes of the DisBmyernor as these relate to the
promotion of District goals and programs. The Gowe Elect has no authority
over incumbent Lieutenant Governors, District Chair Committee members and
he or she shall respect the functions, privilegesabligations of the District
Governor.
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22.01

22.02

22.03

KIWANIS DISTRICT PROJECTS
SECTION 22

A District project is defined as any a¢yivdionducted on a District-wide basis by
a committee or an organization in which the wordVWKANIS” is used in its
promotion or as a part of the name of such activity

In order to promote greater participatamrrelation and liaison, all District
project committees shall have a minimum of one fBauisf the District Board as
a member of such committee. The Trustee membér®happointed by the
District Governor. No committee or organizatioalslengage in the promotion
of, or shall conduct a District project (on a vdany basis or otherwise) without
prior approval of the Board of Trustees of the Rolountain District of
Kiwanis International. To avoid confusion, all estlocations, and budgets shall
be submitted to the District Board of Trusteespioor approval.

At the conclusion of each such Districijget the committee or organization

shall file a statistical report and financial stagmt with the District
Secretary.
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23.01

23.02

23.03

23.04

23.05

LEADERSHIP TRAINING
SECTION 23

Refer to Section 21 of this manual forghsition of Governor Elect.

It shall be the responsibility of the GaoarElect to plan, organize and conduct a
training session for Lieutenant Governors Desigpate to or at the time of the
District Convention.

The Governor Elect shall arrange for amade number of qualified District
Trainers and establish a schedule and locationSltdy Officer Training and
President Elect Planning Conferences. Lieutenane@ors Designate shall
arrange for all club presidents elect and secestami their respective divisions to
attend Club Officer Training and all club presideelect in their respective
divisions to attend a President Elect Planning €a@mice.

The Governor shall make the necessarygenaants to have training available
for Club Presidents Elect, Club Secretaries andd Cheasurers at the District
Convention.

The District Leadership Development Coathinwill conduct or implement
training sessions at various times during the j@anew clubsecretaries and
treasurers and new secretaries and/or treasurerassume office other than
October 1 and who have not had the opportunitytémd the
secretary/treasurer training session offered abDtb&ict Convention.
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NEW CLUB EQUIPMENT

SECTION 24
(This section modified August 6, 2017)

24.01 The following supplies and equipment are recommended for consideration by each

new club:
May be supplied by Kiwanis Recommended for consideration for purchase
International
Kiwanis Gong United States Flag (with floor stand)
Kiwanis Gavel Road Sign, with meeting time and place
Club Banner Kiwanis Wall Plaque with meeting time/place
Officer Pins Speakers Rostrum
Charter Member Pins Kiwanis Flag-table set
Charter Member Certificates/Folders
Name Badges

Kiwanis Flag

The items above to the left are normally and currently supplied by Kiwanis
International as the “Charter Gift Kit” at no additional cost to the club. If the items
supplied by Kiwanis International are changed in the future, the list should be
modified accordingly.

The sponsoring club or clubs may choose to provide one or more of the other items
in this list as a gift to the new club upon its chartering. Any of the suggested gifts
should be ordered from the Supplies Department of Kiwanis International, 3636
Woodview Trace, Indianapolis, In 46268 and shall be charged to the account of the
sponsoring club.

24.02 1t is the responsibility of the Board of Trustees of the Rocky Mountain District to
budget and provide funds not to exceed $500 per new club, to be awarded to the
new club and used as their officers and members determine is best.

24.03 A budget allocation to cover the cost of the items above shall be provided for all
new clubs established in the administrative year.

24.04 Where a club’s charter is revoked all equipment listed in Paragraph 24.01 and the
club’s charter will be picked up by the current Lieutenant Governor and returned
to the District Office. The charter is to be forwarded to Kiwanis International.
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RELATIONSHIP WITH INTERNATIONAL REPRESENTATIVE
AND COUNSELOR TO THE DISTRICT
SECTION 25

25.01 The President Designate of Kiwanis Intermatiovill assign an International
Representative to the District Convention and anSelor who may or may not
be the same person.

25.02 Responsibilities of the Counselor to therigisthroughout the administrative year
are as follows:

25.0201 To interpret all policies and suggestadiagtrative techniques in
relationship to the immediate and continuing neddle District.

25.0202 To assist the Governor and the DistrierBan developing the District
into an effective and cohesive team, which can d&ste the interest of
the clubs in the District.

25.0203 To share in the successes of the Distritieeting its established goals
and to feel equally distressed when evidences akmess develop both
in administrative techniques and in program impletaion.

25.0204 To be the voice of the International Flesst in the District when the
President cannot be present,

25.0205 To assist the General Office in maintgnirat necessary close working
relationship with the District which insures straanyd effective District
administration.

25.0206 To work with the District Governor to #ed that he or she may reach
the distinction of being a distinguished Governor.

25.03 As part of their responsibilities, the Dettshall waive all fees and meal costs at
official functions within the District for the Inteational Counselor, International
Representative, International President, and ptesgrast International officers
residing in the District.

24.04 The District Governor shall keep the Indional Counselor/Representative fully
informed as to dates and times he/she should &gandance at the District
Convention, including dress, etc. The District &mwor shall handle all details of
the International President’s visit to the Distriotluding correspondence to
inform the President and spouse of what is plafoetihe visitation — dress,
accommodations, who will meet them, what they meygect in regard to
weather, what dignitaries they will meet and angcsgd affairs they will attend
including media interviews. (See also Sectionegarding the visit of
International President). The International Presidad International
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Representative/Counselor should be welcomed aatett@s one would treat a
guest in their home while they are in the District.
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RESOLUTIONS
SECTION 26

26.01 The District shall confirm at the Distri@bnvention all resolutions passed by the
delegates at the International Convention.

26.02 The District may author any or several ltggms that may be presented to the
House of Delegates at the International Convent{@®e International Bylaws,
Article XVII, Section 6)

26.03 Clubs or individuals may prepare resolitinbe presented to the House of
Delegates at a District Convention.

26.04 Resolutions shall relate to broad mattepolicy and not to administrative
matters.
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27.01

27.02

27.03

27.04

27.05

27.06

27.07

27.08

SPONSORED LEADERSHIP PROGRAMS
SECTION 27

Any reference to the Key Club and/or CikIBoard of Trustees of the Kiwanis
Board Trustees shall assume that in all instarieesetboards are located in the
Rocky Mountain District of Kiwanis International

The responsibility and control of the KdylCand/or the Circle K District shall
rest with the District Kiwanis Board of Trustees.

The Kiwanis District Governor and the Boafdrustees shall be responsible for
the counsel, advice and final authority for thectioning of the Key Club and /or
the Circle K District.

The Kiwanis Key Club and/or the Circle Ksiict Administrator shall be
responsible for the proper procedures of the Keyp@hd/or Circle K District
organization’s administrative functions in accorawith the Kiwanis District
Board directives.

The Kiwanis Board of Trustees may budgetaaridorize expenditures of
Kiwanis District funds as are necessary for coygarpenses of Key Club and/or
Circle K District officers to attend District andtérnational Conventions, or for
such other Key Club and /or Circle K District expes which seem imperative,
but only beyond the ability of the Key Club and@ircle K District Treasurer to
cover such expenses The Kiwanis Key Club and/ai&€K Administrator must
recognize the fact that the Key Club and/or CikCledministrative years are
different from the Kiwanis administrative year. rn@eally, the Key Club and/or
Circle K years fall about one half into each of amg consecutive Kiwanis years.
Therefore, the amounts budgeted for financial tesie for the Key Club and/or
Circle K Administrators must be shared 50-50 betwasgy two Administrators
who serve in any fiscal Kiwanis Year.

Should any situation arise at such timettt@Kiwanis Board cannot
conveniently meet to grant approval, the Kiwanistiiit Governor and the
Kiwanis District Key Club and/or Circle K Administior may collaborate to
render a decision on behalf of the Kiwanis DistBoard. Any such decision
shall be confirmed by the Kiwanis Board at its n@gular meeting.

Travel of the Key Club District Governor, @it Secretary, District Treasurer
and Trustees shall be approved by the individugh Bthool principal, parents,
and the Kiwanis District Key Club Administrator.

District Key Club and/or Circle K funds mag/iised by Key Club and/or Circle K
district officers for transportation to District Ba meetings, District conventions
and training conferences. Any additional travgdenditures must be approved by
the Kiwanis District Governor and the Kiwanis DisttiKey Club and/or Circle K
Administrator.
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27.09 Kiwanis District funds shall not be availafde expenses incurred in sponsoring
Key Clubs and/or Circle K Clubs, or furnishing sligg and equipment. This
obligation remains with the sponsoring Kiwanis Club

27.10 Key Club:

27.1001 The Governor Elect shall appoint the Kayp@istrict Administrator.
The administrator shall be substantially qualieddescribed in the
Kiwanis International position descriptions.

27.1002 The Key Club Administrator shall be appainio serve a one-year term
from April 1 through March 31.

27.1003 Responsibilities of the Key Club Adminiggranclude:

27.1004 AMBASSADORSHIP- Thdistrict administrator is thadult face”of
theprogramin thedistrict. Thismeangheyshouldbeadvocategor the
program, represertheprogramatdistrictevents, andenerally servas
theprimary“go-to” personfor theprogramin the district.

Serveasprimary liaison betweethe Key Club and thi€iwanis district.

Developa positive working relationshigvith theKiwanis district
governor,governor-elect, secretargndother district leadershito
administratothe Key Club district organization.

Provide trainingandinformationon Key Clubsponsorshi@tdistrict
events.

AttendtheKiwanis district convention, mid-year conferencesatingof
the districtboardof trusteesandother meetings/conferencas
appropriate.

Promotethe Key Clulprogram throughoutheKiwanis district through
articles,mailing and presentations.

In coordinationwith the Key Clulgovernor, provideareportto the
Kiwanisdistrict board which highlighttheactivitiesof the Key Club
boardas well as the Key Club district.

Assistthedistrict treasureandbudget committee financial planningand
reporting.

Understand th&routh Protection Guidelinednd how itrelatesto Key
Club programming.

27.1005 Opening new clubs- Ttistrict administrator isheprimary driverfor
openingnewclubsin thedistrict. They suppomewclubs througtthe
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27.1006

27.1007

27.1008

27.1009

27.1010

club-buildingandcharteringorocessesAdministrators shoulélso look
for opportunitiesn theirdistrictsto promoteKey Club topotentialhost
sites such aschoolsand agencies.

Club support- The district administraioouldoffer regular
communicatiorandsupportto both Kiwanis advisorsandfaculty/facility
advisors. Administrators shoufthd ways torecognizethe work of the
clubadvisorsanddevelop meant helpthemdo their best work.

Committee Leadership- The district adstiator should oversee a
committeeof adultsto helpcarryout districtresponsibilities. Therefore,
it becomes importarior administratorso be agoodleader/coach—and
goodat putting peoplen positions wher¢heirstrengths matcthe
programneeds.

Collection of Key Club Dues and disbugsahfunds shall be the
responsibility of the Key Club Board, supervisediy District
administrator.

Board Advising- The District administraserves as the district’s
Kiwanis representative to the Key Club Governor mthe district
board to include supervision of board meetingsrdioation of
training of board members and overseeing finaraspécts of the Key
Club District.

Other Duties:

* Supervision of a minimum of two board meetings atfigu

» Complete a “District Team Agreement” with the Kelyl
Governor annually and uphold each point of the exgent.

* Provide training of the Key Club district board aofticers, to
include strategic planning and goal setting, orgatonal and
financial management, Kiwanis family structure méailding
and leadership development.

* Oversee management of the Key club district finance

» Disbursements shall require approval of both tlea3urer and
the District administrator. Such approval mustrbeiiting
either by email or pen.

* Annual budget to be provided to the Kiwanis DistBoard no
less than two weeks prior to the date of the falétimg of the
Kiwanis District Board.

* Financial periodic reports are to be provided oKiwanis
District Board at the mid-year conference and tis&idt
convention.

* Oversee the administrative operations of the Kelg district.

* All board members will forward to their successaltsecords
and make login information available within 30 day®r
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election. Should there be no successor, samelshall

forwarded to the secretary.
» Serve as an ex-officio (non voting) member of tley IClub
district board.

27.1011 District Event Management- The Distréinénistrator or
administration member, in conjunction with the K&wub district
board, shall plan and execute the Key Club Dis@imtvention.

* Ensure the planning and execution of all Key Clistbrigt
board meetings, conferences and conventions.

» Serve as the individual assuming responsibiligllaKey Club
district events.

* Host an annual Key Club District Convention.

» Coordinate the annual contests and awards, elsction

*  Submit annual district report form.

27.11 Circle K:

27.1101 The Governor Elect shall appoint a CikcRistrict Administrator.
The administrator shall be substantially qualifesddescribed in the
Kiwanis International position descriptions.

27.1102 Thadministratolis appointedo servea one-yeaiterm,from one April
1through March31.

27.1103 Responsibilities of the Circle K Adminaggar include:

27.1104 AMBASSADORSHIP —Theiglrict administrator ishe“adult face”of
theprogramin thedistrict. Thismeangheyshouldbeadvocategor the
program, represertheprogramatKiwanis-family district eventsand
generally servas theprimary“go-to” personfor theprogramin the
district.

27.1105 Servasprimary liaisonwith the CKIgovernor betweetheCircle K and
the Kiwanis districts.

27.1106 Developa positive working relationshipwith the Kiwanis district
governor, governor-elect, secretaryand other district leadershipto
administratothe Circle K district organization.

27.1107  Providing trainingndinformationon Circle K sponsorshi@tdistrict
events.

27.1108 AttendheKiwanis district convention, mid-year conferencegatingof

the districtboardof trusteesandother meetings/conferencasappropriate
and/orinvited.
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27.12

27.1109  PromotéheCircle K program throughoutheKiwanis district through
articles,mailing and presentations.

27.1110 Ircoordinationwith theCircle K district governor, providareportto the
Kiwanisdistrict board which highlighttheactivitiesof theCircle K
district boardas well as th€ircle K district.

27.1111  Assisthedistrict treasureandbudget committeen financial planningand
reporting.

27.1112  Attendheannual Service Leadership Programs Conference spaisy
KiwanisInternationatheGovernorsandAdministrators Training
Conferencesponsored b¢ircle K International.

27.1113  Servas arex-officio (non-voting) membeof the CKldistrict board. You
or your designee must be present at all officiarthoneetings.

27.1114 Understand the Youth Protection Guidelsred how itrelatesto Circle K
programming.

Builders Club:

27.1201 The Governor Elect shall appoint a DisBigilders Club
Administrator to serve a one-year term.

27.1202 The Builders Club Administrator is respblesfor providing quality and
efficient leadership to and administration of thel@ers Club district
organization as a vital component of the Kiwaniaifg.

27.1203 AMBASSADORSHIP- The administrator is thelathce of the
Builders Club program for the district. They shibbe advocates for
the program, represent the program at district tsvemd generally
serve as the primary “go-to” person for the prognanme district.

27.1204 The Builders Club goal for the Rocky Miaun District is every
Kiwanis club sponsoring one or more Builders Clubs.

27.1205 The responsibilities of the BuildersiCAdministratorare:

» Serve as the primary liaison between the Buildéub Grogram
and the district.

» Develop positive working relationships with the @aovor and
district board.

» Provide training and information on Builders Clydmssorship
at district events.

» Attend the Kiwanis district convention, mid-yeanéerence
and other meetings and conferences as appropriate.

* Promote the Builders Club program throughout tisérigt
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27.1206

27.1207

27.1208

27.1209

27.1210

27.1211

through articles, social media, newsletters andgirations.
* Understand the Youth Protection Guidelines and thay
relate to Builders Club programming.

Opening New Clubs:
The Builders Club administrator supports new chiosugh the club-
building and chartering processes.

Club Support:
The Builders Club administrator should offer regudommunication
and support to both Kiwanis advisors and facultyisats.

The following Builder Club Awards areo presented at the Mid-Year
Conference each year:

All Lt. Governors achieving 100% Build&ig/anis Club ratio
during the year.

All Lt. Governors of Kiwanis divisiongeddy at or above 100%.
Builders Club Kiwanian of the Year presdrib the RMD

Kiwanian who made the greatest contribution to @ar$ Club
during the year.

Page 43



Racky Mountiain District Kiw anis International
October 1, 2016

ROCKY MOUNTAIN DISTRICT AND KIWANIS INTERNATIONAL

ELECTION ADVISORY COMMITTEE
SECTION 28

(Adopted December 18, 2014)

PURPOSE:The principal purpose of this committee is tovmte the District
with insight and counsel regarding Internationaiies - primarily
amendments, resolutions and elections to higherrational office. The
committee is also charged to: a) Provide counsiidse in the District
seeking International office, and b) Provide aeaysfor the selection,
endorsement and recommendation to the DistrictdBo&T rustees, of
candidates for International office. This commitheay also be assigned other
duties and responsibilities by the District Governo

COMPOSITION: This committee shall be composed of the currestiribt
Governor, Governor-elect, District Secretary, thDgsrict members
currently serving on Kiwanis International commegeand Kiwanis
International Foundation, all Past District Govesiand all Past District
Secretaries. All members of the committee mustchigeamembers of a
Rocky Mountain District club.

PROCEDURES:

1. All Past District Governors, Secretaries, aridrnational committee
members will be polled, each year in November eteignine their
interest in serving on the Election Advisory Coneet(EAC).
Responses must be provided to the District Officélbvember18 of
each year. The number responding in the affirreatill assist in
determining what constitutes a quorum for voting aation purposes,
providing they commit to attending called meetings.

2. A quorum for any meeting shall be 50%, plus,af those serving on
the committee.

3. The Chairman of the EAC will be determinedalapajority vote of the
committee and shall serve until replaced by a ntgjeote of the
committee or the campaign manager of the endomadidate
becomes chairman per 111.5 below..

4. Candidates seeking Kiwanis International efSball be selected and
endorsed by this committee and recommended to idtedD Board of
Trustees for approval and appropriate action. éhoe of candidates will
be:
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The candidate's home club will adopt a resmtutif support and
endorsement naming the proposed candidate, whobaust
good standing in his or her club and the Rocky MaiarDistrict.
This resolution will be submitted to the Districc®etary by the
home club. The candidate will also send to therBisbecretary
a resume, a statement of goals and reasons fangdegher
Kiwanis International office. All required items stlbe
submitted by January 1st of the year prior to s pf the
International Convention at which the candidaté stdnd for
election.

The District Secretary will forward the resadatand other
information submitted under 4a above to the Elecfidvisory
Committee for action by January 10th. The commitigie
conduct appropriate interview(s) of all eligiblendadates at a
meeting called by January 20th. The committeedetermine
the interview format and inform the candidate($pmto the
meeting. The committee after conducting its revoéihe
candidate(s), shall make its recommendation, chbgen
majority vote, to the District Secretary for on¢ ¢andidate or no
candidate by February 1st.

The recommendation of the EAC and appropriatenals shall
be forwarded to the District Board of Trusteesthair
consideration.

The District Secretary will draft a resoluticubject to the
review of the District committee on Resolutions,tfee purposes
of adoption at the District Convention immediatefgceding the
International Convention at which the election wake place.

5. The endorsed candidate for International effiray select his or her
Campaign Manager who will then serve as EAC Chairaslong as the
candidate is in the process of election to hightarhational office. It is
recommended that the selected campaign managethmeamimposition
stated in II.
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