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KIWANIS INTERNATIONAL POLICIES

(This sectionevised per K. Board Action as ofanuary 201)1

A. DEFINITIONS

1.

Policy
A policy is a basic principle by which the International Board guides the affairs and organization of
Kiwanis International. (5/83)

Procedure
A procedure is an established method or manner byhwthee Bylaws, and Policies of Kiwanis
International are implemented. (5/83)

B. INTERNATIONAL ADMINISTRATION

1.

3.

Purposes and Objectives of Kiwanis International
The purposes and objectives of Kiwanis Internatiana to promote service, friendship, and
understanding among persons in the community and throughout the world. (5/83)

Vision Statement

Kiwanis, a million members strong by our ¥08nniversary in 2015, will be the most effective
adult and youth volunteer service organization worldwide. (4/98) (05/05)

The International Board shall prepare, implemant regularly review long range planning to help
the organization attain its vision. (4/98)

International Board

a. International Board: The International Board shall define the organizational policies and
procedures and shalate full administrative authority in all matters of Kiwanis International,
including Executive Directopbversight responsibilities. (International Bylaws, Article XII,
Section 5, and Article XllI, Section 5) (5/83) (1/08)

b. International President: The International President shall serve as Chairman of the Board of
Kiwanis International. (5/83) (1/08)

c. Executive Director. TheExecutive Directoshall be the def administrative officer of
Kiwanis International, the executive in charge of the International Office, and the editor of
official publicatiors. (International Bylaws, Article XllI, Section 5) (5/83) (7/07)

d. Purpose and Accountability: The Board is accountable to the membership for the
organi zationb6s performance through al/l of
solely on behalf of the membership, is to assure that Kiwanis International actseves i
strategic objectives. (1/08)
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Kiwanis International Policies

e. Governing Style: The Board will govern with an emphasis on:
(1) Outward vision,
(2) Encouragement of diversity of viewpoints,
(3) Strategic leadership more than its own administrative detail,
(4) Clear distinction of Bard andexecutive Directoroles,
(5) Collective rather than individual decisions,
(6) The future rather than the past or present;
(7) Proactive rather than reactive; and
(8) Open, efficient, and productive meetings.
(1/08)

f. Code of Conduct

The Boardcommits itself and its individual members to ethical, businesslike and lawful
conduct, including proper use of authority and appropriate decorum when acting as Board
members. (1/08)

Board Members may not attempt to exercise individual authority ovearsv
International operations except as explicitly set forth in their duties aBdasd policies.
(1/08)

Board Membersdé interaction with the public,
limitations as well as the ineligibility of any Board mieen to speak for the Board as a

whole except to repeat explicitly stated Board decisions. Board members must be aware at

all times that their comments could be perceived to be statements of the Board as a whole

or to otherwise carry official weight. (18D

Outside of Board discussion, individual Trustees and Officers will not publicly criticize
Staff performance. (1/08)

Board Members will maintain the confidentiality of sensitive issues as defined and
discussed by the Board. (1/08)

g. Cost of Governance

The Board will invest in its governance capacity, including skills, methods, and supports to
assure governing with excellence. (1/08)

4. Finance

a. Accounting Records and Procedures:Accounting records will be maintained and
accounting procedures will belfowed in accordance with generally accepted accounting
principles. (5/83)

b. Annual Audit: Certified Public Accountants shall be employed to make an annual audit as
required by the International Bylaw$5/83)

c. Budgetary Controls: Kiwanis International will control its finances through an adequate
budget system, and financial matters will be conducted on sound, conservative principles. Th
annual budgets for operations and capital expenditures shall be approved by the International
Board. (5/83)
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10.

Kiwanis International Policies

d. Reserves: Adequate operating and special reservidishe maintained to assure the financial
soundness of Kiwanis International. (5/83)

International Convention

a. International Board Authority: The International Board shall determine the dates and
location of theannual International Convention and shall control and approve the Convention
plans and program. (5/83) (1/93)

b. Registration: The official document for submission of registration information and fees shall
be the Kiwanis International Convention registration form or an identical copothe1/93)

c. Fund-Raising Activities: No individual, club, division, or district shall be permitted to
conduct funeraising activities at oin conjunction with the Kiwanis International Convention.
(2/95)

KiwaNis Magazine

Theprimaryofficial publication of Kiwanis International shall bewanis magazine. Kvanis
magazine will inclué articles of general public interest and articles promoting the purposes and
objectives of Kiwanis International. All advertising must meet the standards established by the
International Board. (5/83)10/10)

Language

a. Printed Materials: English shall be the official language of Kiwanis International for
literature, printed materials, and communications to all clubs. The International Board may
approve the use of other languages. (5/83)

b. International Board Meetings: The meetings of the International Board Committees and
International Board shall be conducted in English with simultaneous interpretations provided
into other languages as required. (5/89)

Equal Employment Opportunity
No employee or applicant willdbdiscriminated against because of race, color, creed, sex, age,
religion, physical handicap, or national origin. (5/83)

Extension of Kiwanis

a. New Nation or Area: No Kiwanis club shall be formed in any new nation or area, unless such
nation or area has first been approved by the International Board. (1/87)

b. Nondistricted Area: For clubs formed in nondistricted areas, the International President shall
appoint the person authorized to present the club charter. Consideration will be given to
financial costs, and generally the person designated will be the Kiwagrsdhonal
Accredited Representative (KIAR). (1/87)

Risk Management Program

It is Kiwanis International's mission to provide a Risk Management Program to its affiliate
organizations, members, and volunteers with comprehensive insurance protection to enable
coninued community service while protecting Kiwanis' reputation and minimizing its exposure to
loss. The objectives of the Risk Management Program are to: (2/95)

a. Provide a compreheive program of protection at a reasonable cost. (2/95)

b. Effectively manage the risks presented by Kiwanis' daily activities. (2/95)
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Kiwanis International Policies

c. Educate Kiwanis club members about the proper methods of preventing and controlling losses.
(2/95)

d. Monitor the program ckely and make necessary changes on an ongoing basis to minimize
Kiwanis' exposure to loss. (2/95)

e. Fund not only insured losses, but also those losses not covered by standard insurance by
building a "reserve" fund over time. (2/95)

Conduct Unbecomingan International Officer

AConduct amlbtematoml Offiger(Kiwanis International Board Members and

District Governors)n addition to the défition providedin the International Bylaws, is further

defined as any of the following offenses comettivhile serving in office:(4/10)

a. Engaging in offensive action, language, profanity, or derogatory statements of a racial, ethnic,
agerelated, disabilityrelated, or sexual nature. (4/02)

b. Engaging in unwanted touching at any time. (6/99)

c. Creating a hstile atmosphere. (6/99)

d. Relating offcolor jokes, ethnic jokes, and any derogatory statements or engaging in any other
actions that are offensive on account of race, color, gender, age, disability, economic status,
religion, or national origin. (4/02)

e. Being convicted of any felony or being convicted of a misdemeanor involving moral turpitude.
(4/02)

f. Acting contrary to personal and professional ethical standards such as integrity, objectivity,
accountability, openness, and honegty10)

Conduct Unbecaning a Member of the Kiwanis Family
AfiConduct unbecoming a member of the Kiwanis fa
Club, Builders Club, KKids, and Aktion Club), is defined as any conduct that: (1/00)
a. isincompatible with the best interesfdtre public or of members of the Kiwanis family; or
(1/00)
b. tends or threatens to harm the standing or reputation of the Kiwanis family in the local or
global community. (1/00)

Vi olation of the policy defining ainiolnydou crha yu nrbee
in disciplinary action against the offending member. Disciplinary action can result in a private
reprimand, a public reprimand, or dismissal from the organization. A private reprimand is
communicated to the dnditvpodluakcyoi abati wgrnhaegit
requires notification of the district board or district governor of the individual violating the
fifconduct policy. o Di smi ssal means removal fro

Any individual receiving witten notice as provided in the applicable bylaws shall be permitted to
hear all evidence against him or her and be afforded the opportunity to provide evidence in his or
her defense. The appropriate ruling body shall hear the evidence and determisenatian, if

any, shall be imposed, and such decision shall be final. (1/00)

Conflict of Interest

In order to protect its interests as a-&empt organization, Kiwanis International, when
contemplating a transaction or arrangement that might beéhnefgrivate interest of or that might
result in a possible excess benefit transaction for an International Officer (Kiwanis International
Board Members and Governors) or a member of a committee with-Hebrgated

responsibilities or powers, Kiwanis Intetional shall exercise due diligence to assure no conflict
of interest exists and/or it shall take appropriate disciplinary and corrective action, as defined in
procedure, if, upon investigation, a conflict of interest is determined to exist. This a@adicy
accompanying procedure is intended to supplement, but not replace, any state and federal laws
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Kiwanis International Policies
applicable to nonprofit and charitable organizations. (4/07) (6/10)

International Officers must represent unconflicted loyalty to the interests of Kiwanis
membership. This accountability supersedes any conflicting loyalty such as that to advocacy or
interest groups and membership on other boards or staffs. (1/08) (6/10)

International Officers must not use their positions to obtain employment at Kiwaarisdtional

for themselves, immediate family members, or associates and must wait for three years after most
recently serving in office to apply for employment for any paid service within Kiwanis

International. (1/08) (6/10)

. Criminal History Background Checks
To ensure the highest standards of leadership, Kiwanis International requires any current
International Officer (the International Board and District Governors) or candidate for an
International Office, as well as any current officers or candidatesfioes in direct line of
succession to Governor (all hereafter referred
submit to a criminal history background check as part of the eligibility criteria to hold that office.
(4/10) (1/12)

Additiond | y, to ensure that adults working with yo
are of the utmost moral fiber, a clear criminal history background check is required for all adults
(Kiwanis members and nemembers) registered for, participating instaying overnight at any

event Kiwanis International organizes that involves interaction between adults and youth under

age 18. (1/11)

Successful completion of the background check
none of the convictionstated in Procedure or similar thereto have been determined for that

person. For specified officers, a clear check is necessary to be an eligible candidate and thus

must be completed before elections are held. For adults working at the youth evedhts state

above, a clear check is necessary prior to arrival at the event. (4/10) (1/11)

Kiwanis International recognizes only its own criminal history background check process as
valid. All background checks shall be reviewed and evaluated by the ExecuticeoDae
designee and determined to be clear or not clear, based on the criteria stated in Procedure. The
International Board shall be advised if a check pertains to an officer or aféis@gnate and:

¢ Indicatesa problem or concern thatayrequires futher investigation; or

¢ |s determined to be not clear and thus causes automatic denial of the right to hold office.
In either case, the Executive Director or designee shall notify such person. (4/10) (1/11)

Anyone subject to action as a result of a baslgd check shall have the right to appeal such
action, as detailed in Procedure. The International Board shall have final authority on the matter.
(4/10) (1/112)

An individual may receive a copy of his/her background check by requesting it in w(tifid.)
Background checks are valid for a period of two years. All relevant persons who have not had a
clear criminal history background check conducted and verified by Kiwanis within the past two
years at any given time are subject to a new check. )(@1111)

(See also Procedure 197, which covers: Responsibility for Cost; Convictions That Cause

Ineligibility; Discipline; and AppeaProcess, as well as Procedure 127 which covers appointment
of the Appeals Committee.)
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Kiwanis International Policies
15. Accountability of Kiwanis Internat ional Officers

All Officers of Kiwanis International, which includes district governors, and all offices in direct
line of succession to Governor are subject to the same ethical standards and disciplinary actions.
(4/10)

16. Social Media Guidelines

All Kiw anis International Officers shall adhere to the following guidelines when posting to a Blog,
making comments online, or using Facebook, Twitter, YouTube, LinkedIn, Flickr or any other
tools that fall within the social media realrf10/10)

Recognizing thiathe individual actions of each Kiwanis club member reflect upon the entire
organization, the Board urges all districts and clubs to adopt a similar policy and for all Kiwanis
members to abide by these guidelingg)/10)

Be aware that you are respornsjdegally and morally, for what you say and post online.

Remember that your audience may include Kiwanis family members and nonmembers,

both adults and youth, from many cultures throughout the world.

Talk about your Kiwanis experience in positive terms.

Make it clear that you are speaking only for yourself and any views posted are yours alone.

Online conversations should be open, honest, and honorable.

Do not post any items, make any comments, or share any material that would be

inappropriate for childen to read, view or share.

Add value to the conversation.

Know when to respond. You may disagree with a post, but never fight or air grievances

online, and donét get caught wup i n someone

i. Do not use foul language.

. Dondt s p e iad#erogafory ortddgrading terms.

k. Prior to posting any media online, obtain permission from any individuals who appear in that
media. It could be illegal to do otherwise.

I.  Adhere to copyright and fair use.

m. Use factual information and cite sources.

(10/10)

oo

~® Qoo

s Q

C. GENERAL

1. Anniversary of Kiwanis
The anniversary (birthday) of Kiwanis is January 21 of each year. (On January 21, 1915, the
Kiwanis Club of Detroit received its charter from the State of Michigan.) (5/83)

2. Contributions for Charitable Purposes
Without the specific approval of the International Board, Kiwanis International shall not accept any
contributed funds designated to be used for charitable, educational, religious, or eleemosynary
purposes. (5/83)

3. Contributions to or Endorsements of Other Organizations
An appeal to Kiwanis Internati@hfrom charitable, educational, eleemosynary, or similar
organizations to solicit contributions, support, or endorsements from Kiwanis members or clubs
must be approved by the International Board; however, a club or district may support or contribute
to alocal request by a charitable, educational, eleemosynary, or similar organization. (5/83)
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Kiwanis International Policies
4, Use of Name or Emblem

a. International Board Authority: The official emblem or insignia of Kiwanis and other
Kiwanis family registered marks shall be establishethkyinternational Board. The names,
emblems or insignias (or any facsimile) may not be used without the prior consent of the
Board, and permission may be granted if the permitted use is appropriate to the purposes and
objectives of Kiwanis InternationalAll users of the Kiwanis International name, emblems, or
trademarks (or any facsimile) must maintain a current license agreement with Kiwanis
International. (1/92) (4/04)

b. Items Not for Resale: Clubs, club members, divisions, districts, federations, and foundations
are permitted and licensed to use the name Kiwanis and other Kiwanis family registered marks
and are permitted to have the official emblems printed on stationery, bulletnsther
merchandise reasonably necessary to their operation, provided that such merchandise is not
resold. (1/92) (4/04)

c. ltems for Resale: Clubs, club members, divisions, districts, federations, or foundations may
purchase merchandise bearing the Kiwanis Marks which is intended for resale for profit or as a
fund-raiser, only if such merchandise is acquired from the Kiwanis International Mersdand
Department or a licensed distributor. Individuals wishing to become licensed may do so by
contacting thdexecutive Directar (1/92) (10/96)

d. Worldwide Service Project: Clubs, club members, divisions, districts, foundations,
federations, and licenseshall be permitted to use the Worldwide Service Project (WSP)
trademarks on stationery, newsletters, and bulletins to promote the goals of this project.
However, use of the WSP trademarks on merchandise shall remain exclusive to Kiwanis
International fo use on recognition and award merchandise. (6/93)

e. Responsibility for Protection: It is the responsibility of every Kiwanis entity and sponsored
programand every individual Kiwanian to assure that the official Kiwamised registered
marks continue to enjoy the respect Kiwanis International has earned over the years. Their
protection as registered marks from unauthorized use demands the higheypt [{di3R)

5. Kiwanis International Foundation

a. Support to the Foundation: Kiwanis International shall encourage support of the purposes
and objectives of and contributions to the Kiwanis International Foumdattz83)

b. Support from the Foundation: The Foundation will actively support the Objects, Goals,
purposes, and objectives of Kiwanis International and establish compatible fundraising projects
to enhance the Foundatisiiindraising ability. The Foundation shall distribute grants solely
for Kiwanis-related activities or for activities that support the Objects, purposes, and objectives
of Kiwanis International. (1980) (10/96)

c. Separate Corporation: While the Foundatiowas created to raise funds to support Kiwanis
related activities, the Foundation is a separate corporation. The Bylaws and Palicies of the
Foundation set forth its purpose and determine the manner in which its Board and staff shall
function. (1980) (1@6)

d. IRS Designations: The ongoing success of the relationship between Kiwanis International
and the Foundation depends upon the complete understanding by both organizations of the
implications of their IRS designations as 501(c)(4) and 501(c)(3) irajams (respectively).
(1980) (10/96)
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Kiwanis International Policies

e. Board Members: The selection of International Foundation Board members shall be made as
provided in the Foundation Bylaws. (10/96)

No officer or board member of any foundation affiliated with Kiwanis Internatidirectly or
indirectly, shall, by virtue of his/her office, automatically become a member of any board or
other official body of Kiwanis International, a district, or a club. However, this shall not
prevent a dulelected officer of Kiwanis Internath@l or any affiliate thereof, by virtue of
his/her election to that office, from serving in any capacity on the governing body of any
foundation directly or indirectly affiliated with Kiwanis International. (1980) (10/96)

f. Joint Board Meeting: The Board®f Kiwanis International and the Kiwanis International
Foundation shall conduct a joint meeting at least once each year. (1980) (10/96)

g. Joint Board Committee: As a means of maintaining mutual understanding and cooperation
between the boards of trustediwanis International and the Kiwanis International
Foundation, a Joint Committee shall be established and maintained, consisting of the Kiwanis
International President, Immediate Past President, Predttieit and Vice President and the
Kiwanis Intenational Foundation President, Immediate Past President, PreSldeftand
Treasurer.(6/10)

The Joint Committee shall annually perform the appraisal of the Exe@uteetorin
accordance with Kiwanis International Procedure. The Joint Commitigeomsider
other matters of mutual interest to both organizations and is authorized to make
recommendations to either or both boar(&10)

The Joint Committee shall meet at the call of the Kiwanis International President, but in no
event, less than fee per administrative year. Ten (10) days advance notice shall be given
for committee meetings. A majority of members shall constitute a quorum for the
transaction of business, and a majority vote shall be necessary to approve actions. Except
when meetings the Performance Review Committee, meetings shall be chaired by the
Kiwanis International President, who shall enjoy the same voting privileges as every other
member of the committeg6/10)

6. Alcoholic Beverages
Alcoholic beverages shall neither bevaat nor consumed at any official function or meeting of a
Kiwanis district or club unless the district board of trustees or the governing authority of
nondistricted clubs shall have given approval for the serving and consuming of such beverages at
official functions or meetings. Official function is defined as follows: (1) one for which
attendance is granted under the official attendance rules; (2) one which begins when the presiding
officer calls the meeting to order and is concluded also by the prgsifficer's order. (10/83)

7. Unscheduled Presidential Visit Requests
All requests for unscheduled visits by the International President must be submitted in writing
through theExecutive Directar The District Governor shable notified by thé&Executive Director
or designee of any request from a club or division for such a visit. Requests shall contain all details
pertinent to the proposal, including how expenses shall be paid, the purpose for the visit, and an
agenda whichsi designed to maximize the exposure of the President. At the discretion of the
President and after consultation with those submitting the request, another International Officer
may be made available for a visit. (5/92) (4/97)
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Kiwanis International Policies

D. DISTRICT SAND CLUBS

1. District
With the consent, and subject to the supervision and control of the International Board, a district or
structured grouping of chartered clubs may be formed. Such district or structured grouping of
clubs shall be an administrative unit of Kiwanis International. (5/83) (10/95)

2. Federation
A federation is an administrative unit that may be utilized by the International Board to administer
a group of districts and/or nations./§3)

3. Regions

EFFECTIVE OCTOBER 1, 2010:
Kiwanis International is divided into seven (7) regions, further defined as follows:

e Africa: The continent of Africa

e AsiaPacificc Theara generally considered to be 6Asi aé
the western Pacific Ocean, including the continent of Australia

e Canada and Caribbean: The Eastern Canada and Caribbean District and the Western

Canada District

Europe: The area generally catesied to be Europe, including Eastern Europe

Latin America: Central America and South America

Mi ddl e East: The area generally considered

United States and Pacific Canada: All districts that include one (1) or more of the

50 states fothe United States, which includes the Pacific Northwest District.

(4/10)

4. Clubs

a. Chartering: The granting of a charter to a club in Kiwanis International shall be under the
control of the International Board. Each club must adopt the Standard FobhulidBylaws,
modified only as approved by the Board. (5/83)

b. Incorporation: Every Kiwanis club shall be incorporated within one year following the
presentation of its charter if the incorpiioa of clubs is the practice in the nation in which the
club is located. (5/83)

c. Activities: A Kiwanis club may participate in activities and carry on proceedings consistent
with the laws, mores, stoms, and traditions of the area in which the club exists, provided
such activities and proceedings are not in conflict with the Bylaws, Policies, or Objects of
Kiwanis International and do not impugn the good name of Kiwanis. (5/83) (10/96)

d. Autonomy: Each Kiwanis club has absolute autonomy in selecting its community service
projects. (5/83)

e. International Extension Areas: Clubs shall be permitted to exist only in nations or areas
which permit individuals the freedom of assembly, expression, and action necessary for a
Kiwanis club to function in accordaneéth the Bylaws, and the Policies and Procedures of
Kiwanis International. Upon the approval of the International Board, Kiwanis may be
extended to new nations or areas. (5/83)
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Kiwanis International Policies

f. Nondistricted Areas: Clubs organized in nondistricted areas shall be subject to the direct
supervision and control of Kiwanis International. (5/83)

g. Anniversary: The anniversary of a club shall be the day it ea@mnized. (5/83)
5. Fund Raising

a. Purpose: Monies received by Kiwaniglubs from funéeraising projects in which the public
participates or from members or others for service activities sponsored by the club shall be
segregated from the administrative funds of the club and shall be used only for the charitable,
educationalreligious, and eleemosynary activities of the club. (5/83)

b. Solicitation: All solicitations for funds by a Kiwanis club shall be confined to the general area
in which the club functions, except by mutual understanding and agreement of clubs in the
division, district, or area of solicitation. (5/83)

Licensees of Kiwanis International are permitted to make promotional direct mailings to club
and district officers. A nonlicensee commercial organization, foundation, individual, ksiwani
club, or Kiwanis club member shall not circularize for sale any product or service, solicit
funds, or promote any program or project to Kiwanis clubs or members within the district
without prior approval of the district board of trustees. For nondistriareas, prior approval
must be obtained from the International Board. A Kiwanis club, Kiwanis club member, or
district shall not circularize for sale any product or service, solicit funds, or promote any
program or project outside the district, or adistricted club outside its area, without the prior
approval of the Board. (1/88) (2/95)

No club shall be required to contribute gifts or souvenirs for any specific purpose. (5/83)

6. Club or District Foundation
With the consent of the International Bdaa district or club may form a foundation for charitable,
educational, religious, or eleemosynary purposes. Such foundation must be incorporated. (5/83)

E. SPONSORED ORGANIZATIONS

1. Circle K International: Circle K International is an organization of Circle K clubs primarily in
North America and the Caribbean which shall be governed according to its Bylaws. Circle K clubs
in Europe, Asia/Pacific, and Latin America may organize as districts and réyibeing affiliate
members of Circle K International, using the name of the district or region in its name (which shall
be according to the following style: Circle K Internatbi [Name of district or region]). The
organization of Circle K clubs into a district or region requires approval of the Kiwanis
International Board of Trustees. (1/02)

a. Circle K International: The Kiwanis International Board controls and is responsible for Circle
K International and shall counsel, direct, and exercise final authority ovarad# & activities.
(5/83)

b. Amendments to the Circle K International Bylaws: No amendments to the Bylaws of Circle
K International adopted by the delegates at a Circle K International convention or by the Circle K
International Board shall become effeetiuntil approved by the Kiwanis International Board.
(5/90)

Authority is vested in the Kiwanis International Board to make necessary changes to the Circle K
International Bylaws, and on having made these chartge&iwanis International Board will
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Kiwanis International Policies
inform the Circle K International Board of the changes made. (5/90)

Amendments to the Circle K International Policy Code and Board ProceduresNo

amendment to the Circle K International Policy Code and Board Preseddopted by the Circle

K International Board shall become effective until approved by the Kiwanis International Board
or its designee. Amendments approved by the designee shall be reported to the Kiwanis
International Board at its next meeting. (10/84PD8)

Authority is vested in the Kiwanis International Board to make necessary changes to the Circle K
International Policy Code and Board Procedures, and on having made these changes, the Kiwanis
International Board will inform the Circle K InternatairBoard of the changes made. (10/94)

Administration and Service: The administration and service programs for Circle K on the
International, district, and club levels shall comply with the Bylaws of Kiwanis International
and the Constitution of Circle Kiternational and with the Policies and Procedures adopted by
the Kiwanis International Board. (5/83)

Districts: The board of trustees of each Kiwanis district is responsible for its Circle K district
and shall counsel, direct, and exercise authority over all Circle K activityeodistrict level.
(5/83)

Clubs: Subject to policies and procedures approved by the school administration, the local
Circle K club is both an activity and the responsibility of its sponsoring Kiwanis clu83)(5

Finance: Separate accounting records, bank accounts, and reserves will be maintained, and
separate budgets will be prepared for Circle K International. (5/83)

Fund Raising: Subject to the approval of the Kiwanis district board of trustees and the Circle
K district board of trustees, chartered Circle K clubs may participate in lotteries, raffles,
drawings, or other games of chance, providey tare not in contravention of the laws, mores,
customs, and traditions of the country, state, or province in which the clubs exist. (5/83)

Circle K clubs shall not solicit or circularize Kiwanis clubs, Key Clubs, or other Circle K clubs
to augment their own furrdhising activities. (5/83) (10/96)

All Circle K fund-raising plans and activities shall be compatible with the school, caans,
community policies and practices. (5/83)

Good Name of Kiwanis/Circle K: Circle K, by its conduct or activities, shall not impugn the
good name of Kiwanis and/or Circle K, and should a violation occur, appropriate disciplinary
action will be taken.(5/83)

Key Club International: Key Club International is an organization of Key Clubs primarily in
North Ameica and the Caribbean, which shall be governed according to its Bylaws. Key Clubs in
Europe, Asia/Pacific, and Latin America may organize as districts and réyidmesg affiliate
members of Key Club International, using the name of the district onrégits name (which

shall be according to the following style: Key Club Internatiéni®lame of district or region]).

The organization of Key Clubs into a district or region requires approval of the Kiwanis
International Board of Trustees. (1/02)

a. Key Club International: The Kiwanis International Board controls and is responsible for Key

ClubInternational and shall counsel, direct, and exercise final authority over all Key Club
activities. (5/83)
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b. Amendments to the Key Club International Board Policies:No amendment to the Key
Club International Board Policies adopted by the Key Club Iate@mnal Board shall become
effective until approved by the Kiwanis International Board or its designee. Amendments
approved by the designee shall be reported to the Kiwanis International Board at its next
meeting. (10/94) (4/08)

Authority is vested inite Kiwanis International Board to make necessary changes to the Key
Club International Board Policies, and having made these changes, the Kiwanis International
Board will inform the Key Club International Board of the changes made. (10/94)

c. Administration and Service: The administration and service programs for Key Club on the
International, district, and club levels shall comply with the Bylaws of Kiwanis International
and Key Club International and with the Policies and Procedures adopted by the Kiwanis
International Board. (5/83)

d. Districts: The board of trustees of each Kiwanis district is responsible for its Key Club district
and shall counsel, direct, and exercise authority over all Key Club activity on the district level.
(5/83)

e. Clubs: Subgct to policies and procedures approved by the school administration, the local
Key Club is both an activity and the responsibility of its sponsoring Kiwanis club. (5/83)

f. Finance: Separate aounting records, bank accounts, and reserves will be maintained and
separate budgets will be prepared for Key Club International. (5/83)

g. Fund Raising: Key Clubs shall not solicit or circularize Kiwanis clubs, Cir¢lelubs, or
other Key Clubs to augment their own furadsing activities. (5/83) (10/96)

All Key Club fundraising plans and activities shall be compatible with the school, campus,
and community policies and ptames. (5/83)

h. Good Name of Kiwanis/Key Club: Key Club, by its conduct or activities, shall not impugn
the good name of Kiwanis and/or Key Club, and should a violation occur, appropriate
disciplinary action will be taken. (5/83)

3. Other Local Level Sponsored Organizations
a. Authorized Sponsorship: Without the consent of the Kiwanis International Board, no district
club, or group of clubs may sponsor beyond the club level, any organization except Circle K,
Key Club, or in Europe, Kiwanis Junior clubs. (5/83) (6/91)
b. Kiwanis Marks: No Kiwanis club may sponsor any organization using a copyrighted name

owned by Kiwanis International unless such organization is formed under and in aceordan
with the programs, Policies, and Procedures of Kiwanis International. (6/84)
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KIWANIS INTERNATIONAL PROCEDURES

SECTION 100: INTERNATIONAL

((This sectionevisedper K.I. Board Action as ofpril 2011

KIW ANIS INTERNATIONAL BOARD

1007 KIWANIS INTERNATIONAL BOARD MEMBER RESIGNATION
If a member of the Kiwanis International Board wishes to resign from the Board, he/she should
submit a signed letter of resignation to the International President. (1/08)

101- INTERNATIONAL BOARD MEETINGS

101.17

101.21

Board Meeting Agenda

In consultation with th&xecutive Directarthe President shall establish the agenda for
each Board meeting. Agenda items may be submitted from Board Members. Agenda
items from Kiwanis memberwill be submitted through a Board Member. (1/08)

Agenda items and other proposals should clarify options, offer questions to spur
discussion, indicate anticipated costs, and note the Board policy or procedure involved.
These materials should be sultettwith the agenda request. (1/08)

Any suggested item that the President does not include in the agenda may be raised by a
Board member during the agenda review at the beginning of each meeting, and the Board
will decide whether to add that item to thgenda. (1/08)

The President may recommend postponing an item, with Board approval, to the next
meeting, but shall not discriminate against a particular Board member or item in
determining the agenda. (1/08)

Advance Materials

Board meeting matials, including the meeting agenda and supporting documents, will
be made available to all Board members and interested Kiwanis members in time for
adequate review prior to the Board meeting. Board members will review Board meeting
materials in advancef each meeting. (1/08)

101.3 Recordings

To ensure the accuracy of the minutes, International Board meetings shall be recorded.
Recordings shall be retained by the Executive Director or designee until the minutes of a
meeting have been approved by Baard, at which time, the recording of the approved
meeting shall be destroye¢iL0/10)
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Minutes

TheExecutive Directoor designeés responsible for keeping the minutes of the
meetings of the International Board. The minutes shall contaimeéth motions,

whether adopted or lost; the name of the maker of the motion shall be recorded in the
minutes; and any Board member may request that his/her vote be recorded in the
minutes. (5/94) (1/08)

Minutes will be reviewed and approved by votehat mextBoardmeeting. (1/08§10/10)

TheExecutive Directoshallmakecopies of the minutes of all International Board
meetingsavailableto all Board members, all Past International Presidents and, upon
annual request, one copy to eastrict office (1980) (10/10)

Language

Materials to the International Board shall be provided in English. If a Board member is
not fluent in the English language, that individual shall be required to arrive at the site of
each Board Meeting up to two daysadvance of Board meetings, as determined by the
International President or designee, at which time an interpreter will be provided by
Kiwanis International to review materials with the Board member. (1/90) (10/96)

102- INTERNATIONAL BOARD COMMITTEE RE SPONSIBILITIES

102.1-

102.21

Executive

The Executive Committee will provide oversight and direction to all other Board Committees
and will assure the Board commitment to the Kivgdnternational Strategic Plan. ih
committee will provide oversight and direction regarding membership growth, assuring that
each committee is committed to developaspecially strategies that drive letegm

sustainable growth of Kiwanis International memberahituding diversity ovesight,

worldwide service project, structyrand board developmenin addition, this committee

will focus on the operational functions of the orgatiian, including personnel matters (HR),
grant requests, litigation, IT, facilities, policies and praced. (10/86) (6/08

Authority Between Board Meetings: Between meetings of the International Board, if the
need arises, the administrative authority of the Board is delegated to the Executive
Committee on all matters. The action of the Executive Cotaenghall have full force and
effect. Any action by the Executive Committee, unless disapproved by the Board, shall be
formally ratified by the Board. This delegation of authority shall not include the right to
waive or change policy. THexecutive Diretor shall serve as liaison to the Executive
Committee. (4/86) (7/05)

Notice of Meetings: In accordance with the International Bylaws, notice in writing of
Executive Committee meetings between Board Meetings shall be sentBxethdive
Directornot later than three (3) days prior to the date of the meeting to all members of the
International Board. (1/92) (7/07)

Governance

The Board Committee on Governance will review all matters primarily related to governance
and structure of all leveld the organization and will specifically address content of,
interpretation of, and compliance with Kiwanis governing documents: bylaws, policies, and
procedures. This committee will work with other Board committees as appropriate regarding
contentandinent i on (@0f10)Ar ul es. 0O
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102.3- Audit and Finance
The Board Committee on Audit and Finance will work to create the financial resources and
meet the financi al goal s, objectives, and
plan. Additiondly, the Audit and Finance Committee is charged with monitoring all
financial matters involving Kiwanis International or any of its sponsored organizations,
including budgets, requests for overexpenditures, travel management, retail/merchandise
operationsand alternative income not generated by dues or f£@4.0)

102.4- Education
The Board Committee on Education will work to establish Kiwanis as a premier provider of
programs that develop competent, knowledgeable, and ethical youth and adult [Eaiders.
committee will concentrate on the education, training and leadership development programs
offered by Kiwanis International including all offerings of Kiwanis Universit}0/10)

102.5i Programs
The Board Committee on Programs will work to suppemhance and grow the various
Kiwanis-branded leadership development programs; character education programs; and
service leadership programs for children, youth and young adults including Bring Up Grades,
Builders Club, KKids, Circle K, Key Club, Key LeadeAktion Club and Terrific Kids;
Young Children: Priority One; and the Worldwide Service Project; The committee will
explore opportunities to expand these programs to all Kiwanis nations and strengthen the
content of all programming(10/10)

102.6i Membership
The Board Committee on Membership will work to develop and implement membership
growth and retention strategies to achieve the Kiwanis International vision of one million
members. New thinking, new ideas, and new models of membership will beamgtess
meet and achieve this vision. The committee will focus on global expansion, product
development retention strategies, new club and new member support, and club growth.
Further, this committee will assure that Kiwanis International and Kiwanis céilect the
communities that we serve by focusing on membership and leadership divEr8ity0)

102.7- Review of Kiwanis Family Matters by All Board Committees
All Board Committees, with the exception of Executive, are additionally charged with
reviewing the Policies, Procedures, systems, programs, and services of Kiwanis
International, Key Club International, Circle K International, Kiwanis Junior, and any other
Kiwanis family organizations, which are relevant to each committee areas of concern. A
Board Committee may, as a result of such review, recommend to the International Board the
creation, revision, or discontinuance of such Policies, Procedures, systems, programs, or
services. (4/95)

1028 - Special Committees
At times, special committees are required to ensure proper functioning of special events or
issues and may be appointed to work on various issues or projects. (10/92) (7/05)

102.9- Joint Committee Responsibility
If an item, studyor report is referred to more than one Board Committee, the International
President shall designate which committee shall have primary responsibility, but the
committees should consult with each other. (1980) (4/95)
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102.10- Past International Presidert Counselors to International Board Committees
The International President may assign Past International Presidents to serve as counselors to
International Board Committees, and their duties shall be advisory. (1980) (4/95)

102.11- International/Ad Hoc Committee Reports
Reports from International Committees to specific Board Committees will be distributed in
the Board Books prior to each Board meeting; however, only the recommenddtions
International Committees, when acted upon favorably by the Board Committee, will appear
in the Board Committee's report and, subsequently, in the Board Minutes. (5/93) (4/95)

Reports of International Committees to the full Board and the reports of Ad Hoc Committees
will appear as exhibits in the Board Minutes. (5/@895)

CONDUCT UNBECOMING AN INTERNATIONAL OFFICER

Violation of the pol i cagningradtionalffinepd fmaogn d ecstul U n b enc
disciplinary action against the offending Kiwanian. Disciplinary action can result in a private

reprimand, a public reprimand, or dismissal from the organization. A private reprimand is

communicated to the individual violating the #fAc
requires notification of the district board or district governor oftheimd dual vi ol ati ng t
policy. 0 Di s miransl@drnatioreleOfficee. (6/0mo v al f

Any individual receiving written notice as provided in Article XIIl, Section 8 of the International
Bylaws, shall be permitted to hear all evidence againstor her and be afforded the opportunity to
provide evidence in his or her defense. The Kiwanis International Board shall hear the evidence and
determine what sanction, if any, shall be imposed. The decision of the International Board shall be
final. (6/99)

FINANCIAL ADVISOR TO KIWANIS INTERNATIONAL BOARD

104.17 Role and Responsibilities

The Financial Advisor (FA) will advise the Board on all financial matters with particular

emphasis on continuity of planning and execution of sound finashe@éions. The role of

the FA is that of a consultant and he/she will not supplant or overlap Staff responsibilities.

The FA will work with theBoard of Trustees, independent auditors, linganis staff and

have the fdbwing responsibilities: (1/0§4/10)

e Report directly to Board of Trustees

o Attend regular meetings of the Board of Trustees, the Audit & Finance Committee and
other meetings as directed

e Provide advice to thAudit andFinance Committee

e The FA may assist the Board in communications witifand independent auditors

e Develop understanding of and advise the Board on the significant operations conducted
by Kiwanis International, the financial control environment, significant internal controls,
and financial reporting procedures

e Undertake sgcial studies as assigned by the Audit & Finance Committee Chair and
prepare oral or written reports as required to the Committee or the Board

e The FAOds primary contact wil/ be the Chair
will be accessible by all nmebers of the Board
(1/06) (4/10)
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104.2- Quialifications and Requirements
The FA should have the qualifications and experience necessary to effectively carryout the
job requirements. Quaidations should include: (1/p6
e Possessing a business acumdficéent to understand and advise regarding the
operations and financial reporting of Kiwanis
e 10 years corporate accounting experience andongirofit accounting experience
preferred.
Ability to remain independent and objective
Bachel or 6 s udtirggprequivalantrdegeee ¢ o
Being a Kiwanis member, in a club in good standing
Willing to serve as a volunteémo compensation only allowableexpenses will be
reimbursed
Having an appreciation of the importance of timely and accurate financial rgportin
e Having the highest integrity and ability to communicate the importance offir a
accurate financial reporting
e Understanding of generalccepted accounting principles
e Understanding of the proper control environment, internal controls and financial
reporting procedures applicable to Kiwanis
e Able to communicate via electronic means
e Having the experience with and/or understanding of the external audit function and board
audit committees
¢ Read and write English fluently
e Understanding of US accounting staratdsand familiarity with international
accounting standards
e Willing to serve for a term of two (2) years with a maximum of three (3) consecutive
terms
(1/06) (4/10)

Although current or previous experience as a Certified Public Accouamdrdr Certifed

Management Accountaid preferable, the following experience may be as good or better

than the practie of public accounting: (1/0§4/10)

e Service as chairman of the audit committee of a business or |larfm poofit
organization

e Service as a chidinancial officer and / or treasurer of a business or largdanetrofit
organization

e An entrepreneur with good business acumen and experience dealing with external
auditors in the conduct of his / her business

(1/06)

104.3- Selection Process
The FA should be an appointed position and serve at the discretion of the Board. With staff
assistance, the Board should develop a position questionnaire and application requirements.
The application should address financial competency with regard to ibatatrdescribed
in the position description. In addition, the applicants should be asked to provide a detailed
description of education and experiences relevant to the qualifications previously described.
(1/06)

A committee of the Board, consistingfolur (4) members appointed by the President will be
responsi ble for interviewing the FA candi dat
will be asked to assist in the interview process prior to the final selection phase. The

selection committee wibdd then nominate a candidate for Board approval. Staff will assist to
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answer questions during the interview process as ne¢ti€if)

Note: Although the process should be open to all applicants regardless of locale, the selection
of an FA from the Indinapolis metro area would afford Kiwanis International savings in the
way of travel and expense reimbursemeif06)

105- COUNSELORS TO KEY CLUB AND CIRCLE K INTERNATIONAL BOARDS

105.1- Appointments
Annually, the International PresideBtect shall appoint two (2) members of the Kiwanis
International Board to the positions of Counselor to the Key Club International Board and
Circle K International Board, respectivelyhese appointments shall be announced no later
than the annual April/May Meeting of the Kiwanis International Board. (1/93) (4/97)

105.2- Terms
The International Board Counselors shall each serve a term congruent with the term of the
respective youth ard. (1/93)

105.3- Duties and Responsibilities
The Counselors to the Key Club International Board and Circle K International Board shall
be the designated representatives of the Kiwanis International Board to the respective youth
boards. They shall aas liaisons between the two boards, facilitating communication and
understanding between each. Specific duties shall be, but are not limited to, the following:
(2/93)

A. Attendance: Attend and participate in the various meetings of the respective youth
organization as assigned by the Kiwanis International President. At each meeting, the
Counselor shall report to the youth leadership on the activities of the Kiwanis
International Board as they relate to the youth organization. (1/93) (4/03)

B. Communication: Communicate regularly with staff and members of the respective
youth board concerning goal attainment and activities of the organization. (1/93)

C. Reports: Report at each meeting of the Kiwanis International Board on the
accomplishments, goals, diremt, needs, and challenges of the respective youth
organization. (1/93)

[continued on next page]
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106- PRESIDENTIAL VISITS
106.1- Rotation Schedule

A. Schedule: The International President shall visit a district or intBomal area on the
rotation schedule shown below. Although this procedure limits Presidential travel to
specific districts, when the President is in a district or region, visits to several locations
within that district or region shall be at the Presitbepterogative, when the need is
apparent. If an International President has visited a district within the previous two years
or if a wvisit to a district not on that
with satisfactory notice to the sethuled district, choose instead to visit another district
or districtin-formation. (1/97) (4/04)

y e

Year 1 Year 2 Year 3 Year 4 Year 5
(2005-06) (2006-07) (2007-08) (200809) (2009-10)
ASPAC ASPAC ASPAC ASPAC ASPAC
Convention Convention Convention Convention Convention
(Taiwan) (Philippines) (Indonesia)
KI-EF KI-EF KI-EF KI-EF KI-EF
Convention Convention Convention Convention Convention
(Italy) (France (Austria)

Monaco)

KI Convention
(Rome)

KI Conventian
(San Antonio)

Kl Convention
(Orlando)

Kl Convention
(Nashville)

Kl Convention
(Las Vegas)

3 districts in the
northeastreaof
North America

3 districts in the
centralareaof
North America

3 districts in the
coastal sutheast
areaof North
America

3 districts in the
southeastreaof
North America

3 districts in the
midwestareaof
North America

3 districts in the

3 districts in the

3 districts in the

3 districts in the

3 districts in the

north entral plainsstatesarea | west mastarea | southwestarea | Canadiarareaof
areaof North of North of North of North North America
America America America America

2 districts in AsiaPacific (each year)

2 districts in Europe (each year)

1 district in Latin America (each year)

Non-districted nation(s) in Asi&acific (each year)

Non-districted nation(s) in Eastern Europe & Central Asia (each year)

Non-districted nation(s) in Latin America (each year)

B. North American Areas. (4/04)

Northeast Central Coastal Southeast
New England Kansas Carolinas
New York Missouri-Arkansas Capital
New Jersey LouisianaMiss-W.Tn. KentuckyTennessee
Pennsylvania
Southeast Midwest North Central
Alabama lllinois MinnisotaDakotas
Caribbean (of E.C.&C.) Indiana Nebrakalowa
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Florida Michigan WisconsinUpper Mich.
Georgia Ohio
West Virginia
Plains States West Coast Southwest
Montana Calif-NevadaHawaii Southwest
Rocky Mountain Pacific Northwest TexasOklahoma
Utahldaho
Canadian
Eastern Canada (of EC&C
Western Canada

106.2- Arranging Visits

A. Requests: District governorselect (or Kiwanis officials in nowlistricted areas) will be

asked to provide in writing to tHexecutive Directoor designee their first, second, and
third choice of a preferable time and/or place for the visit. (1980) (4/04)

Schedule Preparation: Theschedule for visits shall be prepared by the International
President during the term of international Presidglatt in consultation with the
Executive Directoor designee. (1980) (4/04)

. Planning: Whenever possibley, Pr esi dent 6 ¢ sheuld:nclude neetings h e

betweerthe President and Kiwanians, local/state/country business and political officials,
media, and religious officials where appropriate. (4/04)

Confirmation: The Executive Directoor designee will confirm with the distt
governors, governofslect, and secretaries (or Kiwanis officials in ftbstricted areas)
the date and place of the visit. (1980) (4/04)

106.3- Other Scheduling Information

A.

Developing Areas: The International President should consider attachigits to
developing areas in conjunction with scheduled visits. (6/92)

District Events: When practical, the visit should be held in conjunction with an event in
the district that normally attracts sizable numbers of attendees. (6/92) (4/04)

. Conditions: No visit shall be made to any district or area if conditions exist which

would make such a visit inadvisable. (1980) (4/04)

106.4- Expenses
For Presidential visit expense coverage, see Procedure 17R2eBidential Visits. (5/93)
(4/04)

106.5- Assistance from the International Office

A.

Scheduling and Budget Control: The Executive Directoor designee shall assist the
International President with the schedule of visitations to districts and shall see that a
monthly account of the travel budgstfurnished to the President. Adequate control of
the Presidential budget requires the prompt submission of expense vouchers by the
President. (5/93)
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B. Language: For travel to districts or areas where the primary language differs from the
International Resident's language, tleecutive Directoor designee shall be
responsible to arrange for professional interpreters or qualified local Kiwanians to act as
interpreters and, when necessary, as aides to the President. (5/93) (10/96)

106.6- Official Gifts from the International President

A. Selection and Purchase:During the planning of presidential visits, tBgecutive
Directoror designee shall make recommendatiorteédnternational President to
determine the selection and purchase of gifts. The President is not required to present
gifts at every occasion, and should use good judgment. (1980)

B. Governmental Officials: Below are the categories which define theust@nd price of

gifts: (1980)

1. Heads of State (monarchs, presidents, premiers, or their appointed representative)
US$300 maximum. (1980)

2. Regional or Area Officials (governors, military chiefs, arch bishops, etldg$100
maximum. (1980)

3. LegislatorsMayors, or Local Officials (who are not direct appointments of heads of
state)- US$50 maximum. (1980)

If there is a question as to the status of any official, staff will consult with appropriate

protocol officials, such as those with the United Stateisditment of State. (7/85)

C. Gifts to International or District Officers: Gifts to International or district officers are
at the personal discretion and expense of the International President. (1980)

107- DISTRICT COUNSELING

A. Role. International Boar@ounselors arassigned to eadistrict to act as coaches in
conjunction with the International President and Presidkat; help districts align with and
achieve the organizational goals of Kiwanis; hielpntify issues and concerns in the distriet an
resolve them with a positive outcome; and connect the disfitic helpful resourcesBoard
members will be provided training and orientation to successfully fulfill their counseling
assignment(s)5/93) (6/10

B. Assignments: District assignments armade by the International Presidelesignate and
Executive Directoto ensure the counselor can meet the needs of the dis{dié®&0) (6/10)

C. Teem. A Counselorés period of service shall gene
(5/93) (6/10

D. District Functions: As part of their counseling role, counselors are expected to attend one
district function for each assigned district, which shall normally be the district convention, but
may be the district midyear conference or a district boseting, to be determined between the
counselor and each assigned district. A counseéyr attend additionalistrict functions. (6/10)

E. Reporting. Board Counselors shall provide regular status reports to the International Board on
each assigned digtt. (7/07)

F. Substitutions: For good reason (such as schedule conflicts), the International President may

substitute another current or past International Board Member to temporarily act as counselor to a
district, including (but not limited to) attendj a particular district function(5/93) (7/07)
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G. Expenses:Kiwanis International shall pajp¢ transportation expenflewest available airfare)
for the Counselor to attermhefunctionper district The district should bear the cost of housing,
meak, and other expenses related to the Counselor's responsibititiganses for any additional
visits to the same district must be borne by the Counselor. (5/93)Y10/10

H. Spouses:If invited by the district, gouses mayattend district counseling agamentsKiwanis
International shall pay the transportation expdtmeest available airfajdor the spouse to
attend one function per distric€2/96) (L0/10)

I. Language Interpretation: When a Counselor visits an assigned district in which the
Counselo's native tongue and/or conversational language(s) are not widely understood,
professional interpretation support will be arranged by the Executive Director or designee at the
expense of Kiwais International. (1/90) (10/}0

108- OFFICE EXPENSES FOR INTERNATIONAL BOARD MEMBERS

108.1- International President
To carry out the duties andsponsibilities of the office of International President:

A. Office: The selection of the space, location, and equipment of the International
President's office shall be made by the President and paid for by Kiwanis International,
together with other expees such as telephone, postage, and supplies incidental to the
operation of an office, up to the amount budgeted. Reimbursement shall be made after
receipt of an itemized statement of such expenses. (1980)

B. Secretary: The International President may swla personal secretary in the President's
home area for the administrative year, who will receive needed training at the
International Office prior to undertaking these duties. The amount allocated in the
budget may be used to reimburse the Presidesufdr secretarial costs. For tax
purposes, the President may wish for Kiwanis International to make payment to the
personal secretary directly. (2/81) (10/94)

108.2- International President-Elect
To carry out the duties and responsibilities of theceffif International PresideBiect, the
PresidenElect may select a personal secretary in the Presltleat's home area for the
administrative year. The amount allocated in the budget may be used to reimburse the
PresidenElect for such secretariabsts. For tax purposes, the Presieeisct may wish for
Kiwanis International to make payment to the personal secretary directly. (10/90) (10/94)

108.3- Immediate Past International President
Annually, the maximum amount of US$2,000 shall be alloweatié¢ Immediate Past
International President to cover office administrative costs. Reimbursement shall be made
after receipt of an itemized statement of such expense. (10/90) (4/95)

108.4- International Vice-President/Treasurer, and Trustees
An annualallowance of US$350, budgeted to cover the incidental office expense of the
International VicePresident/Treasurer, and the Trustees, shall be paid to them on an annual
or semiannual basis, as requested by that International Board member. (10/90) (10/94)
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109- CONTINGENCY FUNDS FOR INTERNATIONAL BOARD MEMBERS

109.1- International President and PresidentElect
In each annual budget, a total fund of US$5,500 shall be allowed the International President
and a total fund of US$1,500 shall be allowedlttiernational Presiderilect to cover their
personal expenses which they may incur in the administration of their offices beyond regular
travel allowance. (8/86)

109.2- Executive Director
In each annual budget, a maximum total fund of US$3,600 shbildgeted for the
Executive Directoto cover personal expenses incurred in excess of regular travel allowances
and other expenses. (10/90) (4/95)

109.3- Method of Reimbursement (Form 1099)
At the beginning of each year, staff shall inquire of the fr@tBonal President, President
Elect andExecutive Directoif each prefers to receive the authorized contingency expenses
as a payment in gross or as reimbursement for actual expenses up to the amount authorized.
If the officers elect payment in grossi-arm 1099 shall be filed with the Internal Revenue
Service. If the officers elect reimbursement for actual expenses, receipts for such expenses
must be submitted. (5/85) (10/94)

1101197 Vacant

INTERNATIONAL COMMITTEES

120- INTERNATIONAL COMMITTEES GENERAL INFORMATION

120.1- International Board Approval
The International Presidefilect shall appoint the International Committee Chairmen by the
January/February International Board Meeting and the International Committee Members by
the April/May Baard Meeting and shall secure Board approval of these appointments at the
respective Board meetings. (5/93) (10/96)

120.2- Announcement of Appointments
Following the International Board memgdi at which appointments to International
Committees are approved, they may be announced. (1980) (10/96)

120.3- Programs and Projects
The International Board must approve any project or program requirmgnig
International funds. (10/96)

120.4- Contests and/or Awards
The International Board must approve any contest or award proposed by an International
Committee or Committee member. (1980) (10/96

120.5- Surveys
TheExecutive Directoand the International President must approve any survey of clubs
requested by the International Committee. (1980) (10/96)

120.6- Reports

Each committee shall submit i@ps, including a final report of its year's activities, to the
Executive Committee of the International Board on dates specified by the Executive
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Committee of the International Board, who shall present these reports to the appropriate
International BoardCommittee at regularly scheduled meetings of the International Board.
(5/93) (7/05)

120.7- Eligibility for Appointments
Membership of International, district, and club committees shall be limited to those who are
Kiwanians. Where advisable, a committee may utilize Kiovanians with special expertise
as consultants or resource persons. (1980)

120.8- Chairmen Appointments
For appointment as International Committee Chairmen, the International Prdslielent
should consider persons who have served as members of respective committees for at least
one year prior to appointment tceetiChair. (5/93)

121- RELATIONSHIP BETWEEN INTERNATIONAL COMMITTEES AND STAFF LIAISONS

121.1- Committee Responsibility
An International Committee's basic responsibility is to promote the subject matter related to
the Committee area as well as to perform functions assigned by the International President
and/or which may be containadthe International Bylaws. (1980) (10/96)

121.2- Staff Responsibility
Staff shall provide materials available from the International Office which may be helpful to
the Committee. (1980) (10/96)

121.3- Specific Policies and Procedures
Staff will provide specific Kiwanis International Policies and Proced(ifemy) relating to
any area of the Committee's activities. (1980) (10/96)

121.4- Exhibit at International Convention
The Committee has the responsibility to plan, operate, and oversee therig@rexhibit(if
any)at the International Convention. Staff will provide materials for the exhibit and mail
signup forms to district committee chairmen. (1980) (10/96)

121.5- Communications and Studies
Although the committee is responsible folydmulletins to and studies among district
leadership, staff must be consulted before any such bulletins or studies are finalized to assure
that Policies, Procedures, and practices of Kiwanis International are followed. (1980)
(10/96)

121.6- Bulletin Mat erials
If the International Board has approved funding and if the Committee provides the materials
in a cameraeady format, staff may mail a periodic newsletter to district governors and
related district chairmen. (1980) (10/96)

121.7- Proposed Prograns
Any proposed program must first be sent to the Committee's staff liaison for evaluation and
presentation to the appropriate International Board Committee. The Board must approve the
program in order for implementation. (1980) (10/96)

121.8- Additional Requests of Staff

Any additional request of staff's effort or time must first be approved bxbeutive
Director. (1980) (10/96)
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PAST INTERNATIONAL PRESIDENTS

122.1- Meetings of the Committee
The Committee of Past International Presidehtdl meet at the annual International
Convention and shall report its recommendations to the Board of Trustees. The agenda for
meetings shall be prepared by the Committee Chairman. (1980) (7/07)

122.2- Selection of the Chairman
The Past Internation&resident who served as International President three years previously
shall be the Chairman of the Committee of Past International Presidents. If the appropriate
Past International President cannot serve or chooses not to serve, the Past International
Presidents shall select a member of the committee to serve as chairman. (1980) (10/96)

RESOLUTIONS COMMITTEE

123.1- Membership
The Chairman of the Resolutions Committee for any administrative year shall be appointed
by the PresiderElect for tha administrative year. Committee membership shall include at
least one (1) Kiwanian from Europe, Adtacific, or Latin America to assure international
representation. If translation or interpretation is necessary, it shall be arranged by the
Executive Drectoror designee. (1980) (9/99)

123.2- Types of Resolutions
Resolutions shall relate to matters of broad concern to Kiwanis International. There shall be
no resolutdns on Kiwanis administrative or structural matters or on partisan political
matters. There shall be no resolutions commending living individuals other than the
traditional resolutions of appreciation for hospitality provided or resolutions of a likeenatu
Memorial resolutions shall be limited to Kiwanians who, at the time of death, were members
of the International Council. Only the International Board may propose memorial
resolutions for Kiwanians who are not members of the International Coutinikeabf death.
(1980) (4/97)

123.3- Publication of Resolutions
Publication of proposed resolutions shall have a preceding statement drawn by the committee
explaining the intentions of the particular resolutions being presented and the functioning of
theResolutions Committee. (1980) (10/96)

I NTOL. COMMI TTEE ON THE TOURNAMENT OF ROSES PAF

The responsibilities of the International Committee on the Tournament of Roses Parade Kiwanis
Float are to raise funds, handle public relatimng marketing, evaluate the public impact, manage
float design, and oversee building of the Tournament of Roses Parade Kiwanis Float. (1/02)

The Committee will be composed of three members of the CalifbienadaHawaii District of

Kiwanis Internationalone International Board member from Circle K International, one International
Board member from Key Club International, one member from Canada, and one International
Trustee. (1/02)

No funds will be taken from the Kiwanis International budget to suppisrCommittee and the float
project. (1/02)
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Starting in 20034, the Committee is responsible for the Tournament of Roses Parade Kiwanis
Float. In 200203, it will work in tandem with a CalifornidlevadaHawaii District committee.
(2/02)

At a point n time when Kiwanis International does not choose to pursue the Tournament of Roses
Parade Kiwanis Float, it will cede rights to the project to the Califade}sadaHawaii District.
(2/02)

125- KIWANIS INTERNATIONAL REPRESENTATIVE(S) TO THE UNITED NATIO NS

The position shall be appointed by the Presiddett on an annual basis, subject to the

approval of the Board of Trustees, a current or former member of the Board of Trustees to

serve as Kiwanis InternationalYp(&IR-R&lpresentative
NY) and U.N. related organizations and entities. (4/07)

The KIR-U.N. (NY) shall serve at the pleasure of the Board of Trustees, as a volunteer,
without compensations but with appropriate postielated expenses reimbursed. (4/07)

The Residertelect may also appoint, subject to the approval of the Board, a current or

former member of the Board to serve as Kiwanis
North American center(s) of the U.N. upon the same terms and conditions as alfoxéa se

or upon such other terms and conditions as the Board may establish. (4/07)

TheExecutive Directoshall also appoint, subject to approval of the Board, a current or former
member of the Board or the Kiwanis International staff to serve as aftéon@ach appointed KiR
U.N. (4/07)

1267 DUTIES OF COMMITTEE CHARGED WITH KIWANIS INTERNATIONAL BYLAWS

A. The International Committee charged with duties related to the Kiwanis International Bylaws
shall have the following responsibilities and authomitgarding Bylaws matters:

1. To complete any specific actions requested by the Board, such as drafting amendments for
stated purposes and/or reviewing amendments drafted by the Board. (1/08)

2. To provide technical opinions on amendments submitted by adi&ibct, or the Board,
such as whether the amendment is properly submitted and whether the wording meets its
stated purpose. This includes advising a club, district, or the Board how it might revise the
wording of its proposal to meet its stated purp(s©38)

B. The Committee may draft and offer additional amendments only if they are germane to an
amendment already submitted by the Kiwanis International Board and deemed necessary to
correctly carry out the full intent of the Bo

C. The Committee may also have other duties as specified by the Kiwanis International Board.
(1/08)

1277 BACKGROUND CHECK APPEALS COMMITTEE
A standing committee on Background Check Appeals shall be appointed by the International
President, subject to pval by the International Board, to be composed of three persons, none of

whom may be a current International Board Member or Governor and one of whom shall be from
outside of the United States. Initial appointments will include ayeae, twayear, ad threeyear
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term; thereafter, all members shall serve for a tgese term, with each new President adding one

new member to the committee. The committeeds
something reflected in a criminal history kgmound check, if disputed and appealed by the person in
question and if referred to the committee by the International Board, in accordance with the Policy and
Procedure on background checkd/10)

128129- Vacant

INTERNATIONAL CONVENTIONS

130- CONVENTION SITE SELECTION

130.1- Primary Criteria
For a city to be considered as the site of a future Kiwanis International Convemtion, t
following primary criteria must be met: (2/94)

A. Meeting Space:

1. Exhibit Hall: The Exhibit Hall must measure at least 60,000 gross square feet.
(2/94)

2. Breakout Space: The facility or facilities must have at least 30 individual meeting
rooms with theability to hold meetings ranging in size from 50 to 1,000 attendees
located within or adjacent to the Exhibit Hall. (2/94)

3. General Sessions:The facility must be capable of seating 9,500 persons with no
more than 5,000 seats on the floor and the ren@Beats to be either arena seating
or telescopic seating. The facility must be located within one mile of the Exhibit
Hall. (2/94)

4. Other Facilities: All facilities must include akconditioning, light, and power.
Also, all facilities must complwith or be in the process of complying with the
provisions established in the Americans with Disabilities Act (for United States
conventions) or applicable laws in other countries. (2/94)

B. Hotels: In no more than 25 hotels, at least 5,500 sleeping roofmgich at least 3,000
must be within three (3) miles of the proposed meeting facilities. (2/94)

Proposed hotels must have fsérvice restaurants and sufficient meeting space to
accommodate at least two district dinners simultaneously and twotdisticuses
simultaneously. (2/94)

C. Confirmation of Available Dates: The convention and visitor's bureau of the city shall
receive the bid specifications from Kiwanis International and shall be responsible for
submitting the proposal to Kiwanis Internatéd. The proposal must include a guarantee
of first-option space to Kiwanis International in order for the city to receive further
consideration. (2/94) (1/97)

A list of cities that have submitted a proposal and meet the primary criteria will be

submited by staff to the International Board and/or appropriate International Board
Committee each year at the October Board Meeting for consideration. The International
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Board shall approve up to three (3) cities to be surveyed by staff to determine each city's
ability to host each Convention. (2/94) (1/97)

130.2- Secondary Criteria

In addition to the primary criteria, cities wishing to host a Kiwanis International Convention

shall also be judged on certain secondary criteria, which shall include but moitéee to:

(2/194) (1/97)

A. The ability to host the Convention on the Kiwanis International preferred dates, which
are in the time period from the fourth Friday of June to the following Tuesday. (2/94)

B. The costs for hotel rooms, convention shuttle, medtiaidjty rental, labor rates, and air
transportation for attendees. (2/94)

C. Sightseeing and attractions available. (2/94)

D. Financial incentives and other factors offered by hotels, the convention and visitors
bureau, and the convention center which waoNger the cost of conducting the
Convention in a given city. (2/94)

130.3- District Input
In the event that two or more cities within the same Kiwanis district submit proposals to host
the Kiwanis International Convention, it shall be the responsilility t hat di str i ct €
recommend which city or cities should receive further consideration. When only one city
within a Kiwanis district has submitted a proposal to host the Kiwanis International
Convention, staff will inform the district governanédistrict secretary to determine if the
district has any concerns of which the governor and secretary are aware about the city being
selected as the site for a future International Convention. (2/94) (4/99)

130.4- Final Report
A final report on all dies recommended by the International Board to be surveyed shall be
presented at the April/May meeting of the Board. (2/94)

130.5- Contracting

Once the International Board has selected a host city for the Kiwanis International
Convention, staff shall lggn the process of executing the necessary letters of
agreement/contracts to secure the space for Kiwanis International. (2/94)

131- FINANCING

131.1- General
Kiwanis International conventions will be salfpporting and will be financed by the
registration fees and other convention income. (4/98)

131.2- Registration Fees
All active, senior, and privileged members of Kiwanis clubs will be required to register at the
established member fee. Only those pessnot holding membership in a Kiwanis club may
register at the spouse/guest fee. (1980) (4/98)

For more information on registration fees, see also: (4/98)

132.1- Registration Fees for Soloists or Musical Groups

134.3F- Registration Fees for Exhibits

138.1- [Registration for] Families of International. President and Presigiect
138.2- [Registration for] Spouses, Partners, and Guests of Kiwanians
156- Voting by Staff
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131.3- Guidelines for Other Convention Income

A. Purpose: Kiwanis Internaibnal's intent is to identify, solicit and establish approved
alternate sources of income to defray a portion of the increasing costs of operation of the
annual International Convention. (1980)

B. Good Name of Kiwanis: All income shall be from sources arganizations whose
activities shall not impugn the good name of Kiwanis. Income shall be used for
convention purposes, and such use must be consistent with Policies, Procedures and
practices of Kiwanis International. Arrangements must be sought andomigideith
reputable, reliable sources. Financial support of any individual event, activity,
publication, etc., by an organization outside of the Kiwanis family is not to be construed
as an endorsement or promotion of that organization by Kiwanis Intarahti(1980

C. Host Committee: Efforts will be made to coordinate these solicitations with, but not
necessarily through, the Convention Host Committee. (1980)

D. Contracts: All contracts, other than purchase orders and advertising agreements, must
be signd by theExecutive Directoor designee. (1980)

E. Processing and UseMonies generated must be processed through the Kiwanis
International Finance Department consistent with its normal operations. Monies may be
used only to defray expenses incurred mplanning, preparation and/or execution of
the Convention, its related events, activities and/or materials. (1980)

F. Board Review: All arrangements made are subject to review by the International Board
Committee responsible for conventions. (1980)

1314 - Financial Matters
For information on other financial matters, see:

e 179.5- International Convention Chairmen (reimbursement of expenses)
(5/90) (4/10)

132- CONVENTION MUSIC

132.1- Registration Fees for Solats or Musical Groups
All Kiwanians or spouses who are soloists or members of musical groups are required to pay
registration fees. No registration fee is required of soloists or musical grousevhot
Kiwanis members or spouses of members, and they will be furnished courtesy badges.
Groups, when in uniform, may be admitted without courtesy badges to assigned sessions and
other norspecial convention activities. If a musical group is compos&inwanis members
and nonmembers, the nonmembers will be furnished courtesy badges. (1980)

132.2- Convention Budget
The convention budget shall not include any provision for the payment of the expenses of
any soloist or musical group sponsored by a Kiwa&lub, division, or district. (1980)

133- HOUSE OF DELEGATES
133.1- Convention Parliamentarian
Subject to approval by the International Board, the Convention parliamentarian shall be

appointed g the International President and shall be certified by the National Association of
Parliamentarians or by the American Association of Parliamentarians as a Certified

Page29 (01/11)



Kiwanis International Proceduresiénnational

Professional Parliamentarian (CPP). (5/90) (1/06)

133.21 Delegateat-Large Status
A delegateat-large must surrender-krge status to represent a specific club, or a delegate
representing a specific club must surrender that status to become a etiéygiee (9/99)

133.31 Past District Governors as Delegateat-Large
By May 1 of each year, the district secretary shall certify to Kiwanis International the names
of the past district governors who are active, senior, and pridilegambers of clubs in that
district (including past district governors of other districts), and such past governors shall be
given credentials as delegataslarge at the International Convention. The Credentials
Committee may certify as a delegatdarge a past governor who may have been omitted
from such a list. (1980) (9/99)

133.4i Only One Delegate Status
In any case, a Kiwanian shall be entitled to only one delegate status (deldgate or
delegate) and one vote. (9/99)

133.5- Delinquent Clubs at Convention
Prior to the International Convention, each club that is financially delinquent to Kiwanis
International will be infomed that its official delegates cannot be seated unless such
delinquency is paid. The Certificate of Election of Delegates and Alternates sent to all clubs
shall also carry this information. (4/86) (10/94)

133.6- Standing Rules for the House of Delesges at Convention

Rule 1- The official language of this Convention shall be English. Simultaneous
interpretations may be made available, as designated in the official program. (5/93)
(4/08)

Rule 2- Only delegates with official delegate badges may present or speak on motions and
vote. (1980)

Rule 3- Only delegates may be seated in the area desigratddlégates. (1980)

Rule 4- The House of Delegates shall allow delegates to leave aamttee however,
individual electronic voting unitshall not leave the House. Delegates leaving the
House early must surrendesting unitsto an Elections Comnigevolunteer at the
passout door; voting units will be returned to delegates upesntey to the House.
In no case will a delegate be allowed to cast a ballot for any votes conducted in
his/her absenceg(1980) (6/09

Rule 5- Any main motion or amendemt shall be written in English, signed by the maker and
seconder, and presented to Ehescutive Directoor designee before it is moved.
(1980)

Rule 6- No delegate may speak in debate more than three minutes at a time unless allowed to
do so by a mayity vote of the delegates. (1980) (4/07)

Rule 7- No delegate may address the assembly a second time on the same question until all
other delegates who desire to speak on the topic have spoken. (1980) (4/08)

Page30 (01/11)



Kiwanis International Proceduresiénnational

Rule 8- The maker of a motion shall betitled to speak first in support of such motion or may
immediately yield the floor to another delegate. (1980)

Rule 9- Microphones shall be designated by number. Speakers for the main motion shall use
the oddnumbered microphones, and speakers agtiiasnhain motion shall use the
evenrrnumbered microphones. The chair will recognize microphones in rotating order.
Debate on each issue will begin at microphone one and alternate between those
speaking for and those speaking against a motion. (1980) (4/08

Rule 10- A delegate shall not speak for or against a motion and move to close debate on the
same recognition. (1980)

Rule 11- An assistant Sergeant at Arms shall be positioned at each microphone to relay to the
chair priority motions, such as a pbof order, a point of information, etc. Any
microphone may be used to make priority or secondary motions. (1980) (4/08)

Rule 12i Debate on main motions (i.e., any resolution or proposed amendment to the
Bylaws) shall be limited to 15 minutes, at whtahe the vote shall be taken on the
resolution or amendment, unless the House, by a majority vote, orders debate to be
extended. Debate on debatable secondary motions from the floor, such as
amendments or motions to refer, shall be limited to five (Buiris, which shall
not apply to the IBninute limit on debate on the main motion. Debate may be
closed by a twathirds (2/3) vote on any immediately pending motion or series of
motions at any time. (1980) (4/07)

Rule 137 If the submitting body wishe® withdraw a motion after it has been moved and
seconded, the House, by a majority vote, may grant permission for withdrawal.
(4/07)

Rule 14- If the first session of the House of Delegates is a morning session, it shall be
adjourned at or near noon. tgect to the discretion of the chair, no proposed
amendment to the Bylaws shall be introduced later than 15 minutes before the
scheduled adjournment of any morning or afternoon session. (1980) (4/08)

Rule 15- Candidates for the offices of Internatiofaesident and PresidelBtect may have
one (1) nominating speech not to exceed three (3) minutes and a seconding speech not
to exceed one (1) minute. (1980) (4/07)

Rule 16- Candidates for the office of International \iBeesident shall have a hominatioot
to exceed one minute, and each candidates shall have up to five (5) minutes to
personally address the House of Delegates. In the event ob#f mlaction, each of
the candidates involved shall return to the stage before the second ballotimb prese
remarks not to exceed two (2) minutes. (1980) (4/08)

Rule 17i Candidates for the office of International Trustee shall have a nomination, the
content of which shall include only:
a. The nominatorés name and club he/ sh
b. The namef the candidate and the office the candidate is seeking.
Each candidate shall have up to three (3) minutes to personally address the House of
Delegates. (1980) (4/08)

Rule 18- Candidates whose remarks require interpretation shall be allowed no motevite
the normal time limit for the presentation of their remarks and interpretation
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combined. Candidates must provide their own interpreter. (2/96) (4/08)

Rule 19- Any candidate who is unopposed for office may be elected by a voice vote. (1/88)
(4/08)

Rule 20- Any of the above rules may be suspended by atltnvds (2/3) vote. (1980) (1/02)

Rule 21- Roberts Rules of Order Newly Revisédll be the parliamentary authority for all
matters of procedure not specifically covered by the Bylawswéaiis
International and these standing rules. (1980) (1/02)

Rule 22- The Kiwanis International Board and Staff are authorized to make nonsubstantive
corrections that may be necessary as a result of adopting Bylaw amendments that
cause unintentional cliitts or inconsistencies in terminology, grammar,
numbering, crosseferences, etc(4/10)

134- EXHIBITS
134.1- Approval of Exhibitors

Exhibit approval shall be granted upon receipt of the folow{10/02)

1. The completed application form; (10/02)

2. The required fee; (10/02)

3. The exhibitorés tax identification number ;

4. Samples of all literature, products, merchandise, goods and services to be distributed,
displayed, promoted, or sold by taehibitor. (10/02)

134.2- General Exhibit Guidelines
A. Categories

1. Nonprofit or Not-for-profit organization: An outside organization seeking
support from Kiwanians and/or Kiwanis clubs to further develop its goals and
objectives. (10/02)

2. For-profit (commercial) Kiwanis licensees: Kiwanis licensed and #igood
standing forprofit business offering merchandise, programs, products, or services
that may be of interest to Kiwanians and/or Kiwanis clubs. (10/02)

3.  Forprofit commercial business, companies, corporations, or organizationsA
for-profit business offering merchandise, programs, products, or services that may
be of interest to Kiwanians and/or Kiwanis clubs. (10/02)

B. Selection Criteriai To be approved as an exhibitor at theviiis International
Convention, one or more of the following criteria must be met:

1. Previously exhibited at one or more Kiwanis International conventions. (1980)
(10/02)

2. One or more Kiwanis clubs currently working with the exhibitor. (1980) (10/02)

3. Corformity of the programs, products, or services with the criteria for products and
services accepted for advertising inkKnis magazine. Exhibits that display or
distribute merchandise, materials, products, services, or ideas that promote the
mores, valus, or ideals of a specific religion or political group will not be
considered. (1980) (4/04)
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4. The potenti al interest of the exhibitord
to Kiwanis members and/or clubs. (10/02)

C. Facilities - Facilities providd by Kiwanis International shall be indicated in the initial
invitation to exhibit. All other expenses and services incidental to the exhibit shall be at
the expense of the exhibitor. (1980) (10/02)

D. Permitted Activities

1. The distribution and displayf preapproved literature and/or product samples from
within the assigned booth space. (1980) (10/02)

2. The utilization of audio/visual equipment, so long as the volume does not disturb
surrounding exhibitors. (1980) (10/02)

3. Taking orders for and/or ¢hsale of prapproved merchandise, products, goods, or
services. (10/94) (10/02)

4. Conducting a drawing or other giveaway from within the assigned booth space as
long as it does not involve the exchange of money, as in the purchasing of a chance
or raffleticket. (10/02)
E. Prohibited Activities

1. The sale, display, or distribution of merchandise, products, goods or services outside
the assigned booth space. (10/02)

2. Conducting a drawing or any other contest of chance or skill that involves the
exchange ofmoney, as in the purchasing of chance or raffle ticket. (6/92) (10/02)

3. Presenting gifts to employees of Kiwanis International. (1980)

4. Using any sound amplification or lighting equipment or any other technique that is
distracting to surrounding exhibim (5/90) (1/97)

5. The sale, display, or distribution of merchandise, products, goods or services not
approved in advance by Kiwanis International. (10/02)

6. The sale of any merchandise, product, goods or services offered by Kiwanis
International, TheKieni s Family Store, or Kiwanis |
vendors. (10/02)

F. Registration Fee for Exhibitors: Any Kiwanis member or spouse who is an exhibitor
or an assistant to an exhibitor is ue@qd to pay the appropriate registration fee. Any
nonmember exhibitor or an assistant to an exhibitor is not required to pay a registration
fee. (5/90) (1/97)

134.3- Copy of Exhibit Procedures
A copy of these exhibit procedures shall be provided hibéwrs. (5/90) (10/02)

135137- Vacant
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138- REGISTRATION

138.1- Families of International President and PresidentElect
Registration fees shall be waived for the families of the International President and
Presiden€Elect, except when those fagninembers are Kiwanians designated as official
voting delegates. All voting delegates must pay the appropriate member registration fee.
(5/91) (1/97)

138.2- Spouses, Partners, and Guests of Kiw#ans
No spouse, partner, or guest of any Kiwanian may attend any session, forum, or other
activities at the Kiwanis International Convention unless such person has paid the
appropriate registration fee. (1/97)

1397 DISTRIBUTION OF LITERATURE OR ITEMS

The distribution of literature or items which have not been approved by the Kiwanis International
Board shall be prohibited during International Conventions inside exhibit halls and meeting rooms
contracted by Kiwanis International. (4/00)

140144 - Vacant

INTERNATIONAL COUNCIL

145- INVITATION TO FIRST MEETING OF COUNCIL

145.1- Invited Guests
In addition to members of Council as specified in the InterndtBylaws, invitations to
attend the first meeting of the International Council shall be limited to the following (with
spouses, if applicable): Governors of Provisional and Designated Districts, International
Committee Chairmen, Host Chairman of the rietérnational Convention, Circle K
International President, Key Club International President, widows of Past International
Presidents, District Secretaries, the Kiwanis International Foundation Board, and individuals
and widows of individuals who have begmranted emeritus status by the Kiwanis
International Board and the Kiwanis International Foundation Board. (6/90) (1/00)

Invitations to attend the first meeting of Council may be extended to other individuals upon
approval of the International Board,ttvireimbursement to be determined on an individual
basis. (1/00)
145.2- Absence of a District Secretary

In case any district secretary cannot be present at a meeting of Council, the district secretary
may, with the approval of the district board of tags, appoint the district administrative
secretary to attend as a replacement. (5/94)

146- EXPENSE REIMBURSEMENT FOR COUNCIL

See Procedure 179 regarding Council expenses reimbursed by Kiwanis International. (10/90)
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147- STANDING RULES FOR THE HOUSE OF DELEGATES AT COUNCIL

Rule 1- The official language of this Council shall be English. Interpreters shall be provided for
those who need them. (1/93) (10/96)

Rule 2- Only members of Council may presem speak on motions and vote. (1/93)

Rule 3- The House of Delegates shall allow delegates to leave amtee however, ballots shall
not leave the House. (1980) (1/01)

Rule 4- Any main motion of amendment shall be written in English, signetidoynaker and
seconder, and presented to Ehescutive Directobefore it is moved. (1/93)

Rule 5- No delegate may speak more than three (3) minutes at a time unless allowed to do so by the
orders of the day or by a majority vote of the delegate®3)1

Rule 6- No delegate may address the assembly a second time on the same question until all
delegates who desire to speak on the topic have spoken. (1/93)

Rule 7- The maker of a motion shall be entitled to speak first in support of such motiwayor
immediately yield the floor to another delegate. (1/93)

Rule 8- Debate shall alternate between those speaking for and those speaking against a motion.
(1/93)

Rule 9- Microphones shall be designated by number. The chair will recognize micexpim
rotating order. (1/93)

Rule 10- A delegate shall not speak for or against a motion and move to close debate on the same
recognition. (1/93)

Rule 11- Debate on any proposed amendment to the Bylaws, including any amendments thereto,
shall be linited to 10 minutes. (1/93)

Rule 12- A motion to move the previous question will not be in order until five (5) minutes of debate
has taken place or all microphones are clear. (1/93)

Rule 13- Any rule herein above provided may be suspended by a tgajote. (1/93)
Rule 14- Roberts Rules of Order Newly Revisédll be the parliamentary authority for all matters
of procedure not specifically covered by the Bylaws of Kiwanis International and these

standing rules. (1/93)

14814971 Vacant

INTERNAT IONAL OFFICE

150- EXECUTIVE DIRECTOR 'S RESPONSIBILITIES
The International Board fully recognizes the administrative responsibility &xéeutive Director

for the departments of the International Office as the active managing officer of all departiflee
authority and responsibilities of tl&xecutive Directoare broad, and specifically include, but are
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not limited to, the following manageat actions: (10/92) (7/98)
150.1- Employee Administration

A. Personnel: The Executive Directoshall enploy qualified personnel, terminate the
employment of employees, assign employees to positions, and transfer employees to
other positions. The International Board shall be informed of the hiring, termination,
promotion, and demotion of all management lereployees (director, administrator, or
above) at the International or Regional Service Centers. (10/90) (7/98)

Any proposed reorganization of the Kiwanis International Office shall be brought to the
Performance Review Committee of the InternationalrBdar consultation. The
Performance Review Committee shall report to the International Board prior to
implementation of any reorganization. (10/90) (1/98)

The Executive Directoshall be responsible for the staffing of Kiwanis International
within thebudget allocations for staff positions. TBeecutive Directowill establish

the specific duties, responsibilities, authority, qualifications, and accountability for each
position. (10/92) (7/98)

TheExecutive Directoshall strive to maintain harmonis and effective operations
within the International Office. (10/92) (7/98)

B. Employee Programs: The Executive Directoshall establish and administer the
programs of employee evaluation, counseling, training development, and discipline
within the framewdk of the policies established by the International Board, and shall
include a summary of these activities in reports to the Board. (10/92) (7/98)

C. Employment Contracts: TheExecutive Directoshall execute written employment
contracts with employees Hiihg positions that the International Board deems require
such contracts, and such contract shall be subject to ratification by the Board. This
procedure shall not preclude the reduction to writing of the conditions of employment
and compensation for othemployees. (See also Procedure 4Bkfnployment Contract
for Executive Directo) (10/92) (7/98)

D. Salary Administration: Within the budgetary limits and salary administration policies
established by the International Board, Executive Directoshal administer the
salaries of all employees except the salary oBkecutive Directarwhich is
administered by the Board. Such administration shall include the fixing of starting
salaries, and minimum, midpoint, and maximum salaries for all employé&®pss
Any proposed salary adjustment for an employee which may exceed the maximum salary
for a specific position shall be submitted to the Executive Committee for approval in
advance of implementation. (10/90) (7/98)

150.2- Budget And Planning
A. Long Range Planning: The Executive Directoshall have the basic responsibility for
activities to implement the loaginge plan, including the development of new ideas for
program content and new administrative techniquescrease the efficiency of the total
organization. (10/92) (7/98)

B. Budget: TheExecutive Directohas the primary responsibility for budget development
and control, subject to the review, advice, and final approval of the International Board
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Committee orAudit andFinance and International Board. (1980) (7/98)

C. Internal Controls: TheExecutive Directoshall be responsible for proper internal
controls over all receipts and disbursements. (1980) (7/98)

D. Emergency Financial Safeguards:In emergency situains, theExecutive Directar
after prior consultation with the International President, International Treasurer, or the
chairman of the International Board Committeefanlit andFinance, may take
whatever actions appear necessary to safeguard the iiovelstments, other assets, or
the financial obligations of Kiwanis International. (6/85) (7/98)

150.3- Travel Supervision

A. Administration: TheExecuive Directorshall establish and administer all arrangements
and travel management procedures within the framework of the Policies and Procedures
established by the International Board, and shall include a summary of these activities in
reports to the Bad. (5/91) (7/98)

B. Travel: Travel of members of staff shall be under the direction oEtteutive
Directoror designee. Travel of thexecutive Directoshall be under the direction of the
International President. Travel of tegecutive Directoandstaff shall be subject to
budget limitations and shall be approved in advance. Payment of such travel shall be
calculated and made only on actual expenses incurred. (10/90) (7/98)

C. Staff Meal Reimbursement for High CostCities/Countries: The Executive Director
shall annually investigate and identify cities and/or countries that would be considered as
having high meal costs, and is authorized to approve a daily meal allowance
reimbursement not to exceed US$60 per dayhfose cities or countries. (10/93) (7/98)

150.4- Legal Matters

A. Contracts and Agreements: The Executive Directoor designee shall have the
authority to enter into any written contract authorized by the existing budget at the time
of the contract orwthorized by the International Board. Prior to execution, all contracts
entered into by Kiwanis International, Key Club International, or Circle K International
in excess of US$10,000 shall be reviewed and approved as to form by legal counsel.
(10/90) (798)

It shall be the practice of Kiwanis International to engage only those professional service
providers who will execute a nonconflict agreement as approved by the International
Board, stating that the provider is willing to confirm that they or th&bociated entities

will not act against or be in conflict of interest with Kiwanis International or its related
bodies. Copies of the agreement will be provided to such firms, and the original
maintained by th&xecutive Directar (5/89) (7/98)

B. Legal Counsel: Within the limitations of the budget, tl&xecutive Directomay
employ the services of a legal counsel admitted to practice law in the state of Indiana,
who shall serve at the direction of tBeecutive Directar TheExecutive Directoshall
empoy other such legal counsel as he/she, after consulting with the International
President, may deem necessary. (10/90) (7/98)
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150.5- Other

A. International Convention: The Executive Directorwith the advice and approval of the
International Board Comittee responsible for conventions, shall be responsible for the
program and management of the convention. (10/90) (7/98)

B. Bids for Materials, Products, and Services:Whenever any of the subject items &0
be purchased, the cost of which will exceed US$10,00@:tkeutive Directoshall
secure three bids from qualified sources if three are available. The subject items shall be
purchased from the lowest bidder, other considerations being equa?)({098)

C. Public Relations: The Executive Directohas the responsibility to develop an effective
public relations program which will build the image of Kiwanis throughout the world,
and develop and maintain contacts between Kiwanis Internationalfzrd ot
organizations. (10/92) (7/98)

D. General Authority: In addition to these specific responsibilities, Ehescutive Director
shall have the authority to do, or to have done, such actions or functions as are normally
incumbent upon the managing officerasfy business office or operation. (10/92) (7/98)

NOTE: Other responsibilities of thExecutive Directgrtoo numerous to list in one place, are
located throughout the International Bylaws, Policies, and these Procedures.

151- EMPLOYMENT CONTRACT FOR THE EXECUTIVE DIRECTOR

Kiwanis International shall enter into an employment contract or agreement wiiRkebetive

Directorfor a period of time to be determined by the International Board. No latesitég)

months prior to the end of the contract, the Board may enter into negotiations regarding the new
contract. Any renewal must be completed no later than sixty (60) days prior to the completion of the
previous contract and submitted to the Boardafowroval. (10/90) (7/98)

152- PERFORMANCE APPRAISAL AND OVERSIGHT OF THE EXECUTIVE DIRECTOR

152.1- Performance Review Committee
There shall be a Performance Review Committee composed ddinh€ommitteeof
Kiwanis International and the Kiwanis International Foundation Boafr@irustees The
Performance Review Committee shall be chaired by the Immediate Past Iotexhati
President. (10/90) (6/10)

152.2- Goals and Objectives

A. Discussion Each year, no later than May 30, teecutive Directoshall discuss with
the Performance Review Committee possible goals and objectives texdbetive
Directorfor the coming administrative year. These goals and objectives shall be
compatible withthe goals and objectives of the International Board. (10/90) (7/98)

B. Preliminary: No later than August 1, thHexecutive Directoshall present a list of
preliminary goals and objectives for the coming administrative year to the Performance
Review Committe. These plans shall be consistent and compatible with the goals and
objectives of the International Board. (10/90) (7/98)

C. Finalization: At the beginning of the administrative year, the Performance Review
Committee shall meet with tHexecutive Direabr to review, delete, and/or add to the
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preliminary goals and objectives and finalize them. (10/90) (7/98)

No later than the end of the September/October International Board meeting, the
Performance Review Committee will present to the Boar&Exeeutive Directots
finalized goals and objectives for approval. (10/90) (7/98)

152.3- Review Process

A. Quarterly: No later than the end of the April/May International Board meeting, the
Performance Review Committee will conduct an informal performance ravibevihe
Executive Directar This review will include the Committee's appraisal of the
performance of th&xecutive Directors it relates to the goals agreed upon the previous
October. At this timein discussion with th&xecutive Directagrthe goals ad objectives
may be modified. If necessary, the appraisal may be wriftee Performance Review
Committee will provide a written summary of the quarterly meeting to the Kiwanis
International and Kiwanis International Foundation Boards as well &x#weitive
Director. (10/90) (4/10)

B. Annual: Immediately prior to the September/October International Board meeting, the
Performance Review Committee will conduct a formal performance review with the
Executive Directar This review will include the Comntée'swritten appraisal of the
performance of th&xecutive Directors it relates to the goals agreed upon the previous
October. The appraisal, along with a recommendation for any compensation adjustment,
shall be presented by the Performance Review (tigerio the Board for approval at an
Executive Session at the September/Octobar@®Meeting. (10/90) (4/10)

C. File: Each written appraisal will be placed in tBeecutive Directds personnel file
maintained in the Human Resources Office. (10/908)7/9

152.4- Compensation
The annual appraisal shall be one of the factors considered in determining compensation
adjustment, if any. The appraisal and compensation adjustment shall be identified in writing
and be placed in tHexecutive Directds personel file maintained in the Human Resources
Office. (10/90) (7/98)

152.5- Other Discussions
The foregoing does not prohibit the International President or the Performance Review
Committee from discussing with tiiexecutive Directoat any time during thadministrative
year theExecutive Directdd s per f or mance. (10/90) (77198)

152.6- Responsibility
If the Performance Review Committee should fail to conduct the appraisals, as outlined
above, it is th&xecutive Directdd s r es ponsi bi leiagpnaisatbe condacted e s t
and document such initiative. (10/90) (7/98)

152.77 Semiannual Expense Review
On a semiannual basis, thgecutive Directoshall submit a report of expenses to the
Kiwanis International Board Committee dwdit andFinance foreview. This report
and review shall include expenses for all items and activities in whidExéeutive
Directoris a direct participant. (1/08)
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153- RELATIONSHIP OF THE EXECUTIVE DIRECTOR TO INTERNATIONAL BOARD

153.1- International President
Whendeficiencies or inefficiencies in the operation of the International Office or improved
techniques come to the International President's attention, the President may counsel with the
Executive Directoand suggest plans to remedy the deficiencies orcsiroigs and/or
incorporate improvements. However, the-tlaglay operation of the International Office
shall remain the responsibility of tlixecutive Directgrwho is accountable to the entire
International Board for the management of the InternatiOffade. (10/92) (1/08)

153.2- International Board Committees

A. Authority: International Board Committees shall be advisory to the Board, assisting
the Board in the performance of its responsibility, and are not designed to be
supervisory to the departmks of the International Office. (10/90) (7/98)

International Board Committees may recommend, but not require action; only a

majority vote of the International Board can bind Ehx@cutive Directoand staff to

a recommendation. All International Boa&Zdmmittee recommendations relating to
any International Office department should first be submitted to the Board for its
consideration and action. (10/90) (7/98)

International Board Committees may request thaEtterutive Directoand staff
look into matters to assist the Board Committee in making a future recommendation
to the Board. (10/90) (1/08)

B. Responsibility: It shall be the duty of the International Board Committees, on the
occasion of every Board meeting, to bring before the Board suchrsriatie would
enhance efficiencies and services provided by the International Office, after
consulting with theéexecutive Directar (10/90) (1/08)

C. Consultation: It is theExecutive Directdd s r esponsi bility to seek
appropriate Internati@ Board Committee on matters that will (or may) affect the
subject areas for which they have poliogking responsibility. (10/90) (7/98)

153.3i Staff Concerns
If any Board member has a problem or concern with staff, the problem or concern shall be
brought to the attention of tHexecutive Directofor whatever action thExecutive Director
may deem appropriate. TE&ecutive Directowould report any action taken to the
President and Board Member bringing the concern. (10/90) (1/08)
154- SMOKING PROHIBITED IN THE INTERNATIONAL OFFICE
Smoking inside the International Office building is prohibited. (5/93)
155- EMERITUS DESIGNATION FOR FORMER STAFF

The International Board may designate former st
with benefits and privileges as specified individually by Board action. (6/90) (10/98)
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156- VOTING BY STAFF

A member of the Kiwanis International Office staff shall not vote at Kiwanis International
Conventions and district conventions. A taBmber shall also not vote during that portion of the
division conference at which the lieutenant governor or lieutenant goweleutris elected. In the
event that a staff person is named as a delegate for the purpose of club representation credit, a
registration fee for the appropriate convention shall be required. (6/89)

157- ADMINISTRATION
157.1- Records in the International Office

A. Various: Kiwanis International shall keep at a location within Indianapolis, Indiana,
correct and complete books and records of account; correct and complete records of all
transactions of Kiwanis International; and complete and correct minutes of the
proceedings of the International Board and International Board Committees. It shall also
keep at its office records of its clubs, stating the names and addresses of all clubs.
Financial or accounting records may be kept in written form or in any othectpable
of being converted to written form within a reasonable time. (1980)

B. Contracts and Agreements: Standard contracts and licensing agreements shall be kept
in files at the International Office and be available upon request to International Board
menbers and proper staff personnel. (5/88)

C. Governance: Kiwanis International shall provide, through the Kiwanis International
web site, governance of the organization. This shall include thieeposting of the
International Bylaws, and all Internati@rBoard Policies and Procedures, and shall be
kept current with any and all revisions. (4/04)

157.2- Request to Examine Records

A. Inspection by International Board Members: The books and records of Kiwanis
International, Key Club International, and €& K International shall be open for
inspection by any member of the Kiwanis International Board. (6/85) (5/93)

B. Inspection by Clubs: Any club, upon written demand stating the purpose therefore,
shall have the right to examine in person or by agertamay, at any reasonable time
or times for the parties, for any proper purpose, all of Kiwanis International's books,
papers, records of account, minutes, and records of clubs, and shall have the right to
make copies thereof or extracts there from atthle's expense.

C. Litigation and Personnel Records: Documents involved in litigation and personnel
records shall not be subject to examination by a club or its agent or attorney in the
absence of an order of a court of competent jurisdiction. (6/89)

157.3- Tours of the International Office
The staff of the International Office shall extend normal courtesies to incoming tour groups
from any part of the world, including a tour of the International Office, but shall have no
official obligations beyond tit. (5/93)

15815971 Vacant
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OFFICIAL PUBLICATIONS
160- OFFICIAL PUBLICATIONS
160.1- Nature of Published Material
Articles, advertisementsy other matter published wifficial publicationsshould reflect
fairly on institutions, businesses, professions, religions, customs, and organizations, and be
consistent with the Objects, objectives, current resolutions or current programs of service of
Kiwanis International or clearly defined policy of Kiwanis International. (1980) (4/99)
160.2- Articles and Editorials
A. Selection: Articles and editorials shall be chosen to interpret, amplify eaaehd
Ki wani s6 Objects, objectives, programs of
specific topics and in general application. (1980) (4/99)
B. Policies and Positions: There shall be published several times each year editorials by
the Edita, or by an officer of Kiwanis, or by a competent writer with Kiwanis
background and experience, which shall state the policy or position of Kiwanis
International on matters embraced in the Objects, objectives, current resolutions, and
current programs afervice of Kiwanis International. (1980) (4/99)
C. Approval: All editorials shall be approved for publication by the Editor. (5/93)
161- ADVERTISING
Any official publicationwill make every effort not to accept advertising: (1980) (4/99)
A. That is fraudulent or misleading. (1980) (1/97)
B. That is vulgar, suggestive, repulsive, or offensive. (1980) (1/97)

C. Which constitute attacks of a personal charactéiaircontain uncalletbr reflection on other
advertisers. (1980) (1/97)

D. Of products containing hakibrming or dangerous drugs; offers of free medical treatment; or
offers that claim to cure. (1980) (1/97)

E. That are considered "bait and switch" adgernents. (1980) (4/99)
F. For direct solicitation of funds. (1980) (1/97)

G. Of alcoholic beverages. (1980) (1/97)

H. Of products that contain tobacco. (1/97)

I.  Which attack the ethics and standard practices of the professions and other classifications in ou
membership. (1980) (1/97)
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162- CRITERIA FOR PUBLICATION OF CLUB ACTIVITIES

Space limitations prevent publication of routitglcactivities such as news of club meetings,
anniversaries, speakers, and presentations. Reports selected shall be limited to successfully
completed or established service or fuagsing projects. Priority will be given to projects of an
unusual or inavative character. (1980) (4/99)

1637 KIWANIS MAGAZINE SUBSCRIPTIONS

163.1- Subscription Price for the US and Canada version for Kiwanians in Frenclspeaking
Canada and Outside the United States and Canada
The subscription price of the US and Canada versionvoiNgs magazine for Kiwanians
outside the United States and Canada is US$12.00 annually. The subscription price of the

US and Canada version ifwANIS magazine for Kiwanians in Frendpeaking Canada is
US$8.00 annually. (10/90) (7/07)

163.2- Bulk Orders

KiwaNis magazine is available in bulk orders at the cost of the current annual subscription

price per number of copies ordered, plus annwalimy costs to the point of destination.
(1/93) (10/94)

163.3- Subscription Price for Nonmembers

Each nonmember subscriber shall pay US$12.00 annuallyenis magazine. (10/90)
(7107)

164-169- Vacant

INSURANCE
170- INSURANCE POLICIES

170.1- Comprehensive Fidelity Policy for Employees

An overall fidelity policy amounting to US$200,000 shall be carried covering each
employee. All employees shall be included in the coverage. (6/82)

170.2- Travel Accident Policy for International Board
The Executive Directoshall contract for travel accident insurance for the International

Board and selected Kiwanis employeebkpwhrough the nature of their position, are
required to travel extensively. (6/82)

170.3- Property Insurance
TheExecutive Directoshall contract for necessary property insurance to secure the property
and other assets of Kiwanis International. (6/82)

170.4- Officers and Directors Liability Insurance
Officers and directors liability insuransball be purchased for the protection of the
members of the International Board. (6/82)

171- ADMINISTRATIVE FEE FOR COMPREHENSIVE LIABILITY INSURANCE PROGRAM
An administrative fee shall be budgeted and charged to the comprehensiitg iredoirance
program, and that fee shall be reviewed annually. (2/83) (5/93)
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172- INVESTIGATION OF LIABILITY CLAIMS
A. Investigation Team: An investigation team shall be established to monitor saldmdily
injury and property damage claims against Kiwanis International. A team will consist of a
minimum of three people: a member of the International Board appointed by the International
President, th&xecutive Directoor designee, and the insucanbroker. (1/90) (10/90)

B. Types of Claims: The team will conduct an esite investigation of the following type claims:

(1/90)

1. A claim resulting in the death of any individual. (1/90)

2. Aclaim resulting in any loss of limb. (1/90)

3. A claim resulting inbodily injury or property damage with expected cost in excess of
US$25,000. (1/90)

4. A claim resulting in potential damage to the name of Kiwanis International. (1/90)

C. Costs: All costs associated with the investigation shall be charged to the compvehgerseral
liability insurance program. (1/90)

1731747 Vacant

KIWANIS MARKS

175- KIWANIS MARKS

175.1- Purpose
The purpose of the Kiwanis name, emblem, and insignia is to identify with Kiwanis
International an individual, a group of individuadspiece of printed matter, an object, or an
article. Permission to use the Kiwanis name or emblem in any manner shall be granted only
if the permitted use is appropriate to the Objects, purposes, and objectives of Kiwanis
International. (1980)

175.2- Permitted Uses

A. General: Except as provided in Procedures 260&strict FoundationdName and
Procedure 380.2Club Foundation®Names, no corporation or unincorporated
association shall use the words "Kiwanis" or "Kiwanis International” in its name, nor
shall it use in any way the registered service marks or collective membership marks
owned by Kiwanis International including, but not limited to the following, hereinafter
referred to as Kiwanis Marks, unless the express written consent of the Intexination
Board is first obtained: (1980) (4/97)

"KIWANIS"

"K' IN CIRCLE"

"CIRCLE K"

"K (INTERNATIONAL) IN CIRCLE"
"KIWANIS INTERNATIONAL"

"K' IN GLOBE (KIWANIS INTERNATIONAL)"
"KEY CLUB AND K IN CIRCLE"

B. Trade or Business: Unless approved by the InternationalaBa, consent shall not be
given where the proposed use of the Kiwanis Marks would be by a corporation or
unincorporated association which regularly carries on a trade or business including, but
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not limited to, nursing homes, retirement homes, and hosp{a131)

The name, emblem, or insignia of Kiwanis International may be used on an article or

object as noted below, if first approved by the International Board, on an individual case

basis: (10/96)

1. As part of a business promotion, or (1980) (10/96)

2. In conjunction or association with the name or trademark of a commercial enterprise.
(1980) (10/96)

Endorsement: No corporation or unincorporated association shall represent or hold out
to the public that it is endorsed or supported by Kiwanis Intenmaitior any of its

districts or federations or by any chartered club, without the express written consent of
the Executive Directoupon approval by the International Board. (1980) (10/96)

Licensing: No licensing agreement for the use of Kiwanis Matiallde entered into
on behalf of Kiwanis International without the express written consent &xbeutive
Director, using the appropriate standard licensing agreement approved by the
International Board. (1980) (10/96)

Tours: The name of Kiwanis Intaeational shall not, without specific International
Board authorization, be used in any way to indicate Kiwanis International sponsorship
of any group tour. (5/93)

Past Office Holders: A Kiwanian who has been elected to an office and who has
actually seved any portion of the term of such office shall be entitled to the insignia

and other recognition as a past holder of such office. A Kiwanian who has been elected
to, but has not served in an office of Kiwanis, shall not be entitled to the insigmig or a
other recognition as a past holder of such office. (1980) (4/97)

Informing Applicants: TheExecutive Directoshall inform applicants for the use of
Kiwanis Marks of any action taken by the International Board. (1980)

Club Use: Nothing in this preedure shall be construed as forbidding the incorporation
or reincorporation of a chartered club "in good standing." (5/85)

175.3- Use With Collective Reference to Sponsored Programs
When a collective reference is made to the sponsored programs ofilntnnational, the
names and logos of all sponsored programs are to be included on the materials. (10/90)

175.4- Prohibited Cases

In considering requests for permission to use the name or emblem of Kini@nisational,
the name, emblem, or insignia shall not be used on an article or object: (1980) (4/97)

A.

m

@m

Which is in poor taste, or (1980)

B. Which is of inferior quality or poor workmanship, or (1980)
C.
D

On which the name, emblem, or insignia is inaccuratelyantigtically reproduced, or
(1980)

. In the normal use of which the name, emblem, or insignia would be defaced or distorted,

or (1980)

Which is to be offered for sale to the general public other than as -adigitth project
of a Kiwanis club, or (1980)

Which contains alcoholic beverages, or (1980)

Which contains tobacco, or (10/96)
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H. Which contains habiforming or dangerous substances, or (10/96)

I.  Which may be used for gambling purposes, or (1980)

J.  Which will substantially compete with similar items listedhe official Kiwanis
Supplies Catalog. (1980)

(See also Procedure 74hkicensing.)

176-177- Vacant
TRAVEL MANAGEMENT

178- TRAVEL MANAGEMENT
178.1- Philosophy

A. Responsibility: Travel is a necessary part of doing businbssit should be undertaken
with careful consideration. Effective and sensible control of expenses is a very
important part of business and significantly contributes to sound fiscal policies. It is the
responsibility of Kiwanis International, both volteers and staff, to control expenses
where possible. (10/89)

B. Reasonable CostsWhen travel and other business expenses are necessatry, it is the
responsibility of each person to incur expenses that are reasonadljstifiable in
relation to the business being conducted. (10/89) (10/05)

C. Board Members Traveling Together: In keeping with the best interest of Kiwanis
International, no more than three International Board members should travel together on
the same fght. (10/89)

178.2- Exceptions
All exceptions to travel management procedures must have prior approvaltethdive
Directoror designee. (4/03) (4/06)

178.3- Applicability
These procedures apgb persons traveling at Kiwanis International expense or in an
authorized status for Kiwanis International. (10/89) (4/06)

178.4- Airline Reservations

A. Designated Travel Agent: All air travel paid for by Kiwanis International must be
arranged through the Kiwanis International designated travel agent, as determined by the
International Board. Kiwanis Internanal shall not reimburse air travel expenses
incurred through any other agency without prior approval oEttexutive Directoor
designee. (See Procedure 178Exceptions) (10/89) (4/06)

B. Flight Parameters: Flight transportation to assigned meetisball be limited to the
lowest round trip fare via the most direct route. Any cost increase incurred to purchase
an upgradeable fare or to obtain frequent flyer miles shall be reported monthly to the
Executive Directoby the designated travel agent dmitkd to the traveler or deducted
from the expense report. (See also Procedures 1A%.%are Costs, Payment, and
Reimbursement and 178.€&lass of Service for Air Flights, regarding restrictions and
exceptions.) (10/95) (4/06)
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C. Cancellations:If atraveler finds it necessary to cancel a scheduled flight, or if a
scheduled flight is canceled by the airline, it is the responsibility of the traveler to notify
the designated travel agent immediately. (10/89) (4/06)

D. Lost, Missing, or Unused Tickets: Airline tickets are to be treated as cash. Lost,
missing, or unused tickets must be reported and returned to the designated travel agent
immediately. Travelers who do not use requested airline tickets because they choose to
use an alternative method afitisportation will not receive travel reimbursement.
(10/89) (4/06)

E. Confirmation: Wi t hout exception, it is the travel
after receiving his/her ticket and immediately inform the agent if problems exist. (10/89)
(4/06

178.5- Air Fare Costs, Payment, and Reimbursement

A. Reimbursement: Airline transportation will be billed by the designated travel agency to
the Kiwanis International corporateeclit card. All other costs (lodging, car rental, etc.)
must be paid by the traveler. Kiwanis International will reimburse all eligible costs
directly to the traveler. (10/89) (4/06)

B. Monitoring: Kiwanis International Travel Management procedures are on file with the
designated travel agent and will be monitored by both the agency and Kiwanis
International. As noted ih78.4.B, a monthly report will be provided by the travel
agency to Kiwanis International on airline tickets issued at any fare other than the lowest
available. (10/89) (4/06)

C. Extension of Business Travel for PersondReasons: The extension of a Kiwanis
International business trip for personal reasons is permissible so long as the airfare
charges to Kiwanis International are no more expensive than from the original return
location, and all auto, hotel, meal, and adxiiél airfare attributable to the personal trip
are paid by the individual. (See also Procedure 178.6xX#ension of Travel to Obtain
Cost Savings.) (10/89) (5/93)

D. Tickets for Partners and Family Members: Airline tickets for partners whose air
travel is paid for by Kiwanis International must be booked through the designated travel
agent and billed to the Kiwanis International corporate card. Partners are not eligible for
any other travel reimbursementll Ather tickets requested for partners or other family
members must be charged to the individual's personal account. (10/89) (4/06)

178.6- Class of Service for Air Flights

A. Authorized Class of Service: The authorized class of service for Kiwanis International
business imormallythe lowest available fay@nless otherwise provided. (10/89) (6/08

B. Personal Preferences:Should a traveler refuse the lowest availdate for health
reasons or personal preference, to earn frequent flyer miles, obtain an upgradeable fare,
travel on a specific carrier, or secure specific-hasinesgelated layovers or routing,
the difference in price between the lowest availabledared t he tr avel er 6s
shall be billed to the traveler at the tin
expense report. I f the cost is the same,
(4/06)
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C. Acceptable Reasons for RefusalTravelers should request and accept the lowest
available fare offered at the time requested. From time to time, a traveler may be
required to refuse the lowest available fare due to business conflicts. Acceptable reasons
for refusal may include: (10/89) (8)
e Scheduled times of meetings do not coincide with flight times. (1980)
e Layover time exceeds two hours or is less than one hour. (1980) (4/03)
e Type of aircraft. (1980)
See 178.5B and 178.7B regarding expenses that may be billed back to the traveler.

D. Day of Rest:For intercontinental travefia the lowest available far&iwanis
International Board membease permitted one (1) day rest upon arrival in the
destination city. bdging and per diem for the dafrest shall be paid by Kiwanis
Internatbnal. (1/08)6/08)

E. Extension of Travel to Obtain Cost Savings A trip must not be extended to take
advantage of a lower fare unless the savings would total more than the cost of added
hotel and meal expenses. (10/89) (4/06)

F. Business Class Service:

1. Pr e s i d €he Kiwasis Ifiterratioral President is encouraged, at his/her
discretion, to book airline seats in the coach class for any busilasssqualifying
flight. If the President choosés travel in coach class, they are permitted to have the
days of rest at Kiwanis International expense as defined in Board procedurdé178.6
as long as the expenses for those days do not exceed the difference in airline ticket
price. (1/08)

The KiwanisInternational President and spouse traveling on authorized Board
travelshall be permitted to use business class (or the equivalent class of service)
for intercontinental flights of: (a) ten (10) or more hours of nonstop flying; or

(b) 15 hours of totallight itinerary from point of origin to destination (known in

the airline industry as "continuous flight"). (4/95) (1/08)

This provision shall apply only when no other route of travel fewer than ten (10)
air hours is available. Alternate routing (i&dditional segments or selecting
more distant connections) may not be used to attain ten (10) hours air travel.
(4/95)

2. Board Meetings: International Board Members traveling from outside of North
America to Indianapolis to attend International Baaektings are permitted, if
needed, to use businedass or the equivalent class of service for intercontinental
flights. If businesslass or equivalent travel is used, Kiwanis International does not
pay for a day of rest upon arrival. (Note: Kiwamgernational does not pay
transportation expenses for spouses to attend International Board meetings, when
invited.) (6/08)

178.7- Hotel Accommodations
A. Selection of Hotel: Selection of hotels should be based upon cost and convenience.

Travelers are encouraged to contact the designated travel agent fanchteservations.
Hotel reservations made with the travel ag
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credit card. (10/89) (4/06)

B. Cancellations: A reserved room which will not be used must be canceled. A
cancellation number must be requested anddecoas proof of cancellation. Travelers
failing to cancel a reservation or failing to advise the designated travel agent to do so
could be held personally responsible for amyshow charges incurred. (10/89) (10/96)

C. Reimbursement for Lodging: Kiwanis International will reimburse actual room costs
supported by the hotel bill for each day that lodging away from home is required for
Kiwanis business reasons. The daily cost of lodging includes only the single occupancy
room rate and applicable taxes, egtwhen the accompanying partner is an authorized
traveler. Standard and/or moderately priced accommodations are considered the norm.
(10/89) (4/06)

D. Rate Differences for Accompanying Partner/Family: If accommodations are to be
shared with a partner other person(s) who are not on Kiwanis business, the traveler is
responsible for payment of any rate differences between single and double/twin rate.
This amount is due upon receipt of the expense report. (10/89) (4/06)

178.8- Auto Travel

A. Arrangements: Rental car arrangementsgnbe made through the designated travel
agent. (10/89) (4/06)

B. Reimbursement Qualifications: The cost of rental cars is reimbursable when the
nature of the trip is such that the use of public transportation (trains, buses, subways, and
taxis) is not pactical or is more expensive. (10/89) (4/06)

C. Insurance Coverage: The International Board expects that each traveler who drives his
or her own automobile or other noented travel vehicle will be protected by adequate
insurance, including public liabili, property damage, and other types of losses.
Therefore, Kiwanis International will not be responsible for or reimburse auto insurance
premiums paid or for losses sustained. (10/90) (4/06)

Securing insurance coverage for rental cars is not neceskarytiaveling on Kiwanis
International business; therefore, the purchase of optional insurance will not be
reimbursed. (10/89) (10/96)

178.9- Railroad Travel
Train travel should be considered for short distances. (10/89) (4/06)

179- TRAVEL REIMBURSEMENT BY KIWANIS INTERNATIONAL
179.1- General Information Pertaining to All Travelers

A. Reimbursable Expense:A reimbursable expense is an actual cost that requires an
itemized statementr@eceipt that is reimbursable up to the lesser of actual cost or the
amount permitted in the budget. (10/90)

B. Air Travel: Transportation reimbursement to assigned meetings shall be limited to the
actual fare paid, but no more than the lowest roupddre by the most direct route, as
guoted by Kiwani sd de s Hgporaltexpenses suehwa®tdxi, agen't
tips, etc. (1980) (4/99)
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C. Auto Travel Reimbursement: When official travel is autirized by automobile, a
mileage allowance shall be reimbursed. Automobile mileage reimbursement is made at a
per mile rate equal to that allowed by the United States Internal Revenue Service (IRS),
not to exceed the equivalent cost of the lowest rdtipaiirfare, plus transportation to
and from the airport. (1/98) (4/06)

D. Incidental Costs: Kiwanis International will also reimburse travelers for reasonable
incidental travel costs, such as laundry, telephone, tips, valet service, internet access, and
meds. Such costs must be itemized on the expense report form and receipts must be
attached when applicable or when the cost is greater than US$25. (10/89) (4/06)

E. Per Diem Meal Allowance: A per diem meal allowsce is an amount given for attendance
at a meeting or conference, for which no itemized statement is required for reimbursement.
(4/95) (4/06)

When programmed meals are provided by Kiwanis Interndtitaper diem paid shall be
reduced by the individual meal allowance, which is, for travel within the United States and
Canada (US dollars): breakfa®t, lunch$13, and dinne$20; and for travel outside the
United States and Canada (US dollars): brast#g10, lunch$20, and dinner $30. (4/95)
(2/99)

Persons traveling on official Kiwanis business are permitted to a per diem meal allowance,
including travel days, when away from home on official Board business (see the above
paragraph regarding deduct®for programmed meals). (1/87) (4/06)

Per diem meal allowances shall be as follows:

e US$40 per day for persons traveling on official Kiwanis business for travel within
the United States or Canada, exddpf$65 per day for the International President
when traveling within the United States or Canada accompanied by his/her spouse;
(1/99) (4/06)

e USS$60 per day for persons traveling on official Kiwanis business for travel outside
the United States or Canadxcept US$80 per day for the International President
when traveling outside the United States or Canada accompanied by his/her spouse.
(1/90) (4/06)

F. Costs Paid When Incurred: Unless direcbilling is prearranged, travel costs, except
air travel, will be paid for by travelers at the time the costs are incurred and submitted
with receipts on the official expense report for reimbursement. (10/89)

G. Cash Advances:All monies paid for future travel or other expenses for official Kiwanis
business shall beecorded as an advance. Within 30 days after completion of travel, the
individual shall either repay the advance or report the amount on an approved expense
report. (1980) (4/06)

H. Expense Report Required: All travelers shall submit an expense report for travel
and/or all events for which they are allowed expense reimbursement. All costs must be
itemized on the expense report form and receipts must be attached when applicable. The
expense report shall be subniitigo later than thirty (30) days following the conclusion
of the travel or event to be eligible for said reimbursement. (6/86) (4/06)
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I. Partners: When t he Board approves talparin@sto expens
attend Kiwanis International meetings, travel expenses are limited to airfare and airport
transfers, shared accommodation with the volunteer and any programmed meals. (1/01)
(4/06)

179.2- International Board Members and Spouses

Members of the International Board are reimbursed for their expenses in attending Board
meetings, Special Committee meetings, the International Convention, Council meetings (if
any), assigned district conventions, and assigned Board sijtities. (10/90) (10/94)

The cost of travel by International Board members or designated representatives to Europe,
Asia-Pacific, or Latin America for meetings, conferences, or conventions shall be charged to
international travel expense. (10/90}9(A)

A. Presidential Assignment of Past and Present OfficersThe International President
may assign present and past International Officers to travel for the promotion and
implementation of Kiwanis programs or objectives, and the cost of such travédeshall
charged to presidential travel. (10/90)

B. International President:

1. Presidential Visits: Transportatio expenses for the International President and
spouse are paid by Kiwanis International; local transportation, including to and from
the airport, should be provided by the district or governor. The district should
assume the lodging and other officialivtosts for the International President and
spouse during their presidential visit. (4/04)

2. Club or District Activities : Within Kiwanis International presidential travel
expense, the International President is permitted to schedule district or club
activities. The district or club hostintie activitymust assume the cost of
transportation and lodging. (5/93))(Q8)

3. Special Events: The International President shall normally attend the arRosed
Parade activities, primarily for the purpose of a joint meeting with the leaders of
other civic organizations, and such trip
travel budget. (10/08)

4. Presidential Travel Approval Process: At the April/May Board Meeting, the
PresidentElect shall present to the Executive Committee a list of all proposed
Presidential visits/trips for the coming administrative year, as well as anticipated
Presidential travel assignments. (10/02)

a. Each planned visit shall bisted by:
1. location;
2. purpose/objective and,;
3. estimated travel cost involved. (10/02)

This list shall comprise the Presidential Travel Budget for the forthcoming year.

Anticipated related costs (such as visas) shall be included in financial
projectiors. (10/02)
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b. No Presidential Travel, except to meetings of the International Board of
Trustees, shall be charged to any accounts other than those specified for
Presidential Travel. (10/02)

C. The Presidential Tr aoffeibltraBaldget shal
provider. (10/02)

d. Presidential trips, other than those previously approved by the Executive
Committee, must be approved in advance by the Executive Committee, except
for those of an emergency nature (visit to the US White Housex&mple).

Should theExecutive Directodeem a meeting of the Executive Committee to be
impractical due to timing or logistics, tli&xecutive Directomay approve the
requested travel and give written notification to the Executive Committee.
(10/02)

. International Board Members to Governorselect Meeting(s): See Procedure 187-1
Leadership Educaticih Governorselect, for reimbursement information for
International Board members to attend Goverabest meeting(s) required by Kiwanis
International. 10/95) (1/00)

. KI -EF Convention and Kiwanis ASPAC Convention: The International President and

PresidenElect and spouses may attend the Kiwanis InternatiBnedpean Federation
Convention and/or (separately) the Kiwanis ABecific Convention at the pgnse of
Kiwanis International. (10/96) (10/03)

International Counselors to District Visits: See Procedure 1G7District Counseling,
for expense reimbursement information when International Board Counselors make
visits to assigned districts. (5/93Y@7)

International Board Members to Sponsored Programs ConventionsSee Procedure
527- Attendance of Kiwanis International Officers at the Circle K International
Convention and Procedure 628ttendance of Kiwanis International Officers at Key
Club Convention regarding the Kiwanis International Presidesignate and the
Kiwanis International Board Counselors to Circle K and Key Club attending the
respective sponsored programs International Conventibthe expense of Kiwanis
International. (10/95)

. Executive Director. When traveling, the expense of tBeecutive Directoshall not

exceed the cost of air economy transportation between the points involved plus the actual
expense incurred for foogér diem), lodging, and ground transportation, except that

first- or busineslass transportation is authorized when accompanying the International
President, using firsbr busineslass transportation. (10/90) (7/98)

Travel expenses, housing, and programmed meals shall be paid Exethdive
Directorattending the International Convention and International Council meetings (if
any). (10/90)

. Spouse Reimbusement
1. Spouses of International President and Presidefilect: Kiwanis International
will pay the expenses for transportation of the spouse of the International President

and/or PresiderElect when accompanying the President/Presifiéatt on official
travel. (1980) (1/00)
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2. Spouses of Other International Board Members:Travel expenses, housing, and
programmed meals shall be paid for spouses of International Board members
attending the International Convention, the first meeting of Council (if dny).
addition, lowestost available airfare shall be paid for spouses attending district
counseling assignments and Key Club or Circle K International counseling
assignments (limit of one trip per assigned district). (5/888(6

179.3- Past International Presidents

A. Past International Presidents and SpousesTravel expases, housing, and meals (per
diem and/or programmed meals) shall be paid for Past International Presidents and
spouses to attend the International Convention and the first meeting of Council (if any).
Additionally, the cost of programmed meal functioosPast International Presidents
shall be paid by Kiwanis International at assigned meetings. (5/85) (1/08)

B. Widows or Widowers of Past International Presidents:When appropriate, widows or
widowers of Past International Presidents shall be invitecetéirdt meeting of Council
and the International Convention. Programmed meals shall be paid for them (and for
their partners, if they remarry). Transportation and room accommodations will be at
their own expense. (10/90)

179.4- International Committees
For Committee meetings authorized by the International Board, unless otherwise
determined, expense reimbursement for the Chairman and Members shall be limited to
the lowestoundtrip airfare by the most direct route, ground transportation, lodging, and
meals during the meeting. (5/85) (1/08)

179.5- International Convention Chairmen

A. Host Chairman: To attend the preceding yeattanvention, the expenses of the Host
Convention Chairman will be paid for travel, housing, and programmed meals. The
Chairman's spouse will be invited to attend at the Chairman's expense. (10/82) (4/99)

B. Other Convention Chairmen: The International Peédent shall determine the
reimbursement offered to the International Convention Chairmen of Resolutions,
Elections, Credentials, SergeaatsArms, and up to three (3) ViegergeantatArms,
for duties performed at the Kiwanis International Conventiasel upon the location of
the convention, the duties assigned to the chairmen, and the anticipated hours to be
worked by the chairmen at the International Convention. Reimbursement of expenses
shall be limited to travel, five nights lodging, and the saerediem established for
International Trustees. Total reimbursement for each Chairman shall not exceed the
amount allocated in the International Convention budget for reimbursement of expenses
for said Chairmen. (10/90) (10/01)

The travel, lodging, angrogrammed meals shall be paid for the Chairman of
Convention and Council Music to attend the first meeting of Council, when the
Chairman has a major role in the program as assigned by the International President.
(10/90) (4/99)

179.6- Circle K and Key Club International Presidents

Circle K and Key Club International Presidents will be paid transportation, housing, and the
same per diem as established for International Trustees, and for the meal function costs that
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they are required to attend at theehmational Convention and the first meeting of Council.
(5/85) (10/90)

179.7- European Federation President and Asi@Pacific Conference Chairman
For the first Council meeting, transportation, housing and programmed meals costs shall be
paid by Kiwanis Interational for the President of the Kiwanis InternatieBalropean
Federation and the Kiwanis Aslizacific Chairman. At the International Convention, the
European Federation President and the Kiwanis-Raizfic Chairman shall receive, at the
expense of Kivanis International, the same or comparable lodging accommodations as those
provided to the governors for the four (4) nights corresponding with the official convention
dates. (10/90) (10/04)

179.8- Widows of Individuals Granted Emeritus Status
Widows of individuals who have been granted emeritus status by the Kiwanis International
Board or the Kiwanis International Foundation Board shall be invited to the first meeting of
Council. Programmerheals shall be paid. Transportation and room accommaodations will
be at their own expense. (10/90)

179.9- Governors

A. To Attend the First Meeting of Council:

e Transportation If by automobile, direct mileage is reimbursed as defined in
Procedure 179.1.€Auto Travel Reimbursement. If by aiowest avdable airfare
between the place of residence and Indianapolis is paid, provided the designated
Kiwanis travel agent makes the airline arrangements, in accordance with Procedure
178- Travel Management. (5/93)

e Lodging- Lodging is provided for the governand spouse for three (3) nights for
governors of North American districts and for four (4) nights for governors of
European, Asi#acific, and Latin American districts. (5/93)

¢ Meals- Programmed meals for the governor and spouse are provided. (5/93)

e Spouses Although expenses paid by Kiwanis International for spouses are limited
to housing and programmed meals, they are urged to attend and participate in this
educational event. (5/93)

B. To Attend the International Convention

e Transportatior No transportation costs are paid by Kiwanis International. The
governor's costs should be paid by the district. (5/93)

e Lodging- Lodging will be provided by Kiwanis for the governor and spobseisg
the same room at the districtdés assigned
with the official convention dates (from the International Convention budget).
(5/93) (2/04)

e Meals- Programmed meals planned specifically for governors anpéursgs are
provided. This does not include "team dinners." (5/93)

e Spouses Although expenses paid by Kiwanis International are limited, spouses of
governors are urged to attend and participate in these educational events. (5/93)

C. To Attend Regional Contrences for Governors:
e Transportation No transportation costs are paid by Kiwanis International. The
governor's costs should be paid by the district. (5/93)
e Lodging- Lodging costs for governsrare reimbursed if the conference lasts more
than one (1) day. (5/93)
¢ Meals- Programmed meals are provided. (5/93)
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e Spouses When spouses are invited to attend, expenses paid by Kiwanis
International are limited. (10/95)

D. Governors of Districts in Formation, Provisional Districts, and Designated

Districts: Governors of districts in formation, provisional districts, and designated
districts, when expected to attend specific Kiwanis International functions, will be
reimbursed by Kiwanis Internationalrfravel expenses on the same basis as governors
of full districts. (1/00)

179.10- District Governors-elect

A. To Attend Governors-elect Meeting(s) Required by Kiwanis International:

B.

C.

e Transportation If by automobile, direct mileage is reimbursed aBrebd in
Procedure 179.1.€Auto Travel Reimbursement. If by aiowest availablairfare
between the place of residence and Indianapolis are paid, provided the designated
Kiwanis travel agent makes the airline arrangements, in accordance with Peocedur
178- Travel Management. (5/93)

e Lodging- Lodging costs are provided for the period of the meeting(s) for governors
of North American districts, and for one additional night for governors of European,
Asia-Pacific, and Latin American districts. (5/93)

¢ Meals- Programmed meals are provided. (5/93)

To Attend the International Convention:

e The governorglect and spouses are encouraged to attend the International
Convention and followup education conferences. However, Kiwanis International
does not pafor transportation, lodging, meals, or other expenses for either
governorselect or their spouses. (9/99) (9/00)

Governors-elect of Districts in Formation, Provisional Districts, and Designated

Districts: Governorseled of districts in formation, provisional districts, and designated
districts, when expected to attend specific Kiwanis International functions, will be
reimbursed by Kiwanis International for travel expenses on the same basis as gevernors
elect of full digricts. (1/00)

179.11- District Secretaries

A.

To Attend the First Meeting of Council:

e Transportation and LodgingNo transportation or lodging expenses are paid by
Kiwanis International. (5/93)

¢ Meals- Programmed meals are provided. (10/95)

e Spouss are invited to attend, though no spouse expenses except programmed meals
are paid by Kiwanis International. (5/93)

To Attend the International Convention: No transportation, lodging, or other
expenses are paid by Kiwanis International for Districtr&@ades or their spouses to
attend the International Convention. (5/93)

. To Attend the District Secretaries' Conference:

e Transportation No transportation expense is paidkiyanis International. (5/93)

e Lodging- Lodging costs are provided for three (3) nights. (5/93)

e Meals- Programmed meals are provided. (5/93)

e Spouses Spouses are not invited to, and should not attend, this meeting. (5/93)
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179.12- Kiwanis Internati onal Accredited Representative (KIAR)
See Procedure 311-Expense Reimbursement, for complete information on expense
reimbursement for persons authorized to organize new clubs. (1980) (10/96)

179.13- Kiwanis International Staff
Staff members must adhere to Procedure-IIt&vel Management. See Employee Policies
regarding reimbursement for automohikeage, business entertaining, meals, and
participation in trade and professional associations. (10/95) (1/99)

(See also Procedure 15Bmeritus Designation for Former Staff.) (1/99)

180184 - Vacant

KIWANIS INTERNATIONAL - MISCELLANEOUS

185- KIWA NIS INTERNATIONAL REGIONAL GOVERNANCE

18671

185.1- Territorial Limits and Governance
The territorial limits, duties, powers, objectives, responsibilities, and relationship to Kiwanis
International with each region shall be as specified in the Bylaws of Kiviaternational
and the bylaws of the region. (5/92) (4/08)

185.2- Collection of Financial Obligations
The International Board may authorize Kiwanis International or the region to collect
financial obligations due to the other. Monthly transfers ofwartscollected shall be made
within ten (10) business days following the end of the month. (5/92) (4/08)

185.3- Administration
The Boards of Kiwanis International and the region shall administer their respective offices
(if any), budgets, and financeg/92) (4/08)

185.4- Financial Independence
Any regional governance costs, including but not limited to board meetings and conventions,
shall not be borne by Kiwanis International unless specifically approved by the Board of
Trustees. (4/08)

DISASTER RELIEF

In the event of a disaster and upon an agreement between the Presidents of the Kiwanis International

Board and the International Foundation Board, clubs may be invited to contribute voluntarily to a
fund established by the Foundation fioe ppurpose of providing relief funds for the particular

disaster. The Kiwanis International President may authorize a letter to be sent to all Kiwanis clubs
requesting voluntary contributions. (4/95) (4/97)

The International Foundation Executive Comagtshall clearly define the nature of the disaster fund
and its proper usage, as well as the channels through which the monies will be expended. The
disaster fund will be used only for its stated purpose. Funds received from clubs specified for
particula disaster relief shall be deposited in the special fund established by the Foundation and
dispensed as outlined in the above paragraph. (1980) (4/97)
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187- LEADERSHIP EDUCATION

187.1- General Responsibility
The International Presidefect, at the request of the International President, shall be
responsible fothe education of our leadership as to their Kiwanis duties and responsibilities.
In carrying out this responsibility, the Presid&tect will work closely with the appropriate
International Board Committees as they develop the specific proceduresf@pfproval by
the International Board. (1980)

187.2- Governors-elect

A. Governors-elect Meeting(s) Required by Kiwanis International: The basic
leadership education of all governaaigct shall be provided by Kiwanis International at
the establishednal announced Governeetect meeting(s) (1980) (1/00)

The meeting(s) will be presided over by the International Presiflent. The
International VicePresident/Treasurer may be invited to observe and/or participate, at
the discretion of the PresidelBtect, at the expense of Kiwanis International. The
faculty will consist primarily of staff, coordinated by the Presie€leict and the

Education and Club &elopment Department. The agenda shall be developed by the
Presiden€Elect in consultation with the Education and Club Development Department.
(5/90) (1/00)

B. Travel Reimbursement: Kiwanis International will reimburse to all governeagiect the
costs oftravel, lodging, and meals as outlined in Procedure 179.10. (5/90) (10/96)

C. Substitute Prohibited: If the governotelect cannot attend the required Goverralest
meeting(s), he/she may not send a substitute to act in his/her stead. (1/00)

(See alsd’rocedures 222[District] Leadership Education and Procedure 320Cub]
Education and Training.)

188189- Vacant
190- KIWANIS LAPEL BUTTONS

190.1- Lapel Buttons for Past and Present International Board Members
The official design of the lapel buttons for past and present International Board members
shall be approved by the International Board. One lapel button shall be presezded t
member of the Board upon election to a new office or upon becoming a Past President. Any
replacement must be purchased by the Board member or Past President at cost. (1980) (4/98)

191- KIWANIS WORLD SERVICE MEDAL

The Kiwanis World Service Medahay be awarded to an individual an organization or agency.
No more than one recipient per annum will be honored, and no medal need be presented. (5/90)
(10/10)

The medal is awardedrfgervice that: (1) enhances the quality of life for children; and (2) benefits a
significant number of children in a substantial way. The recipient's involvement in service must be
actual, not merely the espousal of a position of philosophy, and ghawvide an inspiring example

to others. The recipient may be involved in service: (1) as a volunteer; or (2) by exercising
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professional skills to benefit others in ways that sacrifice personal gain and exemplify outstanding
dedication beyond ordinary regements of employment or professional duty. (5/90) (9/97)

The Executive Committee of the International Boailtiselect a recipientn or before=ebruaryl5.
(5/90) (10/10)

192- Vacant
193- KIWANIS INTERNATIONAL ELECTION CAMPAIGN STANDARDS

19317 Purpose
To prescribe general guidelines for acceptable campaign behavior and provide a process for
obtaining opinions when necessary. (10/@1310)

193.21 Announcement of Candidacy
The Kiwanis International Bylaws provides that candidates may aneouritn o | at er t ha
close of the first business session of the a
included in initial candidate lists and orientation materials, candidates for International Board
Offices are requested to advise Ereecutive Directorin writing of their intentions on or
before October 1 of the administrative year during which they plan to be a candid:8£)
(4/10)

Upon announcement of candidacy for the International Board of Trustees, each candidate must
enter intoan agreement with Kiwanis International whereby, if successful, the candidate agrees
to fulfill the duties and responsibilities of the offices of the International Board of Trustees, as
stipulated by Kiwanis International. The terms of such agreementoadsifilled in order for

the candidate to serve as a member of the Board of Trustees of Kiwanis International. (10/98)
(4/10)

193.3- Contact Information
Announced candidatesayrequest and receive one time, at no charge, an electronic file of
mailing addresses andmail addresses for the International Board, Past International
Presidents, Past International Board members, International Committee Chairmen, governors,
governorselect, immediate past governors, district secretaries, It. governors, and clu
presidents.No candidates, campaign staff, or supponesasreceive or use contact
information for, or send information directly to, convention registrants or club delegates.
(10/90)(4/10)

193.4- Conduct
Candidates will conform to the followinghgétal values: honesty, trustworthiness, integrity,
good character, fairness, caring, and respect. Candidates shall at all times conduct themselves
and their campaigns in accordance with basic rules of ethical conduct so as to uphold the good
name of Kiwans. Acceptable ethical campaign behavior includes, but is not limited to, the
following: personal contacts, telephone calls, letters, any electronic communications, and
brochures. (10/9Q4/10)

Candidates, campaign committees, and supporters shall fefnraisuch conduct as the
following: giving erroneous or misleading campaign information; making derogatory
statements about any candidate; issuing any information with malicious intent; giving gifts of
anything of substantial value; giving gratuities; &eihg involved in undignified gimmicks or
practices. (10/904/10)
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193.5- Distribution of Campaign Information and Materials

A link to each candidateds web site wildl be
Sketches booklet produced byiinis International posted on the Kiwanis International web
site. (4/10)

A time frame may be allocated during convention for personal interaction between the
candidates and attendedd/10)

The distribution of campaign materials inside the convert@ter and the convention arena

shall be prohibited. Candidates will assure that campaign supporters and workers do not block
entry and exit ways to convention and hotel facilities, and at all times shall comply with
requests and/or requirements of thegBant at Arms Committee. The wearing of any

campaign material shall be prohibited on stage during any convention session, except during
the election process; by presenters at any convention function; and when on duty on behalf of
any of the following comntiees: Host Committees, Registration, Elections, Credentials and
Sergeant at Arms(10/92)(4/10)

193.61 Opinions
Any candidate or interested party may request an opinion froExbeutive Directoas to
whether any anticipated campaign practice i€ptable behavior. ThHexecutive Directoshall
submit all questions of campaign ethics to the Campaign Ethics Committee for their opinion,
which shall be composed of the International President, International PrdSieenthe
Immediate Past InternatiahPresident, and the International \\ieeesident. No committee
member shall participate in an opinion concerning a candidate for an office for which he or she
is a candidate. An opinion will be given by a majority of the Committee. (104200))

193.7- Violations
If it is determined that a candidate or campaign committee member has violated any standard
of behavior, the candidate shall be notified by the Campaign Ethics Committee. Any candidate
who intentionally commits or allows continued unaccegtdighavior after receivirguch
notice shall be subject t®nsure by the International Boahdiwever, prior to any censure, the
candidate shall be afforded a hearing before the Board at his/her own expense. If the board
upholds the censure after the hiegy the censure shall meade known to the House of
Delegates prior to the election process and to clubs via any method by which candidate
information is generally publicized10/90)(4/10)

A candidate who has been the target of violations of Kiwaanigpaign behavior standards
may request from the International Board an opportunity to address the House regarding the
violations for a period not to exceed three (3) minu{és10)
194-1957 Vacant
1967 CONFLICT OF INTEREST
196.1- Definitions
A. Organization: A Or gani zationo in this procedure me:
B. Interested Person:Any Internationalofficer (Kiwanis International Boaranember or

Governor) or member of@mmittee withBoarddelegated powers whuas a direct or
indirect finarcial interest, as defined below, is an interested person. (&D)
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C. Financial Interest: A person has a financial interest if the person has, directly or
indirectly, through business, investment, or family: (4/07)

1. An ownership or investment intetés any entity with which the
Organization has a transaction or arrangement; (4/07)

2. A compensation arrangement with the Organization or with any entity or
individual with which the Organization has a transaction or arrangement; or
(4/07)

3. A potential avnership or investment interest in, or compensation
arrangement with, any entity or individual with which the Organization is
negotiating a transaction or arrangement. (4/07)

Compensation includes direct and indirect remuneration, as well as giftos that are
not insubstantial. (4/07)

A financial interest is not necessarily a conflict of interest. A person who has a financial
interest may have a conflict of interest only if the International Board decides that a
conflict of interest exists. (@7)(6/10)

196.2- Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must
disclose the existence of the financial interest and be given the opportunity to disclose all
material facts to the Internatidrdoard. (4/07)6/10)

196.3- Addressing a Conflict of Interest

A. An interested person may make a presentatidghe International Board at a Board
meeting in writing or in person; if in persafter the presentation, he/she shall leave the
meeting diring the discussion of, and the vote on, the transaction or arrangement
involving the possible conflict of interest. (4/0®)J10)

B. The International Board shall determine whether a conflict of interest exists, and, if a
conflict does exist, shall deteime alternatives to the proposed transaction or
arrangement which, with reasonable efforts, would not give rise to a conflict of interest.
However, if appropriate, the Board may appoint an investigation committee composed of
one or more disinterested pens to investigate the matter, which shall, after due
diligence, report its findings and recommendation to the Bo&/d.0)

C. If a more advantageous transaction or arrangement is not reasonably possible under
circumstances not producing a conflict of nett, the International Board shall
determine by a majority vote of the disinterestezimbersvhether the transaction or
arrangement is in the Organizationo6s best
fair and reasonable. In conformity withethbove determination, it shall make its
decision as to whether to enter into the transaction or arrangement. (6410%)

196.4- Violations
A. If the International Board or investigation committee has reasonable cause to believe
an interested person hiagled to disclose actual or possible conflicts of interest, it

shall inform the interested person of the basis for such belief and afford him/her an
opportunity to explain the alleged failure to disclose. (4/07) (6/10)
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If, after hearing the interesteép sonds response and after ma
as warranted by the circumstances, the International Board or investigation committee
determines the interested person has failed to disclose an actual or possible conflict of
interest it the Board bkall take appropriate disciplinary and corrective action. (4/07)

(6/10)

196.5- Records of Proceedings
The record of the International Board meeting and investigation committee meeting (if
any) shall contain: (4/07) (6/10)

The names of the interestedg@n who disclosed or otherwise was found to have a
financial interest in connection with an actual or possible conflict of interest;

The nature of the financial interest;

Any action taken to determine whether a conflict of interest existed,;

The namesfahe persons who were present for discussions and votes relating to the
transaction or arrangement;

The content of the discussion, including any alternatives to the proposed transaction
or arrangement;

Recommendation(s) of the investigation committee;

Any votes taken in connection with the proceedings; and

The I nternational Boardbés decision as to
and disciplinary action taken (if any). (4/q®)10)

196.6- Compensation

A. A voting member of the Internatial Board who receives compensation,

B.

directly or indirectly, from the Organization for services is precluded from
voting on matters pertaining to that membe

A voting member o committeewith Boarddelegated responsibilities or

powerswhose jurisdiction includes compensation matters and who receives

compensation, directly or indirectly, from the Organization for services is

precluded from voting on matters pertainin
(4/07)(6/10)

. No voting membeof the International Boardr acommitteewith Board

delegated responsibilities or pow&rsose jurisdiction includes compensation
matters and who receives compensation, directly or indirectly, from the
Organization, either individually or collectively, psohibited from providing
information to any committee regarding compensation. (468JID)

196.7- Annual Statements
Each interested person, as defined in 1981dl] annually sign a statement tladirms such
person: (4/07§6/10)

A.

Hasreceivedaopy of Ki wani s & caadpfoteducgd/O7pf i nter es
(6/10)

Has read and understands the poding procedure (4/07)(6/10)

Has agreed to comply with the poliapd procedure (4/07)(6/10)
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D. Has identified in writing any potential coitfl of interest; and (4/07)

E. Understands the Organization is charitable and, in order to maintain its federal

tax exemption, it must engage primarily in activities that accomplish one or
more of its taxexempt purposes. (4/07)

196.8- Periodic Review

To ensure the Organization operates in a manner consistent with charitable purposes and
does not engage in activities that could jeopardize itexaxpt status, periodic reviews

shall be conducted. The periodic review shall, at a minimum, include theifudl subjects:
(4/07)

A. Whether compensation arrangements and benefits are reasonable, based on
competent survey information, and the resu

B. Whether partnerships, joint ventures, and arrangements with management
organz at i ons conform to the Organizationbds w
recorded; reflect reasonable investment or payments for goods and services;
further charitable purposes; and do not result in inurement, impermissible
private benefit, or in an excess béihtransaction. (4/07)

196.9- Use of Outside Experts
When conducting the periodic reviews as provided in subsection g, the Organization may,
but need not, use outside advisors. If outside experts are used, their use shall not relieve the
Internatioral Board of its responsibility for ensuring periodic reviews are conducted. (4/07)

197- CRIMINAL HISTORY BACKGROUND CHECKS

As stated in Policy, Kiwanis International requires a clear criminal history background check for any
incumbent or candidate ftine International Board, District Governor, and any offices in direct line of
succession to Governor (referred to as fAspecifi
non-members) registered for, participating in, or staying overnight a¢eenyt Kiwanis International

organizes that involves interaction between adults and youth under age 18.(1(4/1)0)

197.1- Responsibility for Costs

Each individual subject to the background check shall be responsible to pay the charges.

Checks shalbe conducted as inexpensively as reasonably possible to assure accurate results.
(4/10) (1/11)

197.2- Convictions that Cause Ineligibility

A criminal history background check is consi
misdemeanor involvingioral turpitude; a felony or conviction or registration of a violent

and/or sexual nature, involving any type of abuse of a child, involving threatening or

intimidating behavior, or otherwise of a physical nature; or a felony related to larceny or

theft. Following are examples of these types of convictions; however, this list does not

constitute thedll breadth of convictions: (40) (1/11)

A. Felonies or registrations of a physical nature
e Abuse, aggravated abuse, or neglect of an elderly person or disablé
e Adult abuse, neglect, or exploitation of aged persons or disabled adults
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Aggravated assault

Aggravated battery

Battery

Carjacking

Child abuse, aggravated child abuse, or neglect of a child

Contributing to the delinquency or dependency diildc

Exploitation of an elderly person or disabled adult

False imprisonment

Homeinvasion robbery

Incest

Kidnapping

Leading, taking, enticing or removing a minor beyond the state limits or concealing

the location of a minor with criminal intent pendidependency proceedings or

proceedings concerning alleged abuse or neglect of a minor

e Lewdness and indecent exposure

e Luring or enticing a child

e Manslaughter, aggravated manslaughter of an elderly person or disabled adult, or
aggravated manslaughterathild

e Homicide

e Obscenity

Possessing an electric weapon or device, destructive device, or other weapon at a

schootsponsored event or on school property

Prostitution

Resisting arrest with violence

Robbery

Sexual activity with or solicitation of &héd by a person in familial or custodial

authority

Sexual battery

Sexual misconduct

Unlawful sexual activity with minors

Voyeurism

Disorderly conduct

Domestic violence

(4/10) (10/10)

. Felonies related to larcenytheft, or moral turpitude ( fi ¢ 0 n tb community
standards of justice, honesty, or good
Coordinating the commission of theft in excess of $3,000

Dealing in stolen property

Larceny and grand larceny

Identity theft

Arson

Arrest without violencé three (3) or more incidents

Contraband

Driving while intoxicated three (3) or more incidents

Extortion

Forgery

Petittheft (as larceny)

feet of a school
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e Trespassing three (3) or more incidents
e Vehicular hanicide

e Welfare and unemployment fraud
(4/10)(1/12)

C. Misdemeanors
e Battery, if the victim of the offense was a minor
e Luring or enticing a child
e Drugs or paraphernalia
e Concealed weapon
e Petittheft (asamisdemeanor) three (3) or more incidents
(4/10) (1/12)

D. Other Types of Convictions
Other types of felony convictions will be reviewed on a daseasebasis by the
Executive Director or designe¢4/10)(1/11)
E. Legally Reversed or Overturned Convictions
Any conviction legally reversed or overturnedthg proper authorities shall not be
considered when evaluating the background chéti.0) (1/11)
197.3- Discipline

Individuals with a background check determined to be not clear will be subject to the following
actions: (4/10)(1/11)

A. Current speciéd officers will be disciplined as determined by the International Board,
including but not limited to suspension or removal from offiGg10)(1/11)

B. Candidates for a specified office will be considered disqualified as a candidd1®)
(2/12)

C. Adults wishing to participate in relevant youth events will not be allowed to do so.
(4/10)(1/12)

197.4- Appeal Process

The action resulting from a conviction shown on a background check may be appealed by the
following process:(4/10)(1/11)

A. The appal must be submitted in writing to the Executive Director within thirty (30) days
from notification, stating the grounds of the appeal. The appeal may only come from the
person who has been checkéd/10)(1/11)

B. The Executive Director shall refer thaatter to the standing Appeals Committee (defined
elsewhere in Procedure) within fifteen (15) days of recdipftl0)(1/11)

C. The Appeals Committee shall consider the merits of the appeal within ten (10) days to
determine if a hearing is warrante@/10) (1/11)
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D. If a hearing is warranted, the Appeals Committee shall meet within thirty (30) days to
consider the grounds of the appeal and the alleged facts. The person making the appeal shall
be given twenty (20) days notice of the committee meeting atichsive the right to attend
at his/her own expens€4/10)(1/11)

E. The Appeals Committee shall report its findings and recommendations to the International
President and Executive Director within fifteen (15) days after meeting, with such report to
include all relevant information including a summary of discussion and any votes taken in
connection with the proceedings. The report shall then be forwarded to the International
Board to consider at the next scheduled Board meefiti@0)(1/11)

F. After constdering the Appeals Committee report, the International Board, shall consider a
motion to uphold the appeal, which shall require atfwals (2/3) vote to adopt
(4/10)(1/11)

19819971 Vacant
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KIWANIS INTERNATIONAL PROCEDURES

SECTION 200: DISTRICTS

((This sectionevisedper K. Board Action as of April 2011

DISTRICT ORGANIZATION
200- Vacant

201- ROLE OF A DISTRICT

A district is ageographical area in which Kiwanis clubs are associated for administrative purposes.
The activities and organization of a Kiwanis district shall exist only to help individual Kiwanis clubs
and Kiwanis International advance the Objects, objectives, Policie goals of Kiwanis and shall

not diminish services provided by Kiwanis clubs or individual Kiwanians at the club level. (6/91)
(4/97)

202- AREA COORDINATORS

202.1- Appointment and Supervision
The Executive Directomay appoint area coordinators in areas that do not have sufficient
clubs or membership to become a district in formation. Area coordinators will normally be
appointed by July 1 for the following administrative yaad will be listed in the Kiwanis
International Directory.

Area coordinators will report to and receive direction fromBkecutive Directopr
designee. Th&xecutive Directomay remove an area coordinator from office. (10/93)

202.2- Duties
Thearea coordinator shall develop and implement, in cooperation with the existing clubs and
appointed representative of Kiwanis International, a plan for new club building and
membership growth that fulfills the potential of the territory, including disitatiuis where
practical. This plan shall be submitted to Ehecutive Directoor designee. (10/93)
(10/96)

The area coordinator shall be responsible for the leadership development and training of
incoming club officers. (10/93)

The area coordinat@hall guide and assist clubs with assessing club operation, problem
solving, public relations, and communication with Kiwanis International. (10/93)

203- DISTRICT STATUS
203.1- Minimum Requirements for Each Status

A. District-in-Pre-Formation: When demed in the best interests of Kiwanis International
and the Kiwanis clubs involved, the International Board may credistrect-in-pre-
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formation consisting of a group of not less thtan (10)Kiwanis clubs "in good

standing" in developing Kiwanis natis/areas with a mimum of 20 paid members

having compatible geographic areas and custdrhs. elected leader of the distriot

preformation carriesthetite of A Di str i(4lll) Representative.

B. District-in-Formation (DIF): A districtin-pre-formation attains distriein-formation
(DIF) status upon achieving a minimum of fifteen (15) Kiwanis clubs "in good standing"
with a minimum of 500 paid members for two consecutive years. The elected leader of
the districtin-f or mat i on car rtirestt Hhe atdietrloe amfd wDhil 4
meetings for growth and training provided by Kiwanis Internatio(&85) (4/11)

Proviso: Any duly elected governor or goverpglect of a distridtin-formation for
20112012 shall retain their respective titlerfone year from the effective date of this
change. (4/11)

C. Full District: Within two administrative years, a districi-formation (DIF) must obtain
a minimum of1,000 paid members and 25 clubs "in good standing" with dues paid not
later than ninety (90days after the due date before being grantediistitict status.
(6/85) (4/11)

D. Deadline: Any districtin-preformationor districtin-formationthat does not achieve
full district statudn five years shall automatically revert to nations statusoui
appeal. (1/00) (4/11)

E. Decline: Failure to maintain either distriat-pre-formation or districtin-formation
status for two (2) consecutive years, based on the January 15 paid certified membership
report, will automatically revert to the previosiatus, with corresponding obligations
and privileges, without appeal he Executive Directowwill advise the district board by
mail of any changestodi st ri ct 6s s)tat us. (4/00) (4711

203.2- Organizational Convention
At the organizational conventiaf the district, the delegate body shall adopt the Standard
Form for District Bylaws and the officers shall be elected in accordance with these bylaws.
The presiding officer and acting secretary of the organizational convention of the district
shall be apointed by the International President. (6/85) (2/05)

203.3- Services
Kiwanis International will provide developing Kiwanis nations/areas, districts in formation,
and full districts with services in accordance with their respective status. The iotehat
Board may authaorize special services to assist developing nations/areas and districts in
formation to achieve full district status. In general, appropriate services and support will be
available as delineated below: (5/93) (2/05)

A. All Kiwanis Club s: All Kiwanis clubs worldwide shall receive:

appropriate materials in one of the languages approved by the International Board,
access to officdbased staff;

leadership education in administrative processes;

a copy of KwaNis magazine or approved sulbste publication;

access to purchase Kiwanis supplies;

recognition for achievement in Kiwanis International programs; and

the services of the district/federation, if they are part of one.) (5/93) (1/00)
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B. Developing Kiwanis Nations/Areas: In developing Kivanis nations/areas, staff may be
deployed and other special services provided (such as recruitment, training, and
supervision by accredited representatives) to determine the potential for creating a
district in formation. As clubs are developed, effohalisbe made by the Regional
Service Centers to organize meetings, gatherings, or other appropriate venues to discuss
matters related to future fellowship, service, and membership growth. (5/93) (4/01)

C. Districts in Formation: Districts in formationwill receive: (2/05)

o direct assistance from fieldr office-based staff in planning and implementing
membership development activities;
invitation to the governorslect meeting(s) required by Kiwanis International;
assistance with training for It. govems;
recruitment, training, and supervision of accredited representatives. (5/93) (2/05)
attendance by the governor at International Council meetings (if any are held); and
(10/96) (2/05)

D. Full Districts: In addition to the above, full districts Nwieceive:
o Delegateatlarge status at the International Convention for the current governor and
three (3) most recent past Governors (prior to full district status); (10/01)
e avisit from the International President in rotation with other districts; and
¢ such other rights and privileges as may be specified in the Bylaws, Policies, and
Procedures of Kiwanis International. (10/96) (1/00)

NOTE: See Procedure 179.9 and 179.10 regarding travel expenses for Governors and
Governorselect of districts in formatin. (2/05)

203.47 Restrictions for Districts in Formation

A. Amendments: The district or its board of trustees may not propose amendments to the
Kiwanis InternationaBylaws or submit resolutions for consideration by Kiwanis
International. (6/90) (®5)

F. Delegate Status:The governor, governealect, lieutenant governors, treasurer, and
secretary are not delegatsidarge to an International Convention. A lieutenant governor or
past lieutenant governor may not be a delegate representing aheulthain his/her own
club at an International Convention. (6/90) (2/05)

C. International Council: The governor is a newoting member of Council. (5/93) (2/05)

203.5- Titles of Governors
The chief administrator of the district in formation shalebd dr essed as A Govern
officially titled as "Governor of District in Formation." (10/90) (2/05)

203.6- Kiwanis Records and Reports
All Kiwanis records and reports such as accounts receivable/ payable, membership and club
reports, and conventiontahdance reports, shall reflect the current status of Kiwanis districts
in formation. (6/91) (2/05)

204- INCORPORATION OF DISTRICTS

Districts should be incorporated in the same manner as clubs. See Procedune@@®ration of
Clubs. (6/91)
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205- CREATING A NEW DISTRICT OR CHANGING THE BOUNDARIES OF AN
EXISTING DISTRICT

Prior to creating a new district or changing the boundaries ekisting district, the International

Board shall follow the notice and other requirements of the International Bylaws. The effective date
of any new district or the change in boundaries of an existing district will be as determined by the
InternationaBoard. (6/91)

206- DIVIDING EXISTING DISTRICTS

Prior to dividing an existing district, the International Board shall follow the notice and other
requirements of the International Bylaws. (6/91)

The International Board shall not consider a request &1 portion of an existing district to form a
separate district unless such portion and the remainder each have a membership roll of not less than
25 clubs and 1,000 members. (7/83) (6/91)

The historical club, division, and district records of the farufistrict shall be maintained by the
appropriate new district, depending on the geographic location of the club, division, or officer. Such
records shall include officer status, recognition, responsibilities, and privileges at the club, division,
and dstrict level. (Example: John Kiwanian was a member of the Mooreland, Britain, club who
served as Governor of the fictional Britalviales District. When the BritaiWales District later

split, John was then recognized by the new Britain District as a3@astrnor, with the right to

attend the Britain District convention as a delegdtarge.) (4/99)

207- OFFICIAL RECOGNITION OF A NEW DISTRICT

207.1- Special Celebration Event
If the district has a special celebration of the formation of the district, the International
President or designated representative shall attend the celebration to bring greetings from
Kiwanis International and presetiet gifts. This shall be planned in advance to coincide
with existing travel commitments within the region of the new district. (6/90) (4/97)

The International President, if unable to attend the special celebration or if no special
celebration event isdid, may make arrangements with the governor for a special presidential
visit to the district. (5/93)

207.2- Gifts from Kiwanis International
Gifts to a new district from Kiwanis International shall be the district banner, an
appropriatelyengraved gongnd gavel, and appropriate district officer pins. Gifts shall be
given at the first event to take place among: (5/93) (4/99)
e The special event celebration; or (5/93)
e The special presidential visit, if held; or (5/93)
e The first district convention (by éhinternational President or the assigned International

Board Counselor). (5/93)

208- Vacant
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209- DISTRICTING OF KIWANIS CLUBS

For efficient administrative purposes, when practical, Kiwanis clubs shall be part of a district.
Nondistricted clubs or groups of nondistricted clubs shall be included in districts as soon as feasible.
(For district requirements, see Procedure 2D8trict Status.) (5/93) (4/97)

209.1- New Clubs Organized Within an Existing District
A new Kiwanis club organized within the territorial limits of a Kiwanis district and
complying with the requirements of the International Bylaws shall become a membat of t
district. (6/91)

209.2- New Clubs Organized Outside an Existing District

A. Temporary Attachment to District: A new Kiwanis club organized outside the
territorial limits of a Kiwanis district, subject to the approval of the International Board,
may te attached, for administrative purposes only, to an existing district. If so attached,
such club shall have all of the rights, privileges and responsibilities of other clubs in the
district. If not so attached, the club will be a nondistricted clut®1§6/

The International Board may deem that certain nondistricted clubs would be more
effectively administered and serviced by an existing district rather than by the
International Office and may temporarily attach such clubs to an existing district. Prior
to such attachment, the clubs and districts involved will be consulted. (6/91)

B. Obligations and Privileges: Upon attachment to a given district, such clubs shall pay
the regular club annual district dues and other costs to the district and shaltled enti
the same rights and privileges as other clubs. The payment of district dues by such
temporarily attached clubs will underwrite the cost of production of all materials and
mailings as provided to all member clubs of the district. (6/91)

C. Cessation The temporary attachment of a club or clubs to a given district shall cease if:
(6/91)
e The International Board determines that such club or clubs can be administered and
serviced more effectively in an alternate manner. (6/91)
e Such club or clubs becara part of the assigned or another district. (6/91)
¢ The International Board determines that the assigned district is not providing the
supervision and service required to fulfill its responsibilities. (6/91)

209.3- Administration of Nondistricted Club s
Clubs not attached to any district or federation shall be administered by Kiwanis
International. (6/91)

210- DISTRICT BYLAWS

210.1- Standard Form for District Bylaws
A district, through its conventig shall adopt the Standard Form for District Bylaws, and any
modifications are subject to approval by the International Board. (6/91)

210.2- Amendments
Prior to a district convention, the district secretary will send copies of proposed amendments
to the Executive Directar If a proposed amendment appears to be in conflict with the
Bylaws, Policies, or Procedures of Kiwanis International and/or the Standard Form for

Pagerl (04/09)



Kiwanis International Procedures: Districts

District Bylaws, appropriate guidance will be provided to the district officers by the
Executive Directoor designee. (1/92)

Any amendment to district bylaws does not become effective until approved by the
International Board. (6/91)

210.3- Changes to the Standard Form for District Bylaws
The International Office staff, with the adviaad consent of the International Board
Committee responsible for Policies and Procedures, shall bring the Standard Form for District
Bylaws into conformity with amendments to the Bylaws of Kiwanis International. (6/91)

If a provision of the district bylas is in conflict with the International Bylaws, the
International Bylaws shall prevail. (6/91)

211-219- Vacant

DISTRICT OFFICERS AND COMMITTEES
220- DISTRICT COMMITTEES

220.1- Appointments
Subject to the approval dfi¢ district board of trusteedesignate, the district governor, while
governorelect, shall appoint the chairmen and members of district committees for the
succeeding administrative year. The district governor may also appoint committees as
needed, subf to the approval of the district board of trustees. Such committees should
assist the clubs in the district to implement the Objects, objectives, Policies, programs, and
goals of Kiwanis. (6/91) (4/97)

220.2- Structure

A. Standing Committees: The ba& committee structure may include the following
standing committees: (1/92) (10/01)

Administrative Committees:
Achievement

Administration

Convention

Finance and Fund Raising

Laws and Regulations
Membership Growth and Orientation
New Club Building

PastDistrict Governors

. Public Relations

10. Resolutions

11. Education and Club Development

©CoNoOrWNE

Service Committees:

12. Community Services

13. Human and Spiritual Values
14. Young Children: Priority One
15. Youth Services
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Sponsored Programs Committees (in districts where appropriate):
16. Aktion Club

17. Builders Club

18. Circle K

19. Key Club

20. Kiwanis Junior

21. K-Kids

. Standing Committee Terms: Each standing committee except the Committee of past

district governors shall be composed of at least five (5) members and shall serve for a term
of one (1) year All Committees, with the exception of the Committee on Key Club and the
Committee on Circle K shall begin their terms of office on the first day of October. The
terms of office of the Committee on Key Club and the Committee on Circle K shall begin

at the conclusion of the respective sponsored programs district conventions and continue to
the conclusion of the succeeding conventions or until their successors shall be duly selected
and qualified. (1/92) (10/96)

. Cooperation with International Committees: Each standing committee shall at all times
cooperate with the appropriate committee of Kiwanis International in promoting in clubs of
the district any program suggested by such International Committee. (1/92) (10/96)

. Sponsored Programs CommitteesThe Aktion Club, Builders Club, ¥Kids, Key
Leader,and Kiwanis Junior Committees shall be appointe@bgember andshall
assume responsibilities for these programs on ApAhy.acion taken by these
committees shall be subject to review and the authority of the current Kiwanis district
board of trustees under the bylaws and policidhedistrict. (1/92) (4/00

The chairmen of the Committees on Aktion Club, Builders Club, Citcl¢-Kids, Key
Club, and Kiwanis Junior will be known as the district administrator for Aktion Club,
Builders Club, Circle K, KKids, and Key Club, respectivelylhe chairmen of the
Committee on Key Leader shall be known as the district chairfhé?2) @/09

. Past District Governors Committee: The Committee of Past District Governors shall be

composed of past district governors who are active, senior, or privileged members of clubs
within the district and a quorum of the committee shall be a majogatgdh. This

committee shall determine the method of selecting its chairman, who shall serve at the
pleasure of the committee. The committee shall submit the name of the chairman so
selected to the governetect prior to October 1. (1/92)

Resolutions @mmittee: The Committee on Resolutions shall be appointed by the
governorelect prior to October 1. The membership of this committee shall include at least
two past district officers, one of whom shall be a past district governor. This committee
shall rve at the pleasure of the district governor. (1/92)

. Young Children: Priority One Committee: The governor shall be given the option of
naming the committee or committees on Young Children: Priority One in terms of the
programs themselves. (1/92) (26)

. Additional Committees: Nothing shall preclude the right of the governor to name
additional committees, under the provisions of the Standard Form for District Bylaws,
which would make it possible for the governor to give direct and effective leadership to the
goals and objectives the governor has determined for the administrative year with the
approval of the district board. All other committees shall be appointed byvbenge
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elect prior to October 1 and shall serve at the pleasure of the district governor. (1/92)
(10/96)

220.3- Duties

A. Administrative Committees:

1.

The Committee on Achievemenshall encourage all Kiwanis clubs in the district to
prepare and submit Awal Club Reports in accordance with the rules formulated by
Kiwanis International and shall select outstanding reports for appropriate recognition.
(1/92)

The Committee on Administration shall recommend programs and procedures
providing for the effectig administrative functioning of clubs. Areas of concern
include club meeting programs, music, int&rb relations, fellowship, house and
reception, as well as other areas which the committee may deem pertinent, and shall
make proposals to the clubs oétimeans whereby such concerns may be implemented.
(1/92)

The Committee on Conventiorshall assist the district board in formulating the
official program and order of business for the conventions of the district. (1/92)

The Committee on Finance and FundRaising shall prepare a budget of estimated
income and expenditures for submission to the district board and shall submit such
other recommendations as may be requested by the district board. The committee shall
also recommend to clubs ideas for localduaising activities. (1/92)

The Committee on Laws and Regulationshall examine the district bylaws and shall
submit any recommendations concerning revisions thereof to the district board, shall
cooperate with the board in drafting proposed amendraeititerized by the board,

and shall make a report on all properly proposed amendments to the district bylaws to
be acted upon by any convention. The committee shall also cooperate with the board

in interpreting the spirit of the district bylaws and in s@withe proper observance of
obligations, standards, and practices arising thereunder, including the adjustment of any
grievances. (1/92)

The Committee on Membership Growth and Orientationshall cooperate with all
clubs in this district to help them nma@in an adequate membership, properly orient
and induct new members, involve all members in service and club activities, and
promote regular attendance at club meetings. (1/92) (10/96)

The Committee on New Club Buildingshall study the opportunities fortroducing
Kiwanis into new communities located within the district and shall stimulate and
cooperate with chartered clubs of the district in their efforts to enlarge the field of
Kiwanis service by the building of new clubs. (1/92)

The Committee of Pat District Governors shall consider and report to the district
board its conclusion on all matters referred to it. It shall initiate subjects for
consideration and report to said board its conclusions. A summary of its proceedings
shall be provided toseh member of the committee and to the district governor and
district secretary. The committee shall meet at the time of the district convention and
may hold other meetings at the call of the chairman. (1/92)
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The Committee on Public Relationshall conern itself with the material and the

media by which the public shall receive a true knowledge of the Objects, ideals,
programs, and achievements of Kiwanis International and of the districts and the clubs
thereof. (1/92)

The Committee on Resolutionshal consider resolutions submitted by the
International Board, the district board, or by a chartered club, when submitted to the
chairman in writing thirty (30) days prior to the date of the annual district convention.
The committee shall also have the awitly to originate resolutions and to modify,
combine, and edit all resolutions submitted to it. (1/92)

The Committee on Leadership Development and Educatioshall assist the district
leadership in developing meaningful educational and training expesidoicall

Kiwanians at district conventions and conferences, organize and/or promote operations
and leadership programs for incoming district and club officers, and promote
continuing Kiwanis education within each club. (1/92) (4/02)

. Service Committees:

12.

13.

14.

15.

The Committee on Community Serviceshall study, devise, and suggest methods

and means whereby the clubs of the district can render effective community services.
Areas of concern shall include agriculture, conservation, environment, pollution, public
ard business affairs, and safety, as well as other areas which the committee may deem
pertinent. It shall inspire the clubs to increasing participation in these activities and
shall make proposals to clubs of means whereby such purposes may be accomplished.
(1/92)

The Committee on Human and Spiritual Valuesshall encourage the clubs to

cooperate on broad nondenominational lines with local religious leaders and groups in
creating a greater public consciousness of the importance of religious and spiritual
values, and shall urge each of the members of clubs in the district to support by precept
and example the work of the member's own church and community. (1/92)

The Committee on Young Children: Priority One shall study, devise, and suggest
methods and meams clubs to assist them in implementing Young Children: Priority
One. (1/92) (1/93)

The Committee on Youth Serviceshall study, devise, and suggest methods and

means to clubs to assist boys and girls to adjust themselves to their environment and
becane adapted to the social, economic, and moral demands which they may
encounter, and shall develop ways and means of assisting in the guidance of youth in
the selection of proper and suitable vocations, as well as other areas which the
committee may deem g@ent. It shall endeavor to inspire the clubs to an increasing
participation in these activities and shall make proposals to the clubs of means whereby
such purposes may be accomplished. (1/92) (1/00)

. Sponsored Programs Committees (in districts wherappropriate):

16.

The Committee on Aktion Clubs(in districts where appropriate) shall assist Kiwanis
clubs and divisions in establishing Aktion Clubs in conjunction with community
agencies or organizations that serve the needs of people with disabilitesadind
promote the concept of continuing and effective sponsorship upon the part of the
sponsoring Kiwanis club(s). (4/00) (1/01)
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17. The Committee on Builders Club(in districts where appropriate) shall assist Kiwanis
clubs in establishing Builders Clubsjimior high/middle schools and shall promote
the concept of continuing and effective sponsorship upon the part of the sponsoring
Kiwanis club. (1/92

18. The Committee on Circle K(in districts where appropriate) shall be responsible for
the proper carryingut of the Circle K District organization's administrative functions
in accordance with the Kiwanis district board's approval. (1/92)

19. The Committee on Key Club(in districts where appropriate) shall be responsible for
the proper carrying out of the Keyud District organization's administrative functions
in accordance with the Kiwanis district board's approval. (1/92)

20. The Committee on Kiwanis Junior Clubs(in districts where appropriate) shall be
responsible for the proper carrying out of the Kiwanisidr District organization's
administrative functions in accordance with the Kiwanis district board's approval.
(1/00)

221- DISTRICT OFFICERS

221.1- District Board
The adminigtative body of a district shall be its board of trustees. The responsibilities and
duties of such board are included in the International Bylaws and the district bylaws. (6/91)

221.2- Duties and Responsibilities
The duties andasponsibilities of the district officers are set forth in the International Bylaws
and the district bylaws. (6/91)

221.3- Selection
Districts are urged to nominate the best qualified persons for districtreffiod avoid
rotation of nominations among groups of clubs or geographic areas. (6/91)

221.4- Past District Officers
Due to the reservoir of talent and experience available among past district officers, their
services should be utilized whenever practical, and especially to assist the strengthening of
weaker clubs, to build new clubs, and to assist at conferences and conventions. (6/91)

222- LEADERSHIP EDUCATION

222.1- District Education Conference
The governoelect has the responsibility to select the faculty of and implement the District
Education Conference for Incoming Lieutenant Governors. If held at tiietdi®nvention,
the governor shall delegate to the goverglect the responsibility for implementation of the
conference and assure that adequate time and facilities are provided. (6/91)

222.2- Club Officers Education
The governoselect has the responsibility to assure the implementation of all Club Officers
Education. Such conferences shall be held by each liewtgoegrnordesignate, assisted
by a Certified Kiwanis Instructor. (6/91)

222.3- Education Programs and Forums at the District Convention
The governor shall delegate to the goverglectthe responsibility of implementing the
leadership education programs and forums at the district convention, and the governor shall
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assure that adequate time and facilities are provided. (1980)
(See also Procedure 187.&overnorselect.)

223- RESPONSIBILITIES OF THE DISTRICT GOVERNOR -ELECT

223.1- Agreement to Fulfill Duties of Office
Upon announcement of candidacy for goverelect, candidates shall enter into an
agreement with Kiwanis International whereby, if successful, the candidate agrees to fulfill
the duties of officeas stipulated by Kiwanis International. The terms of such agreement
must be fulfilled in order for the candidate to serve as governor of the district and an Officer
of Kiwanis International. (1/98) (9/99)

223.2- Duties
The governoselect, in preparation to be an Officer of Kiwanis International, shall: (10/96)

A.

Fulfill the responsibilities ofovernorelect as defined in the Bylaws, Policies, and
Procedures of Kiwanis International and in the district bylaws, and support the governor
in his/her role as an Officer of Kiwanis International. (10/90) (10/96)

. Attend all governorelect meeting(sjequired by Kiwanis International. (10/90) (1/00)

Attend the International Convention and the meeting for govesiecs held at that
Convention. (10/90) (10/96)

Organize the training of the incoming lieutenant governors and district committee
chairmen and monitor those individuals through the year to assure performance of
responsibilities. (10/90)

Be responsible for implementing the Club Officer Education programs. (5/93) (1/00)

Be responsible for education programs and forums at the districtmmimy. (5/93)
(10/96)

In districts where applicable, appoint the committee on Aktion Club, Builders Club,
Circle K, K-Kids, Key Club, and Kiwanis Junior by February 1. (10/96) (9/00)

After the annual district convention for each of the sponsoredansorganizations
(where applicable), actively promote and assure proper supervision of those programs on
a local, divisional, and district level. (5/93)

Develop a membership growth plan, including specific targeted sites for new club
building, and prowe it in writing to the International Presidedgsignate prior to the
start of the administrative year. (2/95)

224- RESPONSIBILITIES OF THE DISTRICT GOVERNOR

The governor, as an Officer of Kiwanis International, shall: (10/96) (7/07)

A. Fulfill the responsibilities of governor as defined in the Bylaws, Policies, and Procedures of
Kiwanis International and in the dikt bylaws. (10/90) (10/96)

B. Cooperate with Kiwanis International in programs of a pilot nature for which the district may be
selected. (10/90)
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C. Develop a growth plan for the district and supervise the implementation of that plan. (10/90)

D. Actively promote the participation of clubs in the Objects, Goals, and programs of service,
including Young Children: Priority One. (10/90) (10/96)

E. Submit all required reports in a timely manner. (10/90) (5/93)
F. Attend and participate fully in the Internationar@ention. (10/90) (10/96)

G. Promote prompt payment of district and club financial obligations to Kiwanis International, the
district, and the federation (if any), and follays on any delinquencies. (10/90) (5/93)

H. Promote 100 percent filing of annualiblreports. (10/90)

I. Actively promote the sponsored programs of Kiwanis International (where applicable) and assure
proper supervision of those programs on a local, divisional, and district level. (10/90) (5/93)

J. Attend the regional conference for distrgovernors. (10/90)
K. Promote the Kiwanis International Foundation. (10/90)
L. Respond promptly to requests and communications from Kiwanis International. (10/90)

M. When applicable, plan and make arrangements for the official visit to the district by the
International President. (5/93)

N. Plan and develop the program for the district convention ang/egidconference, and delegate
to the governoelect the responsibility of implementing the leadership education programs and
forums at the district conventipwith the governor assuring that adequate time and proper
facilities are provided. (5/93)

O. Assure that the International Board is kept abreast of district developments. (10/90) (7/07)

P. At the district convention, assure that the International Boaresh&&bor has adequate time to
present the message from Kiwanis International, to discuss any problems or concerns, and to
provide counseling to members in attendance. The International Board Counselor should receive
the courtesies appropriate to a represtive of the International President. (10/90) (5/93)

Q. Promote attendance at the International Convention. (10/90) (5/93)

R. Assure that the books of account of the district are audited in accordance with the Standard Form
for District Bylaws. (10/90)

225- LIEUTENANT GOVERNORS

225.1- Responsibilities of Lieutenant Governors
The lieutenant governor, as a district officer, shall: (10/96)

A. Fulfill the responsibilities of lieutenant governor as defined iBylaws, Policies, and
Procedures of Kiwanis International and in the district bylaws. (5/93) (10/96)
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B. Serve as a member and attend meetings of the district board of trustees. (5/93)

C. Develop a membership growth plan for the division and supervisepterimentation.
(5/93)

D. Consult with and assist clubs in the division to assure: (5/93) (10/96)
1. Their proper functioning, including their compliance with the Objects, objectives,
Policies, and Procedures of Kiwanis International; (5/93)
2. Their timely submision of all required reports and payment of financial obligations;
and (5/93)
3. Their participation in the Objects, Goals, and programs of service of Kiwanis
International, including Young Children: Priority One. (5/93) (10/96)

E. Make the required contacisit and official visits to the club meeting and to the board™ of
directors. See Procedure 225¥\2isits to Club Meetings and 225-%/isits to Club
Board of Directors' Meeting. (5/93)

F. Submit all required reports and respond to communications in b/ tinamner. See
Procedure 225.4Reports by Lieutenant Governors. (5/93)

G. Plan and make arrangements for the governor's official visit to the division. (5/93)

H. Attend the education conference for lieutenant governors, the district convention and
conferances, and the International Convention. (5/93) (1/00)

I. Organize the education of club officers and committee chairmen within the division.
The education of club officers shall be organized with the assistance of an instructor
certified to conduct the edation program. (5/93) (10/96)

J. Actively promote the sponsored programs of Kiwanis International (where applicable)
and assure proper supervision of those programs on a local and divisional level. (5/93)

K. Not less than quarterly, hold divisional coumoietings with club presidents, the
lieutenant governeelect, and when advisable, club secretaries, committee chairmen, and
past lieutenant governors. (5/93) (10/96)

L. Hold periodic meetings with the past lieutenant governors who are members of clubs in
the division. See Procedure 225 Advisory Committee of Past Lieutenant Governors.
(5/93)

M. Assist the lieutenant governedgsignate before they take office by: (5/93)

1. Attending with them the club contact visits; (5/93)

2. Providing them with copies of akeports filed with the district or Kiwanis
International; (5/93)

3. Providing them information on the strengths and weaknesses of the clubs in the
division; and (5/93)

4. Agreeing to act as a special liaison during the coming year as lieutenant governor to
all new clubs formed in the division during the current year to assure maintenance of
the minimum number of active members needed for chartering of the club, and to
assure continued fulfillment of and compliance with the duties and responsibilities as
Kiwanisclubs. (5/93)

(See also Procedure 31Responsibilities of the Lieutenant Governor and Sponsoring
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Club(s) to a New Club)

225.2- Visits to Club Meetings
The lieutenant governor is required to visit each club in the division at least twice: once as
lieutenant governedesignate on a contact visit and then as lieutenant governor at a regular
club meeting on the official visit. During the official visit, the lieutenant governor shall bring
a message on Kiwanis, emphasizing the Objects, objectives, psogfaervice, and the
Young Children: Priority One program. Contact visits shall be completed by October 1, and
official club visits by March 15. (6/91) (1/93)

225.3- Visits to Club Board of Directors Meeting
The lieutenant governor shall attend a regular meeting of the board of directors of each club
in the division during the administrative year. The board visits shall be completed by March
15. (6/91)

225.4- Reports by Lieutenant Governors
A lieutenant goernor shall prepare and timely file all reports required by the district or
Kiwanis International. For clubs with fewer active members than the number needed to
charter a new club, the lieutenant governor shall ascertain the reasons for low membership
andwhat actions the club is taking to rebuild its membership. The reports of the lieutenant
governor shall include the reasons for low membership and indicate the personal assistance
that is being given to the club to help solve its membership problesi) (6/

225.5- Assisting Weak Clubs in the Division
The lieutenant governor shall implement and oversee the program to assist divisional clubs
weak in administrative matters, membership, and/or service. The lieugevanhor will be
trained about the program by Kiwanis International and district leaders, and shall assure that
the prescribed process is followed by others who assist with its implementation. (5/93)
(4/97)

225.6- Advisory Committee of Past LieutenantGovernors
Under the chairmanship of the lieutenant governor, an advisory committee of past lieutenant
governors who are members of clubs in the division should meet periodically to counsel with
the lieutenant governor on Kiwanis matters and all aspedisisfon administration. (5/93)

226-229- Vacant

DISTRICT FINANCIAL MATTERS
230- INTERNAL CONTROL OF DISTRICT FUNDS

Proper internal controls shall be established for the receipt and disbursement of all district funds.
(6/91)

231- DISTRICT BUDGETS AND FINANCIAL REPORTS
A district finance committee shall prepare a budget of anticipated revenues and expenses. The

annual budget shall be approved by the district board of trustees, and current financial reports shall
be made by the district trearer to such board at each of its meetings. (6/91) (5/93)
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232- ANNUAL AUDIT

232.1- Requirement
In accordance with the Standard Form for District Bylaws, "The books of account of the
district shall be audited at least once each administrative year by an independent auditing
firm selected by the District Board of Trustees. A copy of the audit report shall be sent to the
Executive Directoby March 31 and to members of the current District Bo&rtrustees."
(10/90) (10/96)

232.2- Report to Kiwanis International
All districts are required to submit a copy of their audited report t&xeeutive Director
annually and not later than March 3l of the succeeding administrative year. If the audited
report is not received, tHexecutive Directoshall request in writing by April 15 a copy of
the district's audited report. (10/90) (6/91)

232.3- International Board Review
Each district's audited report will be summarized by Kiwanis Internationauditted for
review by the International Board CommitteeAundit andFinance at the April/May
meeting. (10/90) (6/91)

233- SUBSIDIES TO DISTRICTS
233.1- Clubs Temporarily Attached to a District

A. Basis: The International Board may grant a monetary subsidy to assist the district in
providing necessary service and supervision if the clubs are remotely removed from the
boundaries of the district. Unless otherwise authorized by the Kiwanis International
Board, the subsidy for supervision shall be limited to one visit per administyatwvdoy
a district officer to the area of the club or clubs. (6/91)

B. Annual Grant: Any such subsidy shall be granted only on an annual basis. The annual
review of a subsidy grant shall include a detailed report from the district on the service
and superision provided and the actual cost of such incurred by the district. The
continuance of any such attachment and/or subsidy shall be contingent upon an annual
review and assessment of the services and supervision being provided. At the April/May
meetingof the International Board, tHexecutive Directoshall make the review and
assessment and make a recommendation to the Board. (6/91) (10/91)

233.2- Remotely-Located Clubs Made Part of a District

A. Basis: The International Board may approve the extamsf district boundaries to
make certain remotelpcated clubs become part of a district. In such cases, the Board
may provide a subsidy to that district to help offset the additional costs of supervision
and administration. (6/91)

B. Annual Report: Annually, such district shall report to the International Board a detailed
accounting of the amount of district dues received from those clubs upon which the
subsidy is based, and the cossefvicing and administering the remotédgated clubs
over the average cost of the same type of service and administration for other clubs in the
district. (6/91)
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Amount: The amount of the subsidy will only reimburse a portion of the district costs,
and when district income from such clubs warrants, the subsidy will be reduced or
discontinued. (6/91)

At the April/May meeting, the International Board Committee responsible for
international extension shall review the district accounting and recommimel
International Board the amount, if any, of future subsidies. (6/91)

Club Obligations and Privileges: The remotelylocated clubs shall pay the dues and
other costs to the district and shall be entitled to the same rights and privileges as other
clubs. (6/91)

233.3- Subsidy Granted to Eastern Canada and the Caribbean District
In the case of the subsidy granted to the Eastern Canada and the Caribbean District, for
assistance in servicing and administering the Caribbean area clubs: (6/91)

A.

B.

C.

Annual Grant: The subsidy may be granted on an annual basis. (1980) (4/95)

1. By November 1, the district may submit to theecutive Director subsidy request
in a prescribed format detailirige reasons why a subsidy is needed. The subsidy
request shall pertain to the subsidy paid during the administrative year beginning 11
months following the requested due date. (Example: On November 1, 1996, the
request for the 19987 administrative yagasubsidy is due.) (4/95) (2/96)

2. The request shall be reviewed and approved by the International Board t@smmi
on Audit and Financeo later than the January/February meeting of the Board for
inclusion in the proposed budget. The district shall barinéd of the decision of
the Audit andFinance Committee within 30 days following the date approved. (4/95)
(2/96)

Annual Report: Annually, by the April/May International Board meeting, such district
shall report to th&xecutive Directoa detailed acamting of: (6/91)

1. The amount of district dues received from those clubs upon which the subsidy is
based; and (1980)

2. The cost of servicing and administering the remeletated clubs over the average
of the same type of service and administration fheotlubs in the district. The
Executive Directoshall make the review and assessment and bring anything
necessary to the attention of the International Board. (6/91)

Amount: The formula for the annual subsidy shall be: The total of the two (2)
semianual certified memberships of the district for the administrative year, less the
number of Life Members in each semiannual period, divided by two (2), and multiplied
by US 75 cents (US$0.75). (6/91)

The amount of the subsidy shall be reduced or shaflecerhen district income from
such remotelfocated clubs warrants reduction or discontinuance. (1980)
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234- DISTRICT ASSISTANCE IN THE COLLECTION OF KIWANIS INTERNATIONAL DUES

Some districts in Europe, AsRacific, or Latin America may be authorized to assist Kiwanis
International in the collection of Kiwanis International dues, providing the following conditions are
met: (1/91) (4/97)

A. The districts wishing to assistalhnominate a fiscal agent to be approved by Kiwanis
International. (1/91)

B. The district officers and fiscal agent must sign an agreement setting forth their duties and
responsibilities. To be effective, the agreement must be approved byabwtive Drector.
(1/91)

C. Those involved in the collection of dues or other monies would be required to be bonded in an
appropriate amount. (1/91)

235241- Vacant
242 - EXPENSES OF DISTRICT OFFICERS REIMBURSED BY THE DISTRICT

Districts are urged to financially support some of the expenses incurred by district officers in the
performance of their duties. The amount of such reimbursement shall be determined by each district,
but no officer should expect to receive full reimbursement for all expenses incurred. (See also
Procedure 179.9District Governors, 179.10District Governos-elect, and 179.11District

Secretaries, regarding expenses paid by Kiwanis International.) (5/93)

243249- Vacant

DISTRICT CONVENTIONS AND CONFERENCES
250- DISTRICT CONVENTIONS

250.1- Purpose
The district convembn shall be held annually to provide fellowship, motivation, inspiration,
administrative methods, and Kiwanis knowledge and objectives for club members and
leaders, with special emphasis on club presidéesignate and secretarigssignate to
better preare them to fulfill the duties and responsibilities of the offices they are to assume.
(6/91)

250.2- Date
The district convention shall not be held between the second week of April and the second
week of May, so that it will not conflict with the meawadi of the International Council (if any)
or the International Board Meeting traditionally held during that time period and so that
schedule conflicts with the district's Board Counselor will be avoided. (5/94) (4/97)

The district convention should not less than two (2) days or more than three (3) days in
duration. (5/93)

Not later than October 31, annually, the district secretary shall inforixieutive Director
of the dates and location of the next annual district convention. A summary of tonven
dates shall be provided to the International PresiB&adt by December 15. (6/91)
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250.3- Location
A district convention must be held within the boundaries of the district, unless prior approval
has been secured from the International Board.1}6/9

250.4- Joint Conventions
Unless approved in advance by the International Board, no district shall hold a joint
convention with another district. (10/92)

250.5- Convention Program
The governor has the responsibility to plan and develop the convgmtigram. The
governorelect has the responsibility for any education of incoming club officers and
lieutenant governors and for the forums and educational sessions. (5/93)

The program should include noteworthy and/or inspirational speakers thatealrage
additional attendance. (5/93)

Adequate time should be provided for forums and educational sessions that focus on the day
to-day responsibilities of club, division, and district officers. (5/93) (10/96)

250.6- Club Representation
Special effors should be made to encourage representation by all clubs, especially the
incoming club officers and all members of new clubs. The convention should be held in a
city that is convenient to club members. Costs should be reasonable so persons are not
disoouraged to attend for financial reasons. (5/93)

250.7- Exhibits
When space permits, exhibits of club projects should be encouraged, especially worthwhile
projects that other clubs can adopt. (5/93)

251- DISTRICT CONFERENCE
A mid-year district or area conference should be held annually to further the programs of Kiwanis
through fellowship, inspiration, and forums which provide an opportunity for discuasiong club
members and officers relating to club services and administration. (6/91)

252- GUIDELINES FOR KIWANIS -FAMILY FUNCTIONS
Any individual, group of individuals, club, division, or district wishing to initiate a Kiwdaimsily
conference, meeting, or gathering for which attendance will be solicited of or accepted from
Kiwanis-family membes from outside of the originating district's boundaries must first obtain
approval to solicit those members from the governors or goveetertsof the districts to be
solicited, at least 60 days prior to the event. A copy of such request for appretalsowbe sent to
the Executive Directoor designee to notify Kiwanis International of the event. (10/92) (4/01)

253259- Vacant
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DISTRICTS - MISCELLANEOUS
260- DISTRICT FOUNDATIONS

260.1- Incorporation
A district foundation must be incorporated. The articles must provide: (6/91)

A. A definite commitment of the organization's purpose and funds to a charitable,
educational, eleemosynary, and/or scientific use. (6/91)

B. Assured control of thtoundation by Kiwanians by providing that the members, officers,
directors, and trustees shall be active, senior, or privileged members of clubs within the
sponsoring Kiwanis district. Members of Circle K or Key Clubs may be nonvoting
members of the fowdation. (6/91) (10/93)

260.2- Name

The foundation's name must include the name of the sponsoring district and shall not include
the name of any living individual. (6/91)

260.3- Responsibilities to Kiwanis International
Either the articles or an agraent executed by the district and foundation with Kiwanis
International must provide: (6/91)

A. That the foundation and its members will at all times abide by the Bylaws and Policies of
Kiwanis International, as adopted or amended. (6/91)

B. That the foundabn will comply with all conditions and requirements of Kiwanis
International. (6/91)

C. That no amendments to the articles or any bylaws shall be made without the consent of
the International Board. (6/91)

The sponsoring district and foundation shalhségn agreement providing that, whenever
requested by the International Board, the foundation shall dissolve or change its form of
organization. (6/91)

261- PAST LIEUTENANT GOVERNORS ASSOCIATION

261.1- Bylaws
The bylaws of a past lieutenant governors association shall be approved by the district board
of trustees, shall be compatible with the bylaws of the district, and must assure that the

association shall not in any way interferehwtite authority of the district board of trustees.
(1980)

261.2- Membership
Membership by past lieutenant governors in such associations shall be voluntary. (6/91)

262- DISTRICT ADMINISTRATIVE SECRETARY

An employed assistant in the office of a district secretary may have the title of administrative
secretary. (1980)
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263- COUNCIL OF ADMINISTRATIVE SECRETARIES

263.1- Title
There shall be an officially recognized group known as the Council of Administrative
Secretaries. (1/92)

263.2- Composition and Leadership
The membership shall be composed of club and district admiivistesticretaries. The
executive leader of the Council shall be known as President, elected from among its
membership. (1/92)

263.3- Purpose
The purpose shall be to foster a better understanding of the duties and responsibilities
incumbent upon the offecof administrative secretary, and to stimulate friendship,
fellowship, and sociability among the administrative secretaries in the employ of the
respective clubs and districts of Kiwanis International. (1/92)

263.4- Meetings
This Council shall meet orceach year at the site of the International Convention. The
Council President shall develop a schedule of meetings in consultation witketbative
Directoror designee. Meetings shall not conflict with general convention sessions. The
schedule of Cancil meetings shall be published in the Convention Program. Kiwanis shall
provide meeting space without cost to the Council. Council participants shall be responsible
for a registration fee and Convention costs applicable to Kiwanis members. (1/92)

264 - SEMIANNUAL BILLING AND CERTIFIED MEMBERSHIP REPORT

264.1- Weekly Report
During April and May and again during October and November, District Secretaries shall
receive from Kiwanis International a wéglSemiannual (S/A) Billing and Accounts
Receivable by Club Report. Any discrepancies between district figures and those listed on
the report must be reported to Kiwanis International before May 31 and November 30,
respectively. (10/92)

264.2- Final Summary
On June 1 and December 1, a final computer summary of dues billings which have been
processed shall be produced. The summary shall be reviewed to include new clubs for which
proper paperwork and fees have been received and to exclude clubs wiussie stzarter
revoked or suspended by action of the International Board. (10/92)

264.3- Certified Membership Report
Kiwanis International shall issue a Certified Membership Report listing membership by
region, field, and district. This report is adlrcertification of dues payments processed by
Kiwanis International and cannot be adjusted. The Certified Membership Report is
distributed by June 15 and December 15 to the International Board, Past International
Presidents, Chairmen of membership grovelated International Committees, district
governors, and district secretaries. This report stands as the official membership record of
Kiwanis International, its districts, and member clubs. (10/92) (10/96)

265299- Vacant
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KIWANIS INTERNATIONAL PR OCEDURES

SECTION 300: CLUBS

((This sectionevisedper Kl. Board Action a®f October2010

CLUB ORGANIZATION
300- Vacant
301- BUILDING NEW CLUBS

301.1- Club Location
New Kiwanis clubs may be built in a community which has a sufficient diversity of
businesses or vocations which will ensure high standards of membership and which has the
potential of additional membership resources to ensure the future stability of thdfchd
new club is being built in an area with an existing Kiwanis club or clubs, such club or clubs
shall be informed and their cooperation sought in building the new club. For further
information, see the International Bylaws. (6/91)

301.2- Club Territorial Area
No Kiwanis club shall have an exclusive territorial area. (6/91)

301.3- Club Meeting Places
Each club is autonomous in determining its place oftimge However, each member of a
Kiwanis club is entitled to attend the meeting of any other Kiwanis club, and it is expected
that the meeting place selected will be one where any Kiwanian worldwide can attend the
club's meeting. (5/93)

301.4- Club Name

A. Official Name: To conform with the Bylaws, the official name of a Kiwadiigb shall
commence with the three words "Kiwanis Club of ." The official
name shall then be used for the club's articles of incorporation. The name of the club
shall be lettered on the club banner as it appears in the club's by&ak) (

B. Geographic Location: The club name may include the city, geographical location, or
corporate area, followed by the unabbreviated name of the country, state, province, or
territory. (Examples: Kiwanis Club of Calgary, Alberta, and Kiwanis Clubaofta
Rosa, Philippines.) (6/91) (2/05)

C. Two Communities: Where two communities are involved, it is desirable to include the
names of both communities. (Example: Kiwanis Club of WhiRuaipertsdale,
Indiana.) (6/91)

D. Historical Area: If the club is oganized in an historical area, the club name may be

followed by a word that is descriptive of the area. (Example: Kiwanis Club of San
Antonio-Alamo, Texas.) (6/91)
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E. Honoring an Individual: In selecting a name to honor an individual, the club name
must ©ntain the name of the community or area, along with the last name of the
individual who is no longer living and whose contribution to the community or country
is outstanding. (Example: Kiwanis Club of Mitch@&tissom, Indiana, named after
astronaut Vigil Grissom.) (1980) (1/97)

F. Gender Designation Prohibited: A club shall not use in its name a specific gender
designation, such as the words fiman/ woman,
designation which would impugn the good name of Kiwanis/9@®)Q1/97)

302- CLUB MEMBERSHIP

302.1- Number of Members Required
In most communities, at least 20 active membegood standing shall be required for clubs
organized in any district or nondistricted areas. At least 25 active members in good standing
shall be required for clubs organizedtlire United States and Pacific Canada Regi(@f91)
(4/05)

With at leasB0-days advance notice to and approval offRecutive Directoor designee, a

new Kiwanis club may be organized with as few as 15 active members in a community of
fewer than 1,500 persons, if the community is at least 35 miles away from any community of
1,500 or more. (9/97)

With the exception of new clubs being organized in small, remote communities as described
in the above paragraph, districts may fix a higher minimum number of members for new
clubs organized. This must be done by a majority @bthe district board and reported to
Kiwanis International. Kiwanis International will honor the higher minimum fixed by the
district board when processing new clubs from that district. (1/98)

302.2- Building New Kiwanis Clubs from Membership of Other Service Organizations
Without the consent of the International Board, a new Kiwanis club shall not be built from a
club chartered by another service organization until this group has relinquished its charter
and continued as an unaffiliated cluv & period of six (6) months. (6/91) (10/96)

302.3- Charter Membership
The charter membership of a club shall be considered as all club members in good standing
as ofthe date the charter is presented to the club. The president and secretary of a new club
shall certify over their signatures and send to the International Office the names of the
charter members of the club. (6/91) (10/96)

302.4- Seed Members and Dual Members for New Clubs
When forming a new Kiwanis club, the New Club Builder may identify current and/or
former members of Kiwanis who are willing to become members ine¥wectub for the
specific purpose of assisting the club during its first year to establish sound operations.
These persons should be included in the ini-t
should be given specific guidance by the New Clubdguibbout their role in the new club.
A new club should have no more than five seed members. (9/97)

If seed members are former Kiwanis members, they may be included in the minimum
number required for the new club. (9/97)
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If seed members are movingethactive membership from another club, they shall be
counted in addition to the minimum number of members required to organize the new club.

Al so, those Atransferringd to the new club
and the new club wilhot pay dues and fees for that seed member to Kiwanis International
unt il the clubds next annual billing period.

purpose of being a seed member in a new club shall not be penalized for loss of that member
for one year. (9/97) (4/06)

Dual members in a new Kiwanis club are required to pay all financial obligations (club,
district, and International dues afes) as outlined in the International Bylaws. The total
number of dual and seed members in a ndardmed Kiwanis club is limited to five (5)
members. (4/06)

303- NEW CLUB PETITION AND PROCESSING

A "Petition for a New Club" form shall be sent by theecutive Directoto the sponsaoring club or to
those individuals interested in forming a Kiwanis club. At the same time, the affected district
governor(s) shall bimformed of such action. The petition shall be properly completed and
forwarded for approval as provided in the International Bylaws. (6/91)

Any new clubs must be reported to the International Office within one (1) business day after the date
of organkation. All necessary documents and fees for such clubs must be received by Kiwanis
International no later than thirty (30) days after the organization date. If the documents and fees

arrive more than thirty (30) days after the reported organizationttiatefficial organization date

will be registered as the date the documents and fees were received. A new club cannot be processed
and recognized until the documents and fees are received. (10/90) (10/92)

304- ORGANIZATIONAL MEETING OF A NEW CLUB

304.1- Majority of Members Required
A majority of the members of a new Kiwanis clsitall be present at the organizational
meeting of that club for the meeting to be officially recognized as the club's organizational
meeting. Should a majority of the members not be present, the official organizational
meeting must be rescheduled. (2/683/91)

304.2- Who Shall Conduct Organizational Meeting
The official organizational meeting of a new Kiwanis club shall be conducted by a person
trained and authorized by Kiwanis International for that purpose. (1980) (10/96)

304.3- Adoption of Club Bylaws
At its organizational meeting, before admission to membership in Kiwanis International, the
club must adopt the Standard Form for Club Bylaws. Any change or modification of such
bylaws must be approved by the International Board. (1/92)

305- FEES AND DUES
305.1- Prior to Receiving Charter

A. Membership Application and Fee: Before a new club may be organized and the
charter presented, the required number of individuals shall have completed an
application for membership aride club shall havpaid achartermember feger
person whichshall be $50 for T&r A clubs; $25 for Tier B clubs; and $15 for Tier C
clubs. For clubs organizeldinuary 1September 3(Qhayment of charter membfges
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shall also be considered payment of dues, subscription fees, and indaratlceharter
members of the clutor the bllowing administrative year. (10/90) (11D)

B. Club Dues: A new club must also establish annual dues of an amount necessary to meet
club administrative expenses and district, federation (if any), and International dues.
(See Procedure 34Payment oDues, Magazine Subscription, and Insurance.) (6/91)
(2/05)

305.2- After Submission of Roster
The new member fee applies to all club members added after the submission to the
International Office of the Permanent Organization Roster following the oedimiz
meeting. See Procedure 342Mew Member Fee. (6/91) (1/01)

306- Vacant
307- CLUB CHARTER

307.1- Signatures on Charter
Upon the organization of the Kiwanis club and approval by the International Board, a charter
signed by the InternationBlresidentExecutive Directgrand the district governor will be
issued to the club. For clubs formed within a federation, the charter may also be signed by
the president and the secretary of the federation. (6/91)

307.2- Charter Presentation
On behalf of Kiwanis International, the governor or the governor's representitive
personally present the new charter to each club. If the governor designates a representative,
this person generally should be a past district governor. The presentation of a charter to the
first new club in a nondistricted area should be made bintemational President or the
President's representative. (6/91) (10/98)

The district governor, International President, or other representative who presenib the cl
charter when making the report on charter night shall send a charter night program which
shall be placed in the permanent file of the new club at the International Office. (1980)
(10/96)

307.3- Language
Charters issued to clubs shall be printed endfficial Kiwanis language of English. (6/91)

307.4- Revisions to Club Bylaws
With the advice and consent of the International Board:Keeutive Directoshall make
the necessary changes in the Standard For@lfib Bylaws to bring them into conformity
with amendments to the International Bylaws, and all clubs shall be informed that such
changes immediately apply to their club bylaws. (6/91) (10/91)

308- INCORPORATIO N OF CLUBS

308.1- Assistance by the International Office
Subject to preapproval of its articles of incorporation by the International Board, a Kiwanis
club must incorporate within one (1) year frtime date on which it receives its charter, if
such incorporation in the club's state, province, or country limits the club creditors to the
funds or property of the incorporated club.
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308.2- Information to Clubs
Initial information on incorporation shde given to a new Kiwanis club by the person
conducting the organizational meeting. Ehecutive Directoshall provide additional
guidelines to assist any club incorporating. (6/91) (2/95)

309- CLUB COMPLIANCE WITH LOCAL AND NATIONAL LAWS

Every Kiwanis club must comply with the laws of the country in which it exists and functions.
Whenever local laws impose a requirement which may be inconsisterthe Bylaws or Policies of
Kiwanis International, the clubs affected should present the concern to the International Board for
advice and guidance. (6/91) (4/97)

310- RESPONSIBILITIES OF THE LIEUTENANT GOVERNOR AND SPONSORING CLUB(S)
TO ANEW CLUB

310.1- Lieutenant Governor
The lieutenant governor shailssist in the formation of new clubs and shall have the
responsibility to determine that the new club has the minimum number of active members
(and not just signatures on a petition) at the dates of organization and chartering and that the
club maintainghe minimum number of members needed for chartering throughout the
administrative year. (6/91) (10/96)

The lieutenant governor is the chairman of the charter event for the new club and shall
encourage every club in that division to be representedlbgsttan inteclub at the charter
function. (6/91) (10/96)

310.2- Lieutenant Governor and Sponsoring Club(s)
The lieutenant governor shall designate which club(s) shall be recognized as the sponsor(s)
of a new club. In nondistricted areas, the autsariclub builder shall designate sponsoring
club(s). (5/89) (10/96)

The sponsoring club(s), the lieutenant governor at the time of organization, and any

succeeding lieutenant governor shall assist the new club for at least one year after its

organizationand be responsible for: (6/91) (10/96)

A. Club meeting programs during the first thirteen weeks. (6/91)

B. Continued membership recruitment efforts and maintenance of active membership of not
less than the number of members required to organize the cligi) (6

C. Assistance in planning for and attendance at the club charter presentation event. (6/91)

D. Development of proper club administrative procedures and programs of community
service. (1/92)

311- OFFICIAL ORGANIZERS OF NEW CLUBS
Kiwanis International shall authorize, train and support persons to organize newskahdns. In
North American districts, these persons shall be New Club Builders. In other districts and
nondistricted areas, these persons shall be Kiwanis International Accredited Representatives
(KIARS). (10/96)
311.1- Guidelines for Selection
A. New Club Builders: New Club Builders may be appointed by the district chair for new

club building and approved by the governor. Candidates for appointment to the position
of New Club Builder should: (10/96)
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1. Be willing to make a thregear commitment to thgosition, with the understanding
that their continuation into the second and third years will be preceded by a review
of their achievement in the current year. (10/96)

2. Understand that they are generally expected to lead the efforts to organize at least
one new Kiwanis club each year, and that it is recommended that this be the only
position that they hold so there is no conflict with this single focus. (10/96)

3. Participate in the training/update session conducted for New Club Builders. (10/96)

B. KIARs: A KIAR may be recommended by the district governor, is appointed by the

Executive Directgrand must be trained and certified by a member of the International

Office staff, or other trainer designated by staff. (6/91) (10/96)

The following guidelines should be used to select Kiwanis International Accredited
Representatives (KIARs). Candidates shoytP80) (10/96)

1. Be knowledgeable of the area involved. (1980) (10/96)

2. Be willing to spend the necessary time to assess thoroughly the conditions of the area
involved. (1980) (10/96)

3. Be willing to explain to prospective Kiwanians the principles aeglis contained in
the Objects, objectives, and policies of Kiwanis International. (1980) (10/96)

4. Be willing to spend the necessary time to give Kiwanis education and leadership
training to new members and club officers. (1980) (10/96)

5. Be willing to canplete the necessary club organization papers and forward them to
the International Office. (1980) (10/96)

311.2- Duties and Responsibilities
A. New Club Builders: The duties and responsibilities of New Club Builders shall be:

1. Participate in the annliaining/updating session provided for New Club Builders.
(10/96)

2. Work with the district chair for new club building and governor to target and
properly plan for the organization of at least one new Kiwanis club each year.
(10/96)

3. Follow the procesand use the material provided by Kiwanis International for the
proper organization of a solid new Kiwanis club. (10/96)

4. Keep the district chair informed of progress on the site(s) targeted for the year.
(10/96)

B. KIARs: The duties and responsibilitieWIARs shall be: (10/96)

1. Visit the area involved and collects information as required by the International
Board orExecutive Directar (1980) (10/96)
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2. Counsel with the proposed Kiwanis club and corresponds with the International
Board orExecutive Diectorprior to its possible approval as a club. (1980) (10/96)

3. Appraise and report factually the membership potential in the area involved. (1980)
(10/96)

4. Secure assurance that prospective members will accept the Objects, objectives, and
policies of Kwanis International. (1980) (10/96)

5. Gain a thorough knowledge and understanding of the Policies and Procedures
governing international extension and the current and forward plan for
implementation of international extension. (1980) (10/96)

6. Make specift recommendations to tl&ecutive Directoor International Board.
(1980) (10/96)

311.3- Expense Reimbursement

A. New Club Builders: A New Club Builder will receive limited reimbursement for actual
expenses incurred in the performance of tasks routie&dyed to the position, provided
that he/she adheres to current Kiwanis International programs for membership and club
development, and provided that the specific tasks are completed within required time
periods. The usual maximum reimbursement is US$10/90) (10/96)

In the unusual instances where a New Club Builder must lead the efforts to build a club
located more than 300 miles from the New Club Builder's residence, the maximum
reimbursement may be US$300. Such an exception must be requestppraved in
writing by theExecutive Directoor designee in advance of any expenditures. This
exception will not be granted if a Club Development Manager has also providite on
assistance. (1/90) (10/96)

B. KIARs: A KIAR will receive limited reimburement for actual expenses incurred in the
building of new clubs. The usual maximum reimbursement is US$100 in districts and
US$500 in nondistricted areas. (1980) (10/96)

In unusual instances and with the prior written approval oExeeutive Directoor
designee, additional reimbursement may be available in nondistricted areas. (1/90)
(10/96)

312-319- Vacant

CLUB OFFICERS
320- CLUB OFFICERS

320.1- Selection
The best interests of a club are served when a number of diftdue members serve as
officers, members of the board of directors, and committee chairmen. Persons other than the
secretary and treasurer should not be encouraged or expected to hold the same office or
chairmanship for more than two years. (6/91)
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3202 - Installation

Each Kiwanis club should hold a meeting at the beginning of each administrative year for the
purpose of installing its new officers and should recognize that such a meeting provides
opportunity for the entire club membership to renewraadfirm their commitment to the
objectives of the organization. Such meetings also provide public relations opportunities to
acquaint the community with the purposes, objectives, and activities of the Kiwanis club.
(6/91)

320.3- Education and Training

The education of the new officers, members of the board of directors, and the committee
chairmen in each local club shall be under the direction of the presiédgighate. The club
presidentdesignate shall conduct a Club President's Conference fanimg®fficers and
Appointees to prepare them for their club responsibilities. (See also Procedure@gp.2
Officers Education.) (5/90)

321- QUALI FICATIONS FOR THE CLUB PRESIDENT

The club president should be an active member in good standing and should: (6/91)

A.

Possess the esteem and confidendheotlub members and the ability to assume the leadership
of the club; (6/91)

Have attended the previous district convention and division training conference; (6/91) (1/00)

Be prepared to give the time and effort necessary to lead and carry on trend/@adtivities of
the club; (6/91)

Have served well as a board member, club officer, or as chairman of one or more of the major
club committees; and (6/91)

Have a working knowledge of the Objects and objectives of Kiwanis International and the club
bylaws. (6/91)

322- RESPONSIBILITIES OF THE CLUB PRESIDENT

The club president shall: (1/92) (10/96)

A.

B.

Plan in advance and preside at club and board of directors' meetings. (1/92)

Lead a wellmanaged and interesgjitlub meeting that opens and closes on time and has a
variety of programs of interest to club members. Periodic meetings or recreational activities with
spouses (or families) should also be held. (1/92) (10/96)

Have an aggressive yelmng membershipecruitment and retention program with monthly and
quarterly goals. (1/92)

Have an effective pranduction education program for new members, stressing membership
responsibilities, benefits achieved by active involvement in service activities, and diemee
regular club meeting attendance. (1/92)

As an exofficio member, attend as many committee meetings as possible, monitoring the
progress of each committee to make certain that goals and objectives will be achieved. (1/92)
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Make certain that all newmembers are assigned to one or more committees and become actively
involved in club activities. (1/92)

Assure that there is a proper accounting of club finances, including the separation of
administrative and service funds and that the club's finaregatds are audited annually. (1/92)

Cooperate with the lieutenant governor, district governor, and district and International Offices
on all Kiwanis matters and handle all correspondence and communications promptly. (1/92)

Make certain that all requd club reports are filed with the district and Kiwanis International in
a timely manner. (1/92)

Have a close working relationship with, and make certain that the club carries out its
responsibilities to, any sponsored programs organization. If thelokgnot sponsor such an
organization, consider sponsoring one. (1/92)

Determine if a nearby community or area lacks a Kiwanis club and lead or participate in the
building of a new Kiwanis club. (1/92)

Attend the International Convention, district gention and conferences, and division council
meetings. (1/92)

Make certain the club is well represented at the International Convention, as well as the district
convention, conferences, and events. (1/92)

Promote intecclubbing. (1/92)
Orient the pesidertdesignate regarding duties as the club's Bartutive Director (1/92)

With the presidentiesignate, arrange a joint meeting of the incoming and outgoing boards of
directors for the purpose of providing a smooth and effective change of adatiomns. (1/92)

Ensure the club's full participation in service initiatives, including the Young Children: Priority
One program. (10/96)

323- RESPONSIBILITIES OF THE CLUB PRESIDENT -ELECT

The club presidertlect, prior to October 1, shall: (1/92) (10/96)

A.

C.

Study the club president's leadership materials, make use of information available from Kiwanis
International, and atterttie International, district, and divisional leadership training conferences.
(1/92)

Confer with the current president, club officers, and committee chairmen on the club programs of
service and administration. (1/92)

Attend the International Conventipdistrict conferences and conventions, Club Officer
Education, and division council meetings. (1/92) (1/00)

. Supervise the club's annual community analysis to determine the community needs and programs

of club service to recommend for next year's impletaigon. Be certain to include new projects
and some that carry out the Young Children: Priority One Program. (1/92) (1/93)
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E. Appoint club committee chairmen and members who will carry out the club’'s administrative
responsibilities and/or service projectMake certain that all members of the club, and especially
new members, are involved, and that members are not continually reappointed as chairman or a
member of the same committee. (1/92)

F. Be actively involved in the preparation of the annual clulgbtitb properly plan for proposed
programs of service and the necessary ftaising activities. (1/92)

G. Set goals and objectives for the coming year and recommend their adoption. (1/92)

H. Hold the president's training conference for club officers, directommittee chairmen, and
members. (1/92)

I.  Make arrangements with the lieutenant governor (and spouse) to attend and be the installing
officer at the installation of club officers. (1/92)

J. With the president, arrange a joint meeting of the incomiigoamgoing boards of directors.
(1/92)

K. Supervise an annual analysis of the club, including the club's ability to meet the needs of its
members and community. (10/96)

324-339- Vacant
CLUB MEMBERSHIP

340- MEMBERSHIP IN CLUBS

340.1- Qualifications
Each Kiwanis club consists of persons with the qualifications set forth in the Bylaws of
Kiwanis International. Membership in a Kiwanis club is personal and not of the business
professional entity, partnership, or corporation which the individual member represents.
(6/91)

340.2- Club Member Moving
When a club member moves from one area to another, the club secretary shigiectimap
Member Transfer/Referral Form and forward it to either the club secretary or district
secretary. The moving member may submit a Proposal for Membership directly to the board
of directors of a club in his/her new area, and that Kiwanis club @uesge to elect that
individual to its club membership. (6/91) (4/97)

340.3- Invitation to Membership
Admission to Kiwanis club membeiighshall be by personal invitation only. Kiwanis clubs
shall not solicit new members through newspaper ads, general mailings to the public, or other
such forms of nonselective advertising. (6/91)

341- PAYMENT OF DUES, MAGAZINE SUBSCRIPTION, AND INSURANCE
341.1- Per Capita Dues
Each club shall pay to Kiwanisternational annual dues for each active, senior, and

privileged member, except those holding life member status, as provided in the International
Bylaws. (10/90) (4/98)
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Reporting of Membership

Dues, magazine subscription fees, and insurance axespayable by clubs each

administrative year. They are based on the number of members as reported to Kiwanis
International in the appropriate report. The amounts become delinquent if not paid within 60
days after the due date. If the club fails toorefphe membership count, the count is obtained
from the district office. (10/90) (4/02)

341.3- Refunds or Prorating

Clubs do not receive a refund from Kiwanis for dues, magazine subscription fees, or
insurance costs paid for members who are dropped from club membership in the semiannual
periods after September 30 or March 31, and clubs, during that period, are not charged dues,
magazine subscription fees, or insurance costs for new members. (10/90)

(See also Procedure 23Bistrict Assistance in the Collection of Kiwanis International Dues.)

342- NEW CLUB MEMBERS

342.1- Proposal and Election of Prospective Club Members

Election to membership in a Kiwanis club is byitation only. Each proposal for and
election to membership shall be in accordance with the qualifications and procedures set
forth in the International Bylaws and the club bylaws. (6/91)

342.2- Inviting Prospective Members to Club Meetings

Clubs are encouraged to adopt a practice of inviting a prospective member to several regular
meetings of the club before the club board of directorssvon the election to membership

of such prospective member. When practical, the prospective member should be a guest of
the club. (6/91)

3423 - Membership for Young Men and Women

Every effort should be made by Kiwanis clubs to invite younger men and women as
members, especially those who were members of Kiwanis' sponsored programs
organizations. (6/91)

342.4- Preinduction Education Meeting

After election to membership and before the induction of a new member, the new member
should attend a pfimduction education meeting, at which members of the club membership
committee should discuss the history, Objects, and objectives of Kiwanis; plidese

projects and fundaising activities; and the responsibilities, costs, and benefits of club
membership. The member should be made aware of the benefits of regular attendance,
participation in the activities of the club, and visiting other Kiwanis sponsored programs

clubs. When practical, the spouse of the prospective member should be invited to attend this
meeting. (6/91) (1/92)

342.5- Induction of New Members

34261

A procedure of induction of new members into a club in a dignified manner should be
developed by each club for its own use. (6/91)

Graduated Enroliment Fee

A graduated enrollmeriéein an amount determined by the Boardlkbe charged for each
new club member to defray administrative cogthkis fee may not exceed the annual amount
of dues, publication, and insurance (perBlygaws), and will be graduated throughout the
year based on when the new member joins. See addendum to Procedures for the full
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schedule of rateg(10/90) (6/10)

Thisfee is waived for: charter members of hew Kiwanis clubs; honorary members; members
who, within a sixmonth period, join another Kiwanis cludmdformerCircle K or Key Club
members who join a Kiwanis clullhefee isnot waivedwhen a member who has been

deleted is thene-added by the same club, except when annual dues have been faéd for
member for the period in which the member rejoins. (10&QP0]

342.7- Appointment to Committees
The president should appoint a new member to one or more committees of interest to the new
member within one month of the member's induction, aediairman of the committee is
responsible to actively involve the new member. (1/92) (10/96)

343- LEGION OF HONOR

343.1- Composition
The Legion of Honor shall include all persons wheehbeen members of one or more

Kiwanis clubs for twentyfive (25) years or more. Such years of membership need not be
consecutive. (6/91)

343.2- Certificate and Membership Pin
Each fiveyear period of membership service, beginning with twiintgy (25) years, should
be recognized by presentation of an appropriate certificate and lapel pin to the Legion of
Honor member. (6/91)

CLUB MEETINGS
344- MEETING TYPES

344.1- Inter -club Meeting
An inter-club meetings one which is held by two or more Kiwanis clubs (including clubs
"in formation") or by a Kiwanis club and any Builders Club, Circle K club, Key Club,
Aktion Club, K-Kids, or Kiwanis Junior club. (10/85) (4/04)

A. For clubs having a membership of twe(20) or less members, a minimum of two (2)
members in attendance will be required to constitute and¢hibrmeeting. (4/04)

B. For clubs with a membership of twerdpe (21) to thirty (30) members, a minimum of
three (3) members in attendancel Wi required to constitute an Intelub meeting.
(4/04)

C. For clubs with a membership of thirpyne (31) or more members, a minimum of four
(4) members in attendance will be required to constitute andhtemmeeting. (4/04)

344.2- Round Table Meeting
Whenever a Kiwanis club changes either the time or place, or both, of its regular meeting, a
round table meeting may be held at the time and place of the regular meeting. If the club
president cannot attend the round table meeting, the president shall appoint another officer or
member to act as chairman. The chairman shall be responsible for an official record of
attendance of members and visiting Kiwanians, which shall become paetdtib's
records. (6/91) (4/97)
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344.3- Special Meeting
A special meeting of a Kiwanis club may be held in lieu of its regular meeting. Examples of
a special meeting may include a family or spouse night llizsta of club officers, inter
club, etc. (6/91) (4/97)

344.4- Annual Meeting
Provisions for a clubés annual meeting are
Standard Form for Club Bylaws. (4/97)

345- CLUB MEETING ATTENDANCE AND PARTICIPATION RULES

345.1- Meeting Attendance Requirements
To receive credit for attendance at a meeting, the member must be present for at least 60
percent of the time scheduled for sunbeting. Attendance by proxy is not permitted. 6/91)

345.2- Club Meeting Participation Credit Opportunities
One member participation credit shall be given for personal attendance at the following
meetings or activities during the calendar month or seven (7) days immediately preceding or
following the month that a club meeting is missed: (6/91) (4/00)
A. A regular meeting of any Kiwanis club. (6/91) (9/99)
B. A round table meeting. (6/91) (4/97)
C. A special meeting of a Kiwanis club. (6/91) (4/97)
D

. Aregular meeting of the member's club board cdatwrs. (6/91) (4/99)

m

A regular, scheduled meeting of a formally
(4/99)

F. Participation in a club approved service project. (Maximum of one credit per day per
service project.) (6/91) (4/99)

G. Attendance at amternational, district, or division convention, conference, or formally
scheduled meeting. (Maximum of one credit per convention, conference, or meeting,
regardless of length.) (6/91) (4/99)

H. Attendance at an International or district board meeting.xif}an of one credit per
meeting, regardless of length.) (6/91) (4/99)

I.  Absence from a regular club meeting as a result of travel to or from the International or
district convention or conference (travel must be within seven (7) days before and/or
after the convention or conference). (6/91) (4/99)

J. Attendance at any club function for Kiwanians and their families designed to improve
health, welfare, morale, and espirit de corps (club dinners, picnics, birthday parties,
outings, etc.) (Maximum of one creger month.) (6/91) (4/99)

K. Attendance at any club sponsored programs board meeting, regular meeting, or
sponsored programs service project. (4/99)
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L. A visit to the Kiwanis International Office, a Regional Service Center, or a district office.
(Maximum d one credit per quarter). (6/91) (4/99)

M. One credit shall be given for each regular meeting missed as a result of performing jury
duty. (6/91) (4/99)

345.3- Monthly Attendance Credit Calculation

A. Basis and Frequency:Attendance credits for a club mbeer shall be determined
monthly, and shall be based on the number of member attendance credits compared to
the number of regular meetings the club has that month. (2/96)

B. Limit: A member's attendance credits shall not exceed the number of regular club
meetings for that month. (6/91) (2/96)

C. Membership Class: The percentage of the club's monthly attendance is based solely on
the total number of active members of a club. Honorary, seniorivdieged members
or guests, whether members of Kiwanis or not, are not included. (6/91)

D. Calculation Process: To figure the percentage of attendance for a given month,
determine the total number of attendance credits for active members as provided in thi
procedure and divide that number by the total number of active members on the club
roster for each of the regular club meetings during the given month. (6/91)

Example: Assume that a club with 50 active members meets weekly on Wednesdays,
that there a four Wednesdays during the month, and that the attendance credits are as
follows: (6/91) (10/96)

30 members each with 4 (or more) credits = 120 credits*
10 members each with 3 credits = 30 credits

5 members each with 2 credits = 10 credits

4 membes each with 1 credit = 4 credits

1 member with no credits = 0 credits
Total Club Attendance Credits = 164

Total Possible Attendance Credits (50 X 4) = 200
Monthly Percentage (164/200) = 82 percent
*Maximum allowable (6/91)

345.4- Leave of Absence

A. Dues Requirement: A leave of absence excuses a member from attendance
requirements but does not eliminate the dues required for membership. (6/9

B. Conditions: Upon formal request and by a vote of titirds (2/3) of the entire board of
directors, a member may be granted a leave of absence for a period of not less than thirty
(30) days but not exceeding six (6) months for conditions as follows:

1. When confining illness will prevent attendance; (1980)

2. When special and/or temporary business conditions, professional assignments, or
travel will prevent regular attendance; (1980)
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3. When military service removes a member beyond his/her own club ared) (198

Such leaves of absence may be renewed for additioralaikh periods during the time
that such conditions exist. (6/91)

C. Member Moving: Upon formal request, and by a vote of tthards (2/3) of the entire
boad of directors, a leave of absence may be granted when members move their
residence and/or community interests beyond the club area. This leave of absence
provides the member an opportunity to become affiliated with another Kiwanis club in
the new locatin while retaining membership in the present club. Kiwanis clubs are
urged to use such leaves of absence to retain members in Kiwanis. Such leaves of
absence terminate when the member affiliates with another club or at the end-of a one
year period fromtte time the leave of absence is granted, whichever is earlier. (6/91)

D. Member Serving in a Legislative Capacity: Kiwanians senng in a state, provincial,
national, or comparable legislative capacity, while attending legislative sessions or
meetings, shall not be subject to the attendance requirements of active members and shall
remain in the good standing of their club while raimgsuch legislative services. No
attendance credit shall be given to the member serving in such capacity, and for club
attendance reporting purposes as provided in this procedure, the member shall be
considered as having a leave of absence. (6/91)

3455 - Perfect Attendance Tabs
Attendance tabs denote years of perfect attendance rather than consecutive years of perfect
attendance.

Upon completion of any twelve consecutivenths of perfect attendance, an appropriate
attendance tab should be presented by the club to its member. (6/91)

For perfect attendance tab purposes, the member has the opportunity of making up the
number of leave of absence meetings either beforelsaeh takes effect or upon

resumption of attendance at club meetings for a period equal to the leave of absence.
Otherwise, perfect attendance tabulations resume at the end of the leave of absence without
loss of weeks already accumulated. (6/91) (4/01)

345.6- Certificate of Attendance
A visiting Kiwanis member should be given a certificate of attendance, signed by the club
secretary. To receive an attendance credit for visiting another Kiwanis club, the Kiwanis
member should present to the membetlb slecretary a signed certificate or other proof of
attendance. The responsibility for obtaining such a certificate rests with the visiting club
members themselves. (6/91)

346-3491 Vacant

CLUB FINANCIAL MATTERS
350- CLUB FUNDS

Kiwanis clubs must handle their funds in a busidégsmanner and must segregate their
administrative and community service funds. Persons handling club funds should be bonded. (5/93)
(4/97)
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351- BUDGETS AND FINANCIAL REPORTS

Prior to October 1, annually, the club board of directors must adopt administrative and service
budgets for the following administrative year. During the year, at the club's monthly board of
directors neetings, timely and complete financial reports should be presented by the treasurer. These
financial reports must be reviewed by the club board of directors and accepted, subject to audit.
(5/93) (4/97)

352- FUND-RAISING ACTIVITIES

For information about:

e FundRaising Area, see Policy D.4.b.

¢ Funds other than membership fees and dues for administrative purposes, see Standard Form for
Club Bylaws.

¢ Drawings at club meetings, see Interpretations of the Intenad Bylaws regarding "Raffles and
Drawings." (10/95)

353- ANNUAL AUDIT

A club's books of account shall be audited at least once each year. The auditors shall be named by
the board of directors. €8 Standard Form for Club Bylaws.) (5/93)

354- CLUB PAYMENTS TO KIWANIS INTERNATIONAL

354.1- Bank Accounts
All clubs shall make every effort to submit payment to Kiwanis International directly. In
countries where monetary policies do not permit direct payments to Kiwanis International,
the Executive Direabr may open a bank account in the name and ownership of Kiwanis
International for the collection and transmittal of dues and other funds, and the responsibility
shall be assumed by the following: (1980)
A. In districted areas, unless a fiscal agent is appdiby theExecutive Directarthe

district governor. (4/86)

B. In nondistricted areas, the ranking officer appointed byettexutive Directar (1980)

354.2- Fiscal Agent
Fiscal agents must submit financial reports to Kiwanis International by the fiftdan of
the following month. (6/85) (4/97)
355- CURRENCIES
Payment of amounts due to Kiwanis International shall heenin United States currency, or in other
currencies approved by the International Board. For the amount payable in other currencies, see
Procedure 781 Currency Exchange Rates for Payment of Accounts. (10/90)

Approved currencies are the United Statekar, the Canadian dollar, and the European euro. (7/98)

Clubs located in restricted currency countries shall deposit funds payable to Kiwanis International
with the approved fiscal agent or directly in the Kiwanis bank account. (10/90)

356-359- Vacant
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CLUB STATUS

360- CLUB STATUS

360.1- Requirements for "In Good Standing" Status
To be "in good standing," a Kiwanis club must comply with the Essential Actions of a
Kiwanis club as defined by the International Board, which are as follows: ({280)

A.

Comply with all the provisions of the Bylaws, Policies, and Procedirkavanis
International, its district, and its federation (if any). (1/00)

Comply with the current Standard Form for Club Bylaws, modified as approved by the
International Board of Trustees. (1/00)

Implement community service projects, including thded support Young Children:
Priority One and district goals for the Worldwide Service Project (if any). (1/00)

Sponsor or support a-Kids club, Builders Club, Key Club, Circle K club, or Kiwanis
Junior club (where possible). (1/00)

Maintain an active, fivileged, and senior membership of not less than fifteen (15); set a
goal of a net increase of at least one (1) member per year; and stagguption
orientation and formal induction of new members. (1/00)

Pay dues, subscriptions, and other obligatimnKiwanis International, its district, and
its federation (if any), within ninety (90) days after such amounts are due. (1/00)

Meet at least twice monthly with a welanaged, informative, and fun club meeting
which contains an informative program gotlows a timed agenda. (1/00)

Schedule board meetings at least once a month. (1/00)

Monies received from fundaising projects in which the public participates, or from
members or others for the service activities sponsored by the club, shall betselgrega
from the administrative funds and shall be used only for charitable, educational,
religious, and eleemosynary activities. (1/00)

Complete the annual club organization, including the election and reporting of officers
and the appointment of committe€k/00)

Have all club officers participate in Club Officers Education. (1/00)

Participate in district and division activities, including the fulfilment of its club delegate
obligation to district conventions. (1/00)

. File all reports as required by Kiwi International and by the district and federation (if

any). (1/00)
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360.2- Clubs on Probation

A. Conditions: A district or federation (if any) board of trustees migce a club on
probation for a violation(s) of the essahtactions (provided in Procedure 360.1) for a
period not to exceed six (6) months. (1980) (10/98)

B. Notice: A written notice of the violation(s) and a copy of the findings and conditions to
be met to eliminate the probation must be sent to the clgsidprd, club secretary,
lieutenant governor, and tl&ecutive Directar (1980) (10/98)

C. Response:Such club will be given at least thirty (30) days to respond to such
violation(s) and may request a hearing on such violation(s) before the district or
federation (if any) board. (1980)

D. Extension: If the club makes partial improvements, the probation may be extended by
the district or federation (if any) board for up to two (2) additional periods, not to exceed
three (3) months each. (6/92) (1/99)

E. Charter Suspension or Revocationif the violation(s) have not been corrected by the
club within the probation period, the district or federation (if any) board shall
recommend to Kiwanis International the suspension or revocation of the club's charter,
or asprovided in the International Bylaws, the International Board may suspend or
revoke the clubds charter and/ or prevent t
(10/98)

F. Referral to International Board: At any time, the entire matter, together with a copy
of all proceedings, correspondence, aambmmendations may be referred by the club,
district, or federation (if any) board to the International Board, or the International Board
may initiate a review of such proceedings. (1980)

G.Return to Al n Go olfaté&y poimtdnithis groess Prioatd chaster
suspension or revocation, the club complies with the requirement, the violation of which
resulted in probation, then the club shal/l
shall be so notified by the district or federation. 9}/9

360.3 Clubs Not Current With Financial Obligations

A. Charter Suspension: When a club fails to pay its international, district, or federation
financial obligations exce@ty US$150 billed by and payable to Kiwanis International
within ninety (90) days after such amounts are due, the club shall be considered not
current with its financial obligations and placed on charter suspended status. (1980)
(10/04)

B. Club Delegate Representation Prohibited:A club not current with its financial
obligations or having outstanding dues obligations is not entitled to be represented b
delegates at any district, federation (if any), or International conference or convention.
(1980) (4/98)

C. Written Notice and Status Report: A notice of and reasons for not being current with
its financial obligations will be sent no later than one heddnd twenty (120) days
after the indebtedness is due to the last reported president and secretary of the club by the
Executive Directoor designee, and copies shall be sent to the district. (1980) (10/04)
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D. Charter Revocation: When a club fails to paits international, district, or federation
financial obligations billed by and payable to Kiwanis International within eight (8)
months after such amounts are due, under the International Bylaws, the club charter shall
be revoked at the next Kiwanis Imational Board meeting. Whenever the International
Board shall direct revocation of a club charter for nonpayment of financial obligations,
the clubds | ast reported president and sec
action by theExecutive Diectoror designee, and copies shall be sent to the district. The
clubb6s | ast reported president and secreta
pending charter revocation two (2) months prior to the charter revocation date. (1980)
(10/04)

E. Return to dAl n Go olfat&iy poimtdnithisgrocesS priarttolchsarter
revocation, the club pays its full indebtedness, the club shalltherebe ur ned t o A i |
standingod status a nlBxecstieaDirdctods designee. (@/99) i f i e d
(1/00)

3604 - Clubs At Risk for Low Membership

A. Conditions and Notice: Within thirty (30) days after the September 30 certified
membership is released, tBrecutive Directopr designee will notify each district of
the clubs in their district whose September 30 certified membership is fikémm (15).
Such clubs will be considered to be at risk. (5/94) (1/00)

B. Assistance: During the period a club is deemed to be at risk, Kiwanis International
and/or the district will provide membership development programs to assist the club in
the praess of increasing its membership to a level wherein the club can function fully
and fulfill its responsibilities of a club as required in the Essential Actions. (5/94) (1/99)

360.5- Notice to Clubs
A copy of Procedure 360Club Status shall be includén the annual club and district
officer's guidebooks and/or manuals. (1980) (10/98)

361- CLUB MERGER OR RESIGNATION

361.1- Merger of Clubs
For Kiwanis clubs to merge, both clubs must be free of indebtedness to Kiwanis International
and the district.New officers must be elected. The club must determine the day, time, and
place of club meetings, which charter will be retired, and which key number will be retained.
The club must also resolve the transfer of funds and the sponsorship of sponsgraT$ro
clubs. The club that is retiring its charter must dissolve its corporate status. (10/96)

When all administrative details are satidfi¢he other club charter may be retired by action
of theExecutive Directar (6/91) (10/96)

No new member fee will be charged for members of the club whose charter is being retired.
(6/91) (1/01)

361.2- Resignation of Club Charter
The necessary stefis resignation of the charter of a club are found in the International
Bylaws. (10/91)

See also Procedure 363.2lub Charter Reinstatement, after a club has resigned its charter
(or had its charter revoked). (1/99)
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362- CHARTER SUSPENSION

362.1- Charter Suspension
When a club charter has been suspended by the International Board, all of the club's rights
and privileges as a Kiwanis club cease during such period of suspension. The Board will
revoke the charter @ club that has had its charter suspended for more than eight (8) months
per Procedure 360.3.D. Upon written request of the district board of trustees, charter
revocation will be considered within the gnonth period. (6/91) (10/04)

362.2- Reactivation Meeting
In order for a club that has had its charter suspended to be restored to "in good standing"
status, a reactivation meeting must be held, cotedl by the lieutenant governor, an
appointed representative of Kiwanis International, or a current or past district officer. At that
meeting, the club roster must have a minimum of twenty (20) members, of which at least
fifteen (15) are in attendancé5/92) (10/96)

Following the reactivation meeting, the district and International Offices shall be provided
with a report which must be signed by the cluésjdent and secretary, to include: (1/86)
(2/93)

The date the meeting was held; (1980)

The names and addresses of the club president and secretary; (1980)

The names and addresses of its club members; (1/93)

The place, day, and time of its regular clubetivgs; and (1/93)

The day of its regular monthly board of directors' meeting. (1/93)

moowy

363- CHARTER REVOCATION

363.1- Charter Revocation
When a club charter has been revoked by the International Board (in accamitance
International Bylaws, Article 1V, Section 2), all of the club's rights and privileges as a
Kiwanis club are terminated and the club ceases to exist at that time and has no status at any
administrative level. The club continues in this status dwmgappeal as prescribed in the
International Bylaws. Upon the revocation of a club charter, the charter shall be sent to the
Executive Directar (6/91) (1/99)

363.2 Club Charter Reinstatement

The International Board may authorize reinstatement of a club which has resigned or had its

charter revoked, providing that: (1980)

A. The reinstatement charter fee of US$100 (as defined in the International Blytsnvs
been submitted. (6/91) (5/93)

B. A reorganization meeting has been conducted in conformity with the procedures set forth
for the organization of a new Kiwanis club. (1980)

C. The required forms have been completed and submitted to the International Offi

(1980)
D. All other financial obligations have been satisfied. (6/91)
Such c¢club shall be reinstated to Ain good st

3643691 Vacant
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INTERNATIONAL EXTENSION
370- PRIMARY THRUST OF INTERNATIONAL EXTENSION

The primary thrust of Kiwanis in international extension shall be to build new clubs in approved
areas and to strengthen existing clubs. (7/88)

371- WHERE CLUBS SHALL BE PERMITTED TO EXIST

Clubs shall be permitted to exist only in nations or geographic areas which permit individuals the
freedom of assembly, expression, and action necessary for a Kiwanis club to function in accordance
with the Bylaws, Blicies, and Procedures of Kiwanis International. (7/88)

Until such time as an authorized nation, part of a nation, or group of nations becomes a district in
formation, theExecutive Directoshall approve each prospective site prior to new club building

that area. This approval shall be based upon a reasonable expectation for the political, social, and
economic stability that would be required for compliance with this Procedure. (6/92)

(See also Procedure 376.0fficial List of Kiwanis Nations ad Nations Authorized for Extensien
Current Combined Listings.)

372- GUIDELINES FOR ORGANIZING THE FIRST CLUB IN A NEW COUNTRY
OR AREA

372.1- All Areas
The following guidelines are to be usetien consideration is given to establishing Kiwanis
in a new country or area. Individual circumstances may require some variances. These
guidelines are to be used to implement thedarge extension plan as approved by the
International Board. (7/88)

A. Assessment:A comprehensive assessment shall be completed by staff on any
prospective Kiwanis nation or area prior to final International Board review, including
determination of the following: growth potential, political climate, monetary policy,
econanic factors, geographic location, language, cultural factors, proximity to existing
Kiwanis clubs, communications and education factors, presence of other service clubs,
availability of qualified new club building representatives, and ability of Kiwanis
International and/or a district to service the club. (7/88) (1/98)

B. Compliance: There must be compliance with all new club building requirements as set
forth elsewhere in these Procedures. (6/91)

C. Currency: The currency situation in any new country agamust be such that dues
and other funds can be forwarded to the International Office without undue difficulty, or,
if this is not possible, that: (1) Kiwanis can maintain a bank account in its own name in
that country or area controlled by a fiscal agenprovided in Procedure 374.Glub
Payments; and (2) a plan has been prepared by staff showing how the deposited funds
can be utilized by Kiwanis International. (See also Procedure 3D&gosit of Funds.)
(5/83) (7/88)

D. Economy: Kiwanis clubs shihbe organized only in those countries or areas in which
the economy provides enough income to afford membership in a service club and a
sufficient number of business and professional persons to support the five Kiwanis clubs
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specified in Procedure 3722. (5/83)
(See also Procedure 378lew Club Building in International Extension Areas.)
372.2- Special Criteria for Nondistricted Areas

A. Visitation: A prospective Kiwanis nation or arelacsild be visited by a member of the
International Board or staff prior to Board authorization of extension. During this visit, a
meeting should be held with prospective members of the first club(s) to verify
information previously gathered on the prospechation or area and to ensure that the
responsibilities of Kiwanis membership are fully understood. (7/88)

B. Growth Potential: There should be at least five (5) communities of sufficient size for
additional clubs to be organized in the general areécimity in which the first club in a
new Kiwanis country or area is to be organized. (5/83) (7/88)

373- NEW CLUB BUILDING IN INTERNATIONAL EXTENSION AREAS

373.1- General
There must be compliance with all new club building requirements as set forth elsewhere in
these procedures. See Procedures 301 through 311 regarding club organization. (6/91)

373.2- Organization
Clubs shall be @yanized by an official representative of Kiwanis International. (1980) (1/98)

373.3- Coordination of Activities
New Club Building activities shall be coordinated by districts in districted areas and by the
International Office in nondistricted aread.980)

373.4- Sponsorship
New clubs in international extension areas may be sponsored by clubs in any country or area
which fulfill the responsibilities of new club sponsorship. (1980)

373.5- Membership in First Club in a New Country or Area
Two-thirds (2/3) of the members of the first club in a new country or area should be citizens
or permanent residents of that country or area in which the club is being formed. (1980)
(4/97)

373.6- Kiwanis Literature
Every extension club should be furnished wiétsilo club organization, operation, and service
literature as determined by the International Board. When practical, such literature and
material should be translated into the primary native language. (1980)

374- FINANCIAL MATTERS IN INTERNATIONAL EXTENS |ION AREAS
374.1- Bank Accounts for New Clubs in New Nations

A. Responsibility: When a new club is built in a new Kiwanis nation, it shall be the
responsibility of the sponsog club or clubs to assure payment of financial obligations
to Kiwanis International until such time as proper banking arrangements are made. It
shall also be the responsibility of the sponsoring club to assist Kiwanis International in
opening a bank aoant in the name of Kiwanis International in the city in which the
club is located. This account shall be the designated account into which the club shall
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make all payments to Kiwanis International. (10/91) (10/96)

B. Currency Restrictions: In the eventhie new club is in a country that has currency
restrictions, the sponsoring club or clubs shall also be responsible for assisting Kiwanis
International with opening a bank account in United States dollars (euros in Europe).
(10/91) (9/99)

If a bank accouncannot be opened in US dollars or European euros, an account should
be opened in currency of the country involved. (10/91) (9/99)

374.2- Deposit of Funds
All funds paid by each club shall be deposited in the name and to the credit of Kiwanis
Internatonal, or its designated agent, as approved bixeeutive Directar (1980) (10/96)

374.3- Club Payments
Club payments to Kiwanis International shall be made in an approved currency on the basis
of the United States dollar exchange rate. Where théemoannot be transferred to a
United States depository, they shall be collected by a fiscal agent selected and approved by
the Executive Directoand deposited in the country of origin in an approved depository.
(1980) (10/96)

375- LEADERSHIP EDUCATION IN INTERNATIONAL EXTENSION AREAS

375.1- Program Content
Leadership education programs shall encompass both administration and Kiwaijéesrinc
and objectives. (1980)

375.2- Nondistricted Areas
In nondistricted areas, the leadership education of the officers and members of a club shall be
the responsibility of the International Board or its designated representative. (1980)

376- OFFICI AL LIST OF KIWANIS NATIONS AND NATIONS AUTHORIZED FOR
EXTENSION

376.1- Combined Listings
The list of "Nations Authorized for Extension" and the "Official List of Kiwanis Nations" are
combined in one listing, as shown below. All nations appearing on the list are authorized for
extension, while only nations with one or more active clubg laavasterisk following their
name. (6/92)

376.2- Nations Authorized for Extension
Nations Authorized for Extension will be composed of:

A. All current and past Kiwanis nations in which growth activity may occur without prior
reauthorization of extensidyy the International Board. (6/92)

B. Additional nations which the International Board may have authorized for extension, but
in which an active club has yet to be organized. A past nation may be specifically
excluded by the Board from further extensiotivdty and removed from this list. (6/92)

C. Additional nations which the International
behalf when the Board is not in session and when a viable plan is provided for extension
into said nation. (1/98)
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376.3- Adding or Deleting Nations from Combined Listings
A nation will be added to the Official List of Kiwanis Nations at the time the first club is
organized in that nation, in accordance with Procedures 370 through 373, and an asterisk will
be placed next to thaation's name to designate that at least one active club currently exists.
(6/90)

A nation will be deleted from the Official List of Kiwanis Nations ninety (90) days following
approval of charter revocation of the last club in that nation by the IttarabBoard. This

will be reflected by removing the asterisk from next to the nation's name. (The nation's hame
will normally remain on the list of Nations Authorized for Extension unless specifically
removed by the Board.) (6/92)

(PROCEDURE 376 ONTINUED ON NEXT PAGE)
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376.4- Current Combined Listings
Following is the (combined) current list of Nations Authorized for Extension and the Official
List of Kiwanis Nations (as of April 2007): (04/07)

1. Albania* 48. Grenada 94. Papua New Guinea
2. Algeria 49. Guadeloupe* 95.Peopl eds Republii
3. Andorra 50. Guam* 96. Peru*
4. Antigua and Barbda* 51. Guatemala* 97. Philippines*
5. Argentina 52. Guyana 98. Poland*
6. Armenia 53. Haiti 99. Portugal*
7. Aruba* 54. Honduras 100. Puerto Rico*
8. Australia* 55. Hong Kong* 101. Republic of China (Taiwan)*
9. Austria* 56. Hungary* 102. Romania*
10. Azerbaijan 57. Iceland* 103. Russa
11. Bahamas* 58. India* 104. St. Kitts & Nevis*
12. Bangladesh* 59. Indonesia* 105. St. Lucia*
13. Barbados* 60. Ireland 106. St. Vincent & The
14. Belarus 61. Israel Grenadines*
15. Belgium* 62. ltaly* 107. San Marino*
16. Belize 63. Jamaica* 108. Senegal
17. Bermuda* 64. Japan* 109. Singapore*
18. Bolivia 65. Jordan 110. Slovakia*
19. Brazil* 66. Kazakhstan 111. Slovenia
20. Bulgaria 67. Kenya* 112. South Africa
21. Cameroon 68. Korea (South Korea)* 113. Spain*
22. Canada* 69. Kyrgystan 114. Sri Lanka*
23. Cayman Islands* 70. Latvia 115. Suriname*
24. Chile 71. Liberia 116. Sweden*
25. Colombia* 72. Liechtenstein* 117. Switzerland*
26. Comoros 73. Lithuania 118. Tajikistan
27. Coda Rica* 74. Luxemburg* 119. Thailand
28.Cot e dol voi r e 75 Macedonia(Republic of) 120. Trinidad and Tbago*
29. Croatia 76. Malaysia* 121. Tunisia*
30. Czech Republic* 77. Malta 122. Turkey*
31. Denmark 78. Martinique* 123. Turkmenistan
32. Dominica 79. Mexico* 124. Turks and Caicos Islands*
33. Dominican Republic 80. Micronesia, Federated 125. Ukraine
34. Ecuador* States of 126. United Kingdom*
35. Egypt 81. Moldova 127. United States*
36. El Salvador* 82. Monaco* 128. Uruguay
37. Estonia* 83. Morocco 129. Uzbekistan
38. Faroe Islands* 84. Netherlands* 130. Vanuatu*
39. Fiji 85. Netherlands Antilles* 131. Venezuela*
40. Finland* 86. New Caledoma* 132. Yugoslavia, Federal
41. France* 87. New Zealand* Republic of (Serbia &
42. French Guiana* 88. Nicaragua Montenegro)
43. French Polynesia* 89. Nigeria*
44. Georgia* 90. Northern Mariana Islands  (list revised 04/07)
45. Germany* 91. Norway*
46. Ghana* 92. Pakistan*
47. Greece 93. Panama*

* Denotes at least one currently active club
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377-379- Vacant

CLUBS - MISCELLANEOUS
380- CLUB FOUNDATIONS

380.1- Incorporation

The establishment of a club foundation is subject to pipecwal of the International Board.
(6/91)

The foundation must be incorporated, and its articles must provide a definite commitment of
its funds for charitable, educational, eleemosynary, and/or scientific use. (6/91)

The articles of incorporation sharovide that the members, officers, directors, and trustees
of the foundation shall be active, senior, or privileged members of the sponsoring Kiwanis
club. (6/91)

380.2- Name
The foundation name must include the name of the sponsoring Kiwanis(6IQt) (9/00)

380.3- Agreement
Either the articles of incorporation or an agreement executed between the foundation and
Kiwanis International must provide that: (6/91)

A. The foundation and its members will at all times be governed by the Bylaws, Rolicies
and Procedures of Kiwanis International as adopted or amended. (6/91)

B. The foundation will comply with all such conditions and requirements that Kiwanis
International may prescribe. (6/91)

C. No amendments to the articles or any bylaws of the foundsttiathbe made without the
consent of the International Board. (6/91)

D. Foundations sponsored by Kiwanis groups shall sign agreements similar to those signed
by clubs, providing that, whenever requested by the International Board, the corporation
shall dssolve or change its form of organization, and they shall not be required to
include such provision in the Articles of Incorporation. (1980)

381- CLUB ANNIVERSARIES

381.1- Date
The club shall use thiate of its organization as its annual anniversary date. (6/91)

381.2- Observance
Clubs shall be urged to celebrate each of the anniversaries of their formation, and special
preparations should be made for the observance of anniversaries divisivie (%).f
Advantage should be taken of these occasions to give proper publicity on television, radio,
and in the local press to the contributions of the clubs to the community. (1980)
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381.3- Recognition

A letter over the signature of the InternatioRaésident shall be sent to clubs celebrating
their first and fifth anniversaries and every fifth anniversary thereafter. Clubs celebrating
their twentyfifth anniversary and every fifth anniversary thereafter shall be given
appropriate recognition on th@wanis International Web site. (1980) (4/03)

382- CLUB ADMINISTRATIVE SECRETARY

An employed assistant in the office of a club secretary may have the title of administraitarge
(See also Procedure 268ouncil of Administrative Secretaries.) (1980)

383- CLUB ITEMS LOST IN A CATASTROPHE

3831 - Replacement Items at No Charge

Upon notification of a loss in a fire, flood, or other catastrophe, the International Office will
offer the club free of charge: (1980) (10/96)

Charter replacemenibne per club (1980)

Club Banner one per club (1980)

Gong- one per club (1980)

Gavel and gavel bandne per club (1980)

Songbooks: words onkone per member; words and mus@ne per club (1980)

moowy

383.2- Discount of Other Replacement Items

Upon notification of such a loss, the International Officd alibw a club a 25 percent
discount on all replacement items not listed above and purchased within six months of such
occurrence. (1980) (10/96)

383.3- Club Status

To receive the replacement items and discount listed above, a club must be cureent on it
financial obligations. (See Procedure 3@lub Status). (1980)

384- DUES WAIVER FOR CLUB THAT ACHIEVE NET GROWTH OF 25%

The following procedure applies for dues relief to clubs that achieve 25% or more net growth (as
provided in the Internation&ylaws): (10/06)

A.

B.

The starting date is September 30, 2006, and the first measurement date is September 30, 2007.
(10/06)

The ending membership count in one year is the beginning membership counbitotiiad

year. (10/06)

All clubs worldwide are eligible. (10/06)

This is based upon active members in the club as of measurement dates (September 30) as
determined by Kiwanis International and reported to the District Offices. (10/06)

Merged clubs areat eligible in the year of merger. (10/06)

Only clubs on active status at the end of the measurement year are eligible. (10/06)

. Clubs on the following status at the end of the measurement year (September 30) are not eligible:

Charter Suspended Notice, &ter Suspended, Pending Revocation, Charter Revoked, and
Charter Suspended by District. (10/06)

All club dues and fees must be paid as of the end of the measurement year (September 30),
including all new member fees, to be eligible. (10/06)

New clubs ag eligible in the year organized, using the clubs organizational date as the start date.
(10/06)
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J. All clubs must pay their current year dues by the due date of their respective annual dues billing
period (for US/Canada district clubs) or within 90 daythefdate of being invoiced (for clubs
outside the US/Canada be eligible. (10/06)

K. Refunds will be sent to eligible clubs within 120 days of the end of year measurement date.
Kiwanis International will determine the method of refund. (10/06)

385-399- Vacant
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KIWANIS INTERNATIONAL PROCEDURES

SECTION 400: SERVICE

((This sectionevisedper K.I.Board Action as ofpril 2011

SERVICE PROJECTS

400- DEFINITION OF A SERVICE PROJECT

A service project is an activity consistent with the Objects, objectives, and Policies of Kiwanis
International, devised or planned by a Kiwanis club or a club committee, and performed by club
members for the benefit of others. (1980) (10/96)

401- COMMUNITY SERVICE ACTIVITY
401.1- Guidelines for Community Service Activities

A. Endorsements: A Kiwanis club should not make a practice of endorsing projects, no
matter how meritorious, unless the club is willing and are@ to assume its full share of
the responsibility for the accomplishment of that which it endorses. (5/93)

B. Duplication A Kiwanis club should not assume the functions or responsibilities of a
chamber of commerce or board of trade. The Kiwanis clutKamdnians, individually,

are encouraged to be active members of such organizations, as they do provide for the
betterment of their community. (5/93)

C. Cooperation: In selecting its community service activities, a Kiwanis club should
cooperate with exigtig organizations rather than create a new one, unless existing
organizations are unable to accomplish the intended purposes and objectives. (5/93)

D. Nature: Community service activities requiring Kiwanis members' time and effort are
more in accord with Kizanis service ideals than activities requiring only that the club
make a monetary contribution. (1980) (10/96)

401.2- Service Projects That Take More Than One Year to Complete
The current club board of directors cannot bind future boards. If a clblkesvis undertake a
project that will continue beyond one administrative year, two (2) weeks' written notice of a
vote on said project must be sent to the club membership prior to the voting. An affirmative
vote of the club membership commits the entitdcincluding succeeding boards of

directors, to continue the project until it is completed, or until the club membership reverses
its original action. (5/93)

401.3- Annual Service Goals and Objecties
The development of worldwide understanding, friendship, peace and goodwill, and the
betterment of mankind are specific objectives of Kiwanis service. Clubs will investigate the
needs of their communities and develop appropriate service projects tthoseeheeds.
Any identified need merits consideration; however, clubs will give first consideration to
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three service areas: sponsored programs, Young Children: Priority One, and services to
youth. (5/93) (4/97)

402- SUPPORT FROM KIWANIS INTERNATIONAL FOR CLUB SERVICE ACTIVITIES

402.1- Responsibilities of Kiwanis International
Kiwanis International has a responsibility to encourage aidkegts clubs in developing
effective service projects. Its primary responsibility is to provide clubs with methods and
materials for identifying the greatest needs within their communities and responding with
projects that address those needs. (5/96)

To assist clubs in developing projects that address common needs, Kiwanis International
provides lists of project ideas, success stories from clubs, sources of additional information,
and contact information on other organizations. The project ideasaffethese forms

come from clubs, other organizations, and staff research. Staff provides this ongoing
support, consulting with International Committees when possible. (5/96)

402.2- Criteria for Development of Service Bulletins
For some project ideaKiwanis International offers an additional level of support: a service
bulletin and support materials that provide a $testep explanation of how to implement
the project. Service bulletins are developed for projects that meet the following criteria
(5/96)
The project meets a widespread need that clubs can effectively address. (5/96)
Clubs are interested in this project. (5/96)
The project is the most effective way for a club to have an impact on the (t@6)
There is greater PR value or potential to attract members through this service effort than
through typical club projects. (5/96)
Support of this project would not have a negative impact on current service initiatives.
(5/96)

CoOow>
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402.3- Impetus for Development of a Service Bulletin

New service bulletins are developed by staff when one of the following events occurs:

(5/96)

A. The International Board requests that a bulletin be developed. (5/96)

B. Staff identifies a need of increasing importance thdiscin at least 20 percentthe
districts in aregion want to address. (5/96)

C. Staff identifies a project implemented by at least two percent of all clubs, and the project
appears to have potential for additional support in at least 20 pefd¢batdstricts in a
region. (5/96)

402.4- Use and Distribution of Service Bulletins
Service bulletins are distributed to clubs for guidance in developing projects. Clubs are not
required to follow the directions in service bulletins or to create projectfiyehke the ones
described. If the resulting projects effectively address needs, the bulletins are successful.
(5/96)

A current list of service bulletins is maintained by Ehescutive Directoor designee. (5/96)

Service bulletins are maintained Bominimum of three years. After that point, a bulletin

may be eliminated if the project it describes fails two of three tests: (5/96)

A. The project is currently implemented by less than five percent of all clubs. (5/96)

B. An International Committee and #tpudge it to have little impact and not merit
promotion. (5/96)
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