Kiwanis International Policies

KIWANIS INTERNATIONAL POLICIES

(This sectionevised per K. Board Action as o§une2010

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)

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

B. INTERNATIONAL ADMINISTRATIO N

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

2. Vision Statement

Kiwanis, a million members strong by our f08nniversary in 2015, will be the most effective
adult and youth vainteer service organization worldwide. (4/98) (05/05)

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

3. International Board

a. Internatio nal Board: The International Board shall define the organizational policies and
procedures and shall have full administrative authority in all matters of Kiwanis International,
including Executive Directopbversight responsibilities. (International BykawArticle 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: The Executive Directoshall be the chief 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
organizationo6s performance t hre®oaghworkingl of
solely on behalf of the membership, is to assure that Kiwanis International achieves its
strategic objectives. (1/08)
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e. Governing Style: The Board will govern with an emphasis on:
(1) Outward vision,
(2) Encouragement of diversity of vipoints,
(3) Strategic leadership more than its own administrative detail,
(4) Clear distinction of Board arteikecutive Directoroles,
(5) Collective rather than individual decisions,
(6) The future rather than the past or present;
(7) Proactive rathethan reactive; and
(8) Open, efficient, and productive meetings.
(1/08)

f. Code of Conduct

The Board commits itself and its individual members to ethical, businesslike and lawful
conduct, including proper use of authority and appropriate decorum wiieg a€ Board
members. (1/08)

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

Board Member sé i nt eress, ortothep entitiesimushrecogmize these b | i ¢ ,
limitations as well as the ineligibility of any Board member 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 commentsuld be perceived to be statements of the Board as a whole

or to otherwise carry official weight. (1/08)

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

Board Members will maintain theonfidentiality 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 be followed 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 Bylaws. (5/83)

c. Budgetary Controls: Kiwanis International will control its finances throughadequate
budget system, and financial matters will be conducted on sound, conservative principles. The
annual budgets for operations and capital expenditures shall be approved by the International
Board. (5/83)
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d. Reserves: Adequate operating and special reserves will be 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 the annual 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 infotioaand fees shall
be the Kiwanis International Convention registration form or an identical copy thereof. (1/93)

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

KiwaNis Magazine

The officid publication of Kiwanis International shall bew&nis magazine. Kvanis magazine

will include articles of general public interest and articles promoting the purposes and objectives of
Kiwanis International. All advertising must meet the standardsles$tat by the International

Board. (5/83)

Language

a. Printed Materials: English shall be the official language of Kiwanis International for
literature, printed materials, and communications to all clubs. The International Bgard ma
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 simultaniedeipretations provided
into other languages as required. (5/89)

Equal Employment Opportunity
No employee or applicant will be discriminated 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 B(ld&Y.)

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

Risk Management Program

It is Kiwanis International's mission to provide a Risk Management Program to its affiliate
orgarizations, members, and volunteers with comprehensive insurance protection to enable
continued 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 comprehensive 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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c. Educate Kiwanis club members abthet proper methods of preventing and controlling losses.
(2/95)

d. Monitor the program closely 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 covereshtbgrstinsurance by
building a "reserve" fund over time. (2/95)

11. 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 committdidle serving in office:(4/10)

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

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

c. Creating a hostile 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 raodgr, 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 standardsastiotegrity, objectivity,
accountability, openness, and honegty10)

12. Conduct Unbecoming a Member of the Kiwanis Family

AfiConduct unbecoming a member of the Kiwanis a
Club, Builders Club, KKids, and AktionClub), is defined as any conduct that: (1/00)
a. isincompatible with the best interests of the 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 Aconduct unbe
in disciplinary action against the offending member. Disciplinary action can result in a private
reprimand, a public reprimand, or dismissal fromdfganization. A private reprimand is
communi cated to the individual violating the i
requires notification of the district board or district governor of the individual violating the
ficonduct pebatyméandi semmoval from the member 6s

Any individual receiving written 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
her defense. The appropriate ruling body shall hear the evidence and determine what sanction, if
any, shall be imposed, and such decision shall be final. (1/00)

13. Conflict of Interest

In order to protect its interests as a-&xempt organization, Kianis International, when
contemplating a transaction or arrangement that might benefit the private interest of or that might
result in a possible excess benefit transaction for an International Officer (Kiwanis International
Board Members and Governors)amember of a committee with Boadlegated

responsibilities or powers, Kiwanis International shall exercise due diligence to assure no conflict
of interest exists and/or it shall take appropriate disciplinary and corrective action, as defined in
procedire, if, upon investigation, a conflict of interest is determined to exist. This policy and
accompanying procedure is intended to supplement, but not replace, any state and federal laws
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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 Kiwanis International
for themselves, immediate family members, or associates and must wait for three years after most
recently serving in office to apply for employment for amydpservice within Kiwanis

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

Criminal History Background Checks for Specified Officers and Candidates

EFFECTIVE OCTOBER 1, 2010:

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
candidates for offices in direct line of succession to Governor (all hereafter referred to as
Aspecified officed or s pdkistofybakground chaclcasr 0 ) ,
part of the eligibility criteria to hold that office. Successful completion of the background check
(a fAclear checko) is based on verification t
similar thereto have been datened for that person. A clear check is necessary to be an eligible
candidate for a specified office and thus must be completed before the candidate elections are
held. (4/10)

Kiwanis International recognizes only its own criminal history backgrourdicprocess as

valid. All background checks shall be reviewed and evaluated by the Executive Director or
designee based on criteria stated in Procedure, and the International Board shall only be advised
if a check indicates a problem or concern that mguire further investigation or disciplinary

action. (4/10)

Any officer or candidate subject to disciplinary action by the International Board shall have the
right to appeal such action as detailed in Procedure. The International Board shall have final
auhority on the matter(4/10)

Background checks are valid for a period of two years. All current and incoming specified
officers and candidates for such offices who have not had a clear criminal history background
check conducted and verified by Kiwamithin the past two years are subject to a new check.
(4/10)

(See also Procedure 197, which covers: Responsibility for Cost; Convictions Within the Last 10
Years That Cause Ineligibility; Convictions at Any Time That Cause Ineligibility; Discipline; and
Appeals Process, as well as Procedure 127 which covers appointment of the Appeals
Committee.)

Accountability of Kiwanis International Officers

All Officers of Kiwanis International, which includes district governors, and all offices in direct
line of siccession to Governor are subject to the same ethical standards and disciplinary actions.
(4/10)
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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 receiveits 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 desigted to be used for charitable, educational, religious, or eleemosynary
purposes. (5/83)

3. Contributions to or Endorsements of Other Organizations
An appeal to Kiwanis International from charitable, educational, eleemosynary, or similar
organizations to solicit contributions, support, or endorsements from Kiwanis members or clubs
must ke approved by the International Board; however, a club or district may support or contribute
to a local request by a charitable, educational, eleemosynary, or similar organization. (5/83)

4. Use of Name or Emblem

a. International Board Authority: The officialemblem or insignia of Kiwanis and other
Kiwanis family registered marks shall be established by the International Board. The names,
emblems or insignias (or any facsimile) may not be used without the prior consent of the
Board, and permission may be gienhif the permitted use is appropriate to the purposes and
objectives of Kiwanis International. All 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 faristgned) marks
and are permitted to have the official emblems printed on stationery, bulletins, and other
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 forr@sfit o
fund-raiser, only if such merchandise is acquired from the Kiwanis International Merchandise
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 licensees shall 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 for use on recognition and award merchandise. (6/93)

e. Resporsibility for Protection: It is the responsibility of every Kiwanis entity and sponsored
program and every individual Kiwanian to assure that the official Kiwawised registered
marks continue to enjoy the respect Kiwanis International has earned @yesatis. Their
protection as registered marks from unauthorized use demands the highest priority. (1/92)
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5. Kiwanis International Foundation

a. Support to the Foundation: Kiwanis International shall encouragapport of the purposes
and objectives of and contributions to the Kiwanis International Foundation. (5/83)

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

c. Separate Corporation: While the Foundation was created to raise funds to support Kiwanis
related activities, the Foundation is a separate corporation. The Bylaws and Palicies of the
Foundation set faohn its purpose and determine the manner in which its Board and staff shall
function. (1980) (10/96)

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

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

No officer or board member of any foundation affiliated with Kiwanis International directly or
indirectly, shall, by virtue of his/her office, automatically become a member of any board or
other official body of Kiwanis International, astfiict, or a club. However, this shall not
prevent a dulelected officer of Kiwanis International 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 indectly affiliated with Kiwanis International. (1980) (10/96)

f. Joint Board Meeting: The Boards of 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 trustees of Kiwanis International and the Kiwanis International
Foundation, a Joint Committee shall be established and maintained, consisting of the Kiwanis
Internation&President, Immediate Past President, Presillut, and Vice President and the
Kiwanis International Foundation President, Immediate Past President, Pr&datnand
Treasurer.(6/10)

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

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

6. Alcoholic Beverages
Alcoholic beverages shall neither be served 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
nondistrcted 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 wbink Wen the presiding
officer calls the meeting to order and is concluded also by the presiding officer's order. (10/83)

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

D. DISTRICT AND 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 nisyutilized by the International Board to administer
a group of districts and/or nations. (5/83)

3. Regions

EFFECTIVE OCTOBER 1, 2010:
Kiwanis International is divided into seven fégions, further defined as follows:

¢ Africa: The continent of Africa

e AsiaePaci fic: The area generally considered to
the western Pacific Ocean, including the continent of Australia

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

Canada District

Europe: The area generally considered 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 of the United States, which includes the Pacific Northwest District.
(4/10)
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4, Clubs

a. Chartering: The granting of a charter to a club in Kiwanis Internationall slealinder the
control of the International Board. Each club must adopt the Standard Form for Club Bylaws,
modified only as approved by the Board. (5/83)

b. Incorporation: Every Kiwanis club kall be incorporated within one year following the
presentation of its charter if the incorporation 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, customs, 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 fre®m of assembly, expression, and action necessary for a
Kiwanis club to function in accordance with the Bylaws, and the Policies and Procedures of
Kiwanis International. Upon the approval of the International Board, Kiwanis may be
extended to new natioms areas. (5/83)

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 was organized. (5/83)
5. Fund Raising

a. Purpose: Monies received by Kiwanis clubs from funaising projects in which the public
participates or from members or others for service activities sponsored by the club shall be
segregated frm the administrative funds of the club and shall be used only for the charitable,
educational, religious, 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 clu
and district officers. A nonlicensee commercial organization, foundation, individual, Kiwanis
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 mesntiénin the district

without prior approval of the district board of trustees. For nondistricted areas, prior approval
must be obtained from the International Board. A Kiwanis club, Kiwanis club member, or
district shall not circularize for sale any gt or service, solicit funds, or promote any

program or project outside the district, or a nondistricted 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 aegip purpose. (5/83)
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6. Club or District Foundation
With the consent of the International Board, a 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 régibetg affiliate
members of Circle K International, using the name of theidlistr region in its name (which shall
be according to the following style: Circle K InternatiohngfName of district or region]). The
organization of Circle K clubs into a district or region requires approval of the Kiwanis
International Board of Truses. (1/02)

a.

Circle K International: The Kiwanis International Board controls and is respdadiy
Circle K International and shall counsel, direct, and exercise final authority over all Circle K
activities. (5/83)

Amendments to the Circle K International Bylaws: No amendments to the Bylaws of
Circle K International adopted by the delegates @frcle K International convention or by the
Circle K International Board shall become effective until approved by the Kiwanis
International Board. (5/90)

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

Amendments to the Circle K International Policy Code ad Board Procedures: No
amendment to the Circle K International Policy Code and Board Procedures adopted by the
Circle K International Board shall become effective until approved by the Kiwanis
International Board or its designee. Amendments approvétebyesignee shall be reported

to the Kiwanis International Board at its next meeting. (10/94) (4/08)

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

Administration and Service: The administration and service programs for Circle K on the
International, district, and dlevels shall comply with the Bylaws of Kiwanis International

and the Constitution of Circle K International 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 forritte® district
and shall counsel, direct, and exercise authority over all Circle K activity on the district level.
(5/83)

Clubs: Subject to policies and procedures approved by the school administrationathe loc
Circle K club is both an activity and the responsibility of its sponsoring Kiwanis club. (5/83)

Finance: Separate accounting records, bank accounts, and reserves will be maintained, a
separate budgets will be prepared for Circle K International. (5/83)
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h. Fund Raising: Subject to the approval of the Kiwanis district board of trustees and the Circle
K district board of trustees, chartered Girl clubs may participate in lotteries, raffles,
drawings, or other games of chance, provided they are 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 funrdhising activities. (5/83) (108)

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

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

2. Key Club International: Key Club International is an organization of Key Clubs primarily in
North America 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 séyidming affiliate
members of Key Club International, using the name of the district or region in its name (which
shall be according to the following style: Key Club InternatiGriflame of district or region]).
The organization of Key Clubs into &ttict 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
Club International and shall counsel, direct, and exercise final authority over all Key Club
activities. (5/83)

b. Amendments to the Key Club International Board Polties: No amendment to the Key
Club International Board Policies adopted by the Key Club International Board shall become
effective until approved by the Kiwanis International Board or its designee. Amendments
approved by the designee shall be reportetddd<iwanis International Board at its next
meeting. (10/94) (4/08)

Authority is vested in the 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 Kiwanisratiemal
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 KeydchiNity on the district level.
(5/83)

e. Clubs: Subject to policies and procedures approved by the school administration, the local
Key Club is both an activity and the responsibility of its sponsoring Kiwanis ¢f&/83)

f. Finance: Separate accounting records, bank accounts, and reserves will be maintained and
separate budgets will be prepared for Key Club International. (5/83)
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g. Fund Raising: Key Clubs shall not solicit or circularize Kiwanis clubs, Circle K clubs, or
other Key Clubs to augment their own furadsing activities. (5/83) (10/96)

All Key Club fundraising pans and activities shall be compatible with the school, campus,
and community policies and practices. (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 showlidlation occur, appropriate
disciplinary action will be taken. (5/83)

3. Other Local Level Sponsored Organizatios
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 copyighame

owned by Kiwanis International unless such organization is formed under and in accordance
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 afune2010

KIWANIS INTERNATIONAL BOARD

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

101- INTERNATIONAL BOARD MEETINGS
101.17 Board Meeting Agenda

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

Agenda items and other proposals should clarify options, offer questions to spur
discussion, indicate antpated costs, and note the Board policy or procedure involved.
These materials should be submitted with 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 esviat the beginning of each meeting, and the Board
will decide whether to add that item to the agenda. (1/08)

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

101.27 Advance Materials

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

101.3- Minutes
TheExecutive Directois responsible for keeping the minutes of the meetings of the
International Board. The minutskall contain all main 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 for accacy, corrected, and approved by vote at the next
meeting. (1/08)
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TheExecutive Directoshall send copies of the minutes of all International Board
meetings to all Board members, all Past International Presidents and, upon annual
request, one copy to @adistrict office. (1980) (1/08)

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 Meetingp to two days in advance 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 B OARD COMMITTEE RESPONSIBILITIES

102.1- Executive

102.21

102.3-

The Executive Committee will provide oversight and direction to all other Board Committees
and will assure the Board commitment to the Kiwanternational Sategic Plan. This
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 memberamipuding diversity oversight,

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, j@ks and procedures. (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 Eheecutive Committee shall 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. BExecutive Directoshall 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 sentixethdie
Directornot later than three (3) days prior to the date of the meeting to all members of the
International Board. (1/92) (7/07)

One Voice

The Board Committee on One Voice will work to establish Kiwanis as a powerful voice for
children and comunities worldwide. The committee will focus on the Kiwanis brand,
organizational communications and public relations, and the internal and external
communication vehicles of the organization. In addition, this committee will assure that the
service progams of Kiwanis International support the Kiwanis brand and contribute to our
ability to serve as an advocate for children and communities. The areas of concentration fo
this committee shall includgrass oot communications, web sites, partnerships,
communication vehicles, magazines, and Kiwanis One Day. (4/95) (6/08)

Audit and Finance

The Board Committee ofwdit andFinance will work to create the financial resources to
meet the goals, objectives, and strategies outlined in the stratagicAmditionally, the

Audit andFinance Committee is charged with reviewing all financial matters involving
Kiwanis International or any of its sponsored organizations, including budgets, requests for
overexpenditures, and alternative income. Specifictly committee shall oversaadrcial
oversight responsibility, financial goals, rdoes revenue reaion of future funding,
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corporatesponsorships, travel management, getdil/merchandise. (10/92) (08)

A. Budgets: Review the proposed Kiwanis Imt&ational, Key Club International, and
Circle K International budget assumptions and budgets for the next administrative year
and present them to the Board for final approval at the first Board Meeting of the
administrative year. (10/92) (4/04)

B. Expenditures: Review requests for budget overexpenditures and determine their overall
effect on Kiwanis finances, and the fund to be used if the Board approves the
recommendation. (10/92) (9/97)

C. Reports: At each meeting, analyze and report to the Board onuttnert financial
statements for Kiwanis, Key Club, and Circle K International and the variations from
budget. (5/93) (9/97)

102.4- Leadership Development

102.51

102.61

The Board Committee on Leadership Development will work to establish Kiwanis as a
premier provideof programs that develop competent, knowledgeable, and ethical youth and
adult leaders. This committee will concentrate on the education, training, and leadership
development programs offered by Kiwanis International incluBlimganis University. In

addition, this committee will provide strategic oversight for Circle K, Key Club, Builders and
Aktion Club, as well as Kiwanis International Convention. (10/92) (6/08)

Additionally, the Leadership Development Committee has the authority to approve Circle K
International and Key Club International policy and procedure changes between Kiwanis
International Board Meetings when the issues for consideration must be dealt with in a more
timely manner, with ratification to be made by the Kiwanis International Baaisl rzext

available meeting. (4/06)

Youth Programs

The Board Committee oviouth Programsvill work to support, enhance, and grow the

various Kiwanisbranded leadership development, character education, and service programs
for children, youth, ad young adults. This committee will explore opportunities to expand

the presence of these programs to all Kiwanis nations and strengthen the content of all
programming, including Bring Up Grades, Builders ClukKids, Key Club, Key Leader,

Terrific Kids, and Young Children: Priority One. (6/08)

Global Membership

The Board Committee on Global Membership will work to develop and implement
membership growth strategies to achieve the Kiwanis Internationahimne million
members New thinking new ideas, and new models will be necessary to meet and achieve
this vision. This committee will focus on global expansion strategies, new product
development, retention strategies, new club and new member support, and club growth.
Further, his commitee will assure that Kiwanis International and Kiwanis clubs reflect the
communities we serve by focusing on membership and leadership diversity. Areas of
concentratn for this committee include diversity, new clubs, club neddb,revitalization
and gowth, member retention, membership, CKI, Kiwanis Junior, and Aktion QIL6/07)
(6/08)

102.7- Review of Kiwanis Family Matters by All Board Committees

All Board Committees, with the exception of Executive, are additionally charged with
reviewing thePolicies, Procedures, systems, programs, and services of Kiwanis
International, Key Club International, Circle K International, Kiwanis Junior, and any other
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Kiwanis family organizations, which are relevant to each committee areas of concern. A
Board Comrittee 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)

102.8- Specid 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, study, or repois 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)

102.10- Past International President Counselos 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 recommendations of
Interndional 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. (5/93) (4/95)

103 - CONDUCT UNBECOMING AN INTERNATIONAL OFFICER

104171

Violation of the pol i canintradtionaOffinerd fmagn d lecstul un b enc
disciplinary action against the offending Kiwanian. Disciplinary action can result in a private
reprimand, a pulid reprimand, or dismissal from the organization. A private reprimand is

communi cated to the individual violating the #fc
requires notification of the district board or district governor of the individudled i ng t he fAco
policy. o Di s mirensl@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 against him @arkbe 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 financial decidibagole 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, lanhnis staff and
have the fdbwing responsibilities: (1/0§4/10)
e Repot directly to Board of Trustees
e Attend regular meetings of the Board of Trustees, the Audit & Finance Committee and
other meetings as directed
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e Provide advice to thAudit andFinance Committee

e The FA may assist the Board in communications with Staff ashepiendent 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 special stugh as assigned by the Audit & Finance Committee Chair and
prepare oral or written reports as required to the Committee or the Board

e The FAG6s primary contact wil!/ be the Chair
will be accessible by all members oétBoard
(1/06) (4/10)

104.2- Qualifications 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 acumen sufficienhtterstand 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 ords degr eiealentdegreec counti ng or eq
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 reporting
e Having thehighest integrity and ability to communicate the importance of fair a
accurate financial reporting
e Understanding of generalfccepted accounting principles
e Understanding of the proper control environment, internal controls and financial
reporting procdures 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
e Read and write English fluently
e Understanding of US accounting standardsd faniliarity 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 Accowamdrar Certified

ManagemenAccountanis 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 |larf@ 1poofit
organization

e Service as a chief financiafficer and / or treasurer of a business or largefoeprofit
organization

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

(1/06
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104.3- Selection Process
The FA should ban 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 the attributésediesc
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, consisting of four (4)mizers appointed by the President will be
responsible for interviewing the FA candi dat
will be asked to assist in the interview process prior to the final selection phase. The

selection committee would thenmmate a candidate for Board approval. Staff will assist to

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 Indianapolis rtre area would afford Kiwanis International savings in the
way of travel and expense reimbursemedf06)

105- COUNSELORS TO KEY CLUB AND CIRCLE K INTERNATIONAL BOARDS

105.1- Appointments
Annually, the International Presidelatect 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, respectively. These apoénts 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 board. (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 act as liaisdpetween 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
organizatioras 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: Communcate 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, direction, needs] challenges of the respective youth
organization. (1/93)
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106- PRESIDENTIAL VISITS
106.1- Rotation Schedule

A. Schedule: The International President shall visit a district or international @anehe
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 President's prexagathen 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 scheduled st 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 Convertion 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)

Kl Convention
(San Antmio)

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 inthe
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

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

3 districts in the

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 (eab 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 MissouriArkansas 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 WisconsinrUpper 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 Kwanis officials in nordistricted 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)

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

C. Planning: Whenever possiblea Pr esi dent s v i sclude meetingt he di
betweerthe President and Kiwanians, local/state/country business and political officials,
media, and religious officials where appropriate. (4/04)

D. Confirmation: TheExecutive Directoor designee will confirm with the district
goverrors, governorelect, and secretaries (or Kiwanis officials in fbstricted areas)
the date and place of the visit. (1980) (4/04)

106.3- Other Scheduling Information

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

B. 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)

C. 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- Assistancefrom 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 budget is furnishethe 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 President'ariguage, th&xecutive 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 | nternational President

A. Selection and Purchase:During the planning of presidential visits, tBgecutive
Directoror designee shall make recommendations to the ktienal 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 the status and pfic

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. Leqgislators, Mayors, drocal 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 States Departrh&tate. (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 Board Counselaaseassigned 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; hiegntify issues and concerns in the district and
resolve hem with a positive outcome; and connect the disith helpful resourcesBoard
members will be provided training and orientation to successfully fulfill their counseling
assignment(s)5/93) (6/10

B. Assignments: District assignments are made byetinternational Presidediesignate 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 board meetibg,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 distric{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) attending a pautar district function.(5/93) (7/07)
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G. Expenses:The transportation expense for the Counselor to attend district functions shall be
borne by Kiwanis International, up to a limit of three lowest available airfares per Board Member
per year The distrit should bear the cost of housing, meals, and other expenses related to the
Counselor's responsibilitie$5/93) (608)

H. Spouses:If invited by the district, gouses are welcome to attend district visits as part of district
counseling assignmenasid Kiwanis International shall pay the transportation expense (limit of
one trip per assigned distriat the lowest available airfgre(2/96) 6/10)

108- OFFICE EXPENSES FOR INTERNATIONAL BOARD MEMBERS

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

A. Office: The selectin 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 expenses such as telephone, postage, and supplies incidental to the
operation of anffice, 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 select a personal secretary in the President's
home area for the administrative yeaho 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 President for such secretarial costs. For tax
purposes, the President may wish for Kiwdnternational 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 the office of International Pregildent the
PresidenElect may select a persorsacretary in the Presideltect's home area for the
administrative year. The amount allocated in the budget may be used to reimburse the
Presidentlect for such secretarial costs. For tax purposes, the PreEiéehmay wish for
Kiwanis Internationato 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 allowed to the Immediate Past
International President to cover office administrativasof®eimbursement 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 annual allowance 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)

109- CONTINGENCY FUNDS FOR INTERNATIONAL BOARD MEMBERS

109.1- Internation al President and PresidenElect
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 allowed the International Pre&iiemtto cover their
personal expenses which they maguinin the administration of their offices beyond regular
travel allowance. (8/86)
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109.2- Executive Director
In each annual budget, a maximum total fund of US$3,600 shall be budgeted for the
Executive Directoto cover personal expenses incurred iresgoof 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 International President, President
Elect andExecutive Directoif each prefers toeceive 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 gross, a Form 1099 shall be filed with the Internal Revenue
Service. If the officers ett 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 FesidertElect shall appoint the International Committee Chairmen by the
January/February International Board Meeting and the International Committee Members by
the April/May Board Meeting and shall secure Board approval of these appointments at the
respetive Board meetings. (5/93) (10/96)

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

120.3- Programs and Projects
The International Board must approve any project or program requiring Kiwanis
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 mapprove any survey of clubs
requested by the International Committee. (1980) (10/96)

120.6- Reports
Each committee shall submit reports, including a final report of its year's activities, to the
Executive Comnitee of the International Board on dates specified by the Executive
Committee of the International Board, who shall present these reports to the appropriate

International Board Committee 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 limitedde thloo are
Kiwanians. Where advisable, a committee may utilize Kevanians with special expertise
as consultants or resource persons. (1980)
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120.8- Chairmen Appointments
For appointment as Internationab@mittee Chairmen, the International Presie&letct
should consider persons who have served as members of respective committees for at least
one year prior to appointment to the Chair. (5/93)

121- RELATIONSHIP BETWEEN INTERNATIONAL COMMITTEES AND STAFF LIAISONS

121.1- Committee Responsibility
An International Committee's basic resgibility 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 contained in the 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(ifesy) 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 the appropriatéfexhibit
any)at the International Convention. Staff will providaterials for the exhibit and mail
signup forms to district committee chairmen. (1980) (10/96)

121.5- Communications and Studies
Although the committee is responsible for any bulletins to and studies among district
leadership, staff must be consultexfdye 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 Materials
If the International Board has approved funding and if the Committetdpsothe materials
in a cameraeady format, staff may mail a periodic newsletter to district governors and
related district chairmen. (1980) (10/96)

121.7- Proposed Programs
Any proposed program must first be sent to the Committee's staff liaisendioiation 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 fivetapproved by thExecutive
Director. (1980) (10/96)

122- PAST INTERNATIONAL PRESIDENTS
122.1- Meetings of the Committee
The Committee of Past International Presidents shall meet at the annual International

Convention and shall report its recomrdations to the Board of Trustees. The agenda for
meetings shall be prepared by the Committee Chairman. (1980) (7/07)
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122.2- Selection of the Chairman

The Past International President who served as International President three years previously
shall bethe 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. JQ2&)) (

123- RESOLUTIONS COMMITTEE

1247

123.1- Membership

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

123.2- Types of Resolutions

Resolutions shall relate to matters of broad concern to Kiwanis International. There shall be
no resolutions on Kiwanis administrative or structural matters or on partisan political
maters. There shall be no resolutions commending living individuals other than the
traditional resolutions of appreciation for hospitality provided or resolutions of a like nature.
Memorial resolutions shall be limited to Kiwanians who, at the time athdevere members

of the International Council. Only the International Board may propose memorial
resolutions for Kiwanians who are not members of the International Council at time of death.
(1980) (4/97)

123.3- Publication of Resolutions

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

I NT6L. COMMI TTEE ON NH&E RDSES RARADMEKIWANIS FLOAT

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

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

Kiwanis International, one 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 support this Committee and the float
project. (1/02)

Starting in 20034, the Commite is responsible for the Tournament of Roses Parade Kiwanis
Float. In 200203, it will work in tandem with a CalifornidlevadaHawaii District committee.

(1/02)

At a point in time when Kiwanis International does not choose to pursue the Tournames¢®f Ro
Parade Kiwanis Float, it will cede rights to the project to the CalifaxeieadaHawaii District.

(1/02)
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125- KIWANIS INTERNATIONAL REPRESENTATIVE(S) TO THE UNITED NATIONS

The position shall be appointed by the Presidéett on an annual bassbject to the
approval of the Board of Trustees, a current or former member of the Board of Trustees to

serve as Kiwanis International 6s -Rélpresentative
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 posHielated expenses reimbursed. (4/07)

The Presidenglect may also appoint, subject to the approval of the Board, atcarren

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

or upon such other terms and conditions as the Board may establ&h). (4

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 alternate to each appointed KIR
U.N. (4/07)

1267 DUTIES OF COMMITTEE CHARGED WITH K IWANIS INTERNATIONAL BYLAWS

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

1. To complete any specific actions requested by thexr® 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 a club, district, or the Board,
such as whether the amendment is properly submitted/etther 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 purpose. (1/08)

B. The Committee may draft and offer additional amendments only if tieegemane 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 liotgahBoard.
(1/08)

1277 BACKGROUND CHECK APPEALS COMMITTEE

EFFECTIVE OCTOBER 1, 2010:

A standing committee on Background Check Appeals shall be appointed by the International

President, subject to approval by the International Board, to be comg@dbegegpersons, 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, tweyear, and thregear

term; thereafter, all members shalhaefor a threeyear term, with each new President adding one

new member to the committee. The committeeds
something reflected in a criminal history background check, if disputed and appealed bydhérpers
question and if referred to the committee by the International Board, in accordance with the Policy and
Procedure on background check4/10)

128129- Vacant
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INTERNATIONAL CONVENTIONS

130- CONVENTION SITE SELECTION

130.1- Primary Criteria
For a city to be considered as the site of a future Kiwanis International Convention, the
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.
(2/194)

2. Breakout Space: The facility or facilities must have at least 30 individual meeting
rooms with the ability to hold meetings ranging in size from 5D,@00 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 remaining seats to be either arena seating
or telescopicsating. The facility must be located within one mile of the Exhibit
Hall. (2/94)

4. Other Facilities: All facilities must include aikconditioning, light, and power.
Also, all facilities must comply with 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 rooms, of which at least 3,000
must be within three (3) heis of the proposed meeting facilities. (2/94)

Proposed hotels must have fs#lrvice restaurants and sufficient meeting space to
accommodate at least two district dinners simultaneously and two district caucuses
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 International. 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
submitted by staff to the International Board and/or apjatgplnternational Board
Committee each year at the October Board Meeting for consideration. The International
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 not be limited to:
(2/194) (1/97)
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A. The ability to host the @vention 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, meeting facility rental, labor rates, and air
transportatio 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 would lower the cost of conducting the
Convention in a gien city. (2/94)

130.3- District Input
In the event that two or more cities within the same Kiwanis district submit proposals to host
t he Kiwanis I nternational Convention, It s h:
recommend which cityracities 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 governor and district secretary to determine if the
districthas 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 cities recommended by the International Board tarkeyed 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 begin the process of executing the necessarydketters
agreement/contracts to secure the space for Kiwanis International. (2/94)

131- FINANCING

131.1- General
Kiwanis International conventions will be sslfipporting and will be financed by the
registrationfees 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 persons not 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 Exhibitors

138.1- [Registration for] Families of Internianal. President and Presiddtiect
138.2- [Registration for] Spouses, Partners, and Guests of Kiwanians
156- Voting by Staff

131.3- Guidelines for Other Convention Income
A. Purpose: Kiwanis International's intent is to identify, solicit and estabdipproved

alternate sources of income to defray a portion of the increasing costs of operation of the
annual International Convention. (1980)
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B. Good Name of Kiwanis: All income shall be from sources or organizations whose
activities shall not impugn thgood 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 and made only with
reputable, reliable sources. Financigbgort 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 International. (1980

C. Host Committee: Efforts will be madedo 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 signed by thExecutive Directoor designee. (1980)

E. Processing and Use:Monies generated must be processed through the Kiwanis
International Finance Department consistent with its normal operations. Monies may be
used only to defray expenses incurred in the planning, preparation and/or execution of
the Cowention, 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)

131.4- Financial Matters
For information on other firecial matters, see:
e 179.5- International Convention Chairmen (reimbursement of expenses)
(5/90) (4/10)

132- CONVENTION MUSIC

132.1- Registration Fees for Soloists 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 groups who are not
Kiwanis members or spouses of members,thag 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 composed of Kiwanis members
and nonmembers, the nonmember bé 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 Kiwanis club, 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 by the International President and shall be cdrlfighe National Association of
Parliamentarians or by the American Association of Parliamentarians as a Certified
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 etiémygiee (9/99)
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PastDistrict Governors as Delegatest-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 privileged members of clubs in that
district (including pastlistrict 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)

Only One Delegate Status
In any case, a Kiwanian shall be entitled to only one delegate status (deldgeage 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 informed that its official delegates cannot be seatedsusuch

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 Delegates at Convention

Rule 1- The official languag 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 designated for delegates. (1980)

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

Rule 5- Any main motion or amendment shall be written in English, signed by the madte
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 majority 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)

Rule 8- The maker of a motion shall be entitled to speak first in support of such motiayor m
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 against the main motion shall use the
everrnumbered microphwes. The chair will recognize microphones in rotating order.
Debate on each issue will begin at microphone one and alternate between those
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speaking for and those speaking against a motion. (1980) (4/08)

Rule 10- A delegate shall not speak for or agdia 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 point of 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 which time the vote shall be taken on the
resolution or emendment, 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 (5) minutes, which shall
not apply to the IBninute limiton debate on the main motion. Debate may be
closed by a twahirds (2/3) vote on any immediately pending motion or series of
motions at any time. (1980) (4/07)

Rule 13i If the submitting body wishes to withdraw a motion after it has been moved and
secmded, 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. Subject 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 International President and Preditiecttmay have
one (1) nomiating 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 ViBeesident shall have a nomination not
to exceed one minute, and each candidatestsna 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 ballot to present
remarks not to exceed two (2) minutes. (1980)8%

Rule 171 Candidates for the office of International Trustee shall have a nomination, the
content of which shall include only:
a. The nominatords name and club he/ sh:¢
b. The name of the candidate and the office the candidatekinge
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 more than twice
the normal time limit for the presentatiohtheir remarks and interpretation
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)
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Rule 20- Any of the above rules may be susged by a twehirds (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 Bylaws of Kiwanis
International and these standing rules. 89q1/02)

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 conflicts 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 following: (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 the exhibitor. (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. Forprofit (commercial) Kiwanis licensees: Kiwanis licensed and igyood
standing foprofit 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 the Kiwanis International
Convention, one or more of tii@lowing 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. Conformity of the programs, products, or services Withcriteria for products and
services accepted for advertising invKnis magazine. Exhibits that display or
distribute merchandise, materials, products, services, or ideas that promote the
mores, values, or ideals of a specific religion or politicaligrwill not be
considered. (1980) (4/04)
4. The potenti al interest of the exhibitord
to Kiwanis members and/or clubs. (10/02)

C. Facilities - Facilities provided by Kiwanis International shall be indicated irrthial
invitation to exhibit. All other expenses and services incidental to the exhibit shall be at
the expense of the exhibitor. (1980) (10/02)
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D. Permitted Activities

1. The distribution and display of pagpproved literature and/or product samplesif
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 the sale of fa@proved merchandise, products, goads,
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 raffle ticket. (10/02)

E. Prohibited Activities

1. The saledisplay, 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 of money, as in the purchasing of chance or raffés.ti¢/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 exhibitors. (5/90) (1/97)

5. The sale, display, or distriboti 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
I nternational, The Kiwanis Famitrhcted St or e,
vendors. (10/02)

F. Registration Fee for Exhibitors: Any Kiwanis member or spouse who is an exhibitor
or an assistant to an exhibitor is required 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 to exhibitors. (5/90) (10/02)

135137- Vacant
138- REGISTRATION

138.1- Families of International President and PresidentElect
Registration fees shall be waived for the families of the International President and
PresidenElect, except when those family members are Kiwanians designated as official
voting delegates. All voting delegates must pay the appropriate member registration fee.
(5/91) (1/97)
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138.2- Spouses, Partners, and Guests of Kiwanians
No spouse, partner, or guest of any Kiwaniary atéend 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 hawa 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 FIRS T MEETING OF COUNCIL

145.1- Invited Guests
In addition to members of Council as specified in the International Bylaws, invitations to
attend the first meeting die 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 next International Convention, Circle K
International Pradent, Key Club International President, widows of Past International
Presidents, District Secretaries, the Kiwanis International Foundation Board, and individuals
and widows of individuals who have been granted emeritus status by the Kiwanis
InternationaBoard 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, with reimbursement 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 trustees, appoint the district administrative
secretaryd attend as a replacement. (5/94)

146- EXPENSE REIMBURSEMENT FOR COUNCIL
See Procedure 179 regarding Council expenses reimbursed by Kiwanis International. (10/90)

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 present or speak on motions and vote. (1/93)

Rule 3- TheHouse of Delegates shall allow delegates to leave aedtez; however, ballots shall
not leave the House. (1980) (1/01)
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Rule 4- Any main motion of amendment shall be written in English, signed by the maker and
seconder, and presented to Eheecutive Directorbefore 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 delegates. (1/93)

Rule 6- No delegate may address the asseratdgcond 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 motion or may
immediately yield the floor to another delegaf&/93)

Rule 8- Debate shall alternate between those speaking for and those speaking against a motion.
(2/93)

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

Rule 10- A delegateshall 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 limited to 10 minutes. (1/93)

Rule 12- A motion to mae 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 majority vote. (1/93)
Rule 14- Roberts Rules of Order Mty Revisedhall 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

INTERNATIONAL 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 departments. The
authority and responsibilities of tl&xecuive Directorare broad, and specifically include, but are

not limited to, the following manageat actions: (10/92) (7/98)

150.1- Employee Administration

A. Personnel: TheExecutive Directoshall employ qualified personnel, terminate the
employment oemployees, 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 level employees (director, administrator, or
above) at th International or Regional Service Centers. (10/90) (7/98)
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Any proposed reorganization of the Kiwanis International Office shall be brought to the
Performance Review Committee of the International Board for consultation. The
Performance Review Committeshall 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 the budget allocations for staff positions. Eecutive Directorwill establish

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

TheExecutive Directoshall strive to maintain harmonious and effective operations
within the InternationaDffice. (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 framework of the policies established by the Internatiooatd and shalll
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 holding positions that the International Board dearins req
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 other employees. (See also Procedw&dfloyment Catract
for Executive Directa) (10/92) (7/98)

D. Salary Administration: Within the budgetary limits and salary administration policies
established by the International Board, EBxecutive Directoshall administer the
salaries of all employees except gatary of theExecutive Directarwhich is
administered by the Board. Such administration shall include the fixing of starting
salaries, and minimum, midpoint, and maximum salaries for all employee positions.
Any proposed salary adjustment for an empwhich 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 techniques to increase the efficiency of the total
organization. (1®2) (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
Committee orAudit andFinance and International Board. (1980p8j)/

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 situations, ttixecutive Directar
after prior consultatio with the International President, International Treasurer, or the
chairman of the International Board Committeefarlit andFinance, may take
whatever actions appear necessary to safeguard the funds, investments, other assets, or
the financial obligatios of Kiwanis International. (6/85) (7/98)
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150.3- Travel Supervision

A. Administration: TheExecutive Directoshall establish and administer all algaments

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 Board. (5/91) (7/98)

Travel: Travel of members of dfeshall be under the direction of tixecutive
Directoror designee. Travel of thexecutive Directoshall be under the direction of the
International President. Travel of te&ecutive Directoand staff shall be subject to
budget limitations and shde approved in advance. Payment of such travel shall be
calculated and made only on actual expenses incurred. (10/90) (7/98)

Staff Meal Reimbursement for High Cost Cities/Countries: The Executive Director

shall annally 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 day for those 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 or authorized by the International Board. Prior to earcall 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) (7/98)

It shall be the practice of Kiwanis Internatédno 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 their associated entities
will not act against or be in cliict 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)

. Legal Counsel: Within the limitations of the budget, tlieecutive Directomay

employ the services of a legal counsel admitted to practice law in the state of Indiana,
who shall serve at the direction of tBgecutive Directar TheExecutive Directoshall
employ other such legal counsel as he/she, after cmgpulith the International
President, may deem necessary. (10/90) (7/98)

150.5- Other

A.

International Convention: TheExecutive Directarwith the advice and approval of the
International Board Committee responsible for conventions, shall be respdosibie
program and management of the convention. (10/90) (7/98)

. Bids for Materials, Products, and Services:Whenever any of the subject items are to

be purchased, the cost of which will exceed UB#QA0, theExecutive Directoshall
secure three bids from qualified sources if three are available. The subject items shall be
purchased from the lowest bidder, other considerations being equal. (10/87) (7/98)
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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 International and other
organizations. (10/92) (7/98)

D. General Authority: In addition to these specific responsibilities, Eneecutive Director
shall have the authority to do, or to have done, such actions or functions as are normally
incumbent upon the managing officer of any 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 wigkehbetive

Directorfor a period of time to be determined by the International Board. No later than six (6)
months prior to the end of the contract, Baard 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 Board for approval. (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 Bfithi€ommitteeof
Kiwanis International and the Kiwaninternational Foundation Boardf Trustees 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, feecutive Diretor shall discuss with
the Performance Review Committee possible goals and objectives texdbetive
Directorfor the coming administrative year. These goals and objectives shall be
compatible with the goals and objectives of the International Bqafi90) (7/98)

B. Preliminary: No later than August 1, tHexecutive Directoshall present a list of
preliminary goals and objectives for the coming administrative year to the Performance
Review Committee. These plans shall be consistent and compaittbkhevgoals 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 Directoto review, delete, and/or add to the
preliminary gals 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 Directds
finalized goals and objectives for appab (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 review with the
Executive Directar This review will inclu@ the Committee's appraisal of the
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performance of th&xecutive Directoms it relates to the goals agreed upon the previous
October. At this timein discussion with th&xecutive Directgrthe goals and objectives
may be modified. If necessary, the egpal may be writtenThe Performance Review
Committee will provide a written summary of the quarterly meeting to the Kiwanis
International and Kiwanis International Foundation Boards as well d&xdmutive

Director. (10/90) (4/10)

B. Annual: Immediatly 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 Committeeigitten appraisal of the
performance of th&xecutive Directoras 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 Committee to the Board for approval at an
Executive Sesen at the September/Octoberddd Meeting. (10/90) (4/10)

C. File: Each written appraisal will be placed in teecutive Directds personnel file
maintained in the Human Resources Office. (10/90) (7/98)

152.4- Compensation
The annual appraisal shakt lone 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 personnel 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 tliexecutive Directoat any time during the administrative
year theExecutive Directdd s p erncd. ¢10/90R(7/98)

152.6- Responsibility
If the Performance Review Committee should fail to conduct the appraisals, as outlined
above, itis th&executive Directdd s responsi bility to request
and document such initiativg10/90) (7/98)

152.71 Semiannual Expense Review
On a semiannual basis, thgecutive Directoshall submit a report of expenses to the
Kiwanis International Board Committee #udit andFinance for review. This report
and review shall include expendesall items and activities in which thgxecutive
Directoris a direct participant. (1/08)

153- RELATIONSHIP OF THE EXECUTIVE DIRECTOR TO INTERNATIONAL BOARD

153.1- International President
When deficiencies or inefficiencies in the operation efltiternational 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 or shortcomings and/or
incorporate improvements. However, therto-day operation of the International Office
shall remain the responsibility of tiixecutive Directgrwho is accountable to the entire
International Board for the management of the International Office. (10/92) (1/08)
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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 departments 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 Ex@cutive Directoand staff to

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

International Board Committees may request thaEttexutive Directoand staff
look into matters to assist the Board Committee in makinguagfuecommendation
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 such matters that would
enhance efficiencies and services pded by the International Office, after
consulting with theéexecutive Directar (10/90) (1/08)

C. Consultation: It is theExecutive Directadd s r esponsi bility to seek
appropriate International Board Committee on matters that will (or may} #fie
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 I nternational Board may designate former st
with benefits and privileges as specified individuallyBmard action. (6/90) (10/98)

156- VOTING BY STAFF

A member of the Kiwanis International Office staff shall not vote at Kiwanis International
Conventions and district conventions. A staff member shall also not vote during that porten of th
division conference at which the lieutenant governor or lieutenant goweletdris 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 dbaliequired. (6/89)
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157- ADMINISTRATION
157.1- Records in the International Office

A. Various: Kiwanis International shall keep at a lacatwithin 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 InternatiBoakd 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 other form capable
of being converted to written form within easonable 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
members 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 tlieeposting of the
International Bylaws, and all International Board Policies and Procedures, and shall be
kept arrent 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 Circle K International shall be open for
inspection by ay 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 agent or attorney, at any reasonable time
or times for the paigs, 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 at the club'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 ofthe 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 that. (5/93)

15815971 Vacant
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KIWANIS MAGAZINE AND OFFICIAL PUBLICATIONS

160- KIWANIS MAGAZINE AND OFFICIAL PUBLICATIONS
160.1- Nature of Published Material
Articles, advertisements, or other neatpublished irofficial 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 Intanational 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, and extend
Kiwani sé Obj ects, objectives, programs of se
specific topics and in general application. (1980) (4/99)
B. Policies and Positions: There shall be published several times each year editorials by
the Editor, or by anfficer 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 of service idfwanis 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 character or that aamtailledfor 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" advertisemgii880) (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 our
membersip. (1980) (1/97)
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162- CRITERIA FOR PUBLICATION OF CLUB ACTIVITIES

Space limitations prevent publication of routine club adégisuch 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 innovative chacter. (1980) (4/99)

1637 KIWANIS MAGAZINE SUBSCRIPTIONS

163.1- Subscription Price for the US and Canada version for Kiwanians in Frenctspeaking
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 ofaNIs magazine for Kiwanians in Frenespeaking 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 annual mailing ¢oshe 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- REGIONAL MAGAZINES

164.1- General

A regional magazine shall adhere to Kiwanis International ProceduressB6@hich
govern the official publicatianof Kiwanis International (6/91)

164.2- Start-up

Prior to receiving official regional magazine status, the followingastshall be taken by
the district board or regional body responsible for the regional magazine: (6/91)

A. Circulation: Provide evidence that there shall be a circulation of at least 2,000
members. (6/91)

B. Mission Statement: Draft and adopt a mission ggment for the regional magazine to
establish longange planning and editorial consistency. This mission statement shall be
modeled after the Kanis Magazine Mission Statement. (6/91)

C. Staff: Establish a staff that includes at least an editor andiadss manager. This staff
may perform its duties under either a voluntary or salaried basis, which shall be
determined by the district board or regional body overseeing it. (6/91)

D. Editorial Board: Appoint an editorial board, which will be responsifde approving
editorial, art, and advertising materials prior to publication. This editorial board shall be
composed of the editor, business manager, two Kiwanis club members from the region
who shall be appointed by the district board or regional badj/tleeExecutive Director
or designee as an-@fficio member. (6/91)
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Frequency: Determine the regional magazine's frequency of publication. The regional
magazine shall be published at least quarterly and no more than ten times per year.
(6/91)

Spedfications: Establish the regional magazine's paper measurements, paper quality,
cover flag, magazine design, and printing quality, all of which shall be of the highest
standards and similar to those of thevkis magazine. These publication format
spedfications shall be subject to review and approval by Kiwanis International. (6/91)

Printing: Let bids for the selection of the printing company that will be used to print the
regional magazine. These bids will be requested from qualified printingariesgto
determine the one capable of meeting publication standards at the lowest cost. (6/91)

Schedule and Budget:No later than January |, prepare a production schedule and
detailed income/expense budget for the next administrative year for subnhstien
International Board for review and approval. This budget shall include recommended
subscription costs that will allow for the building of a surplus fund to lessen the need for
annual subscription rate increases. Projected budgets should allfiveyear

maximum at the same subscription rate. (6/91)

164.3- Publisher
Kiwanis International shall be the publisher of the regional magazine, but the development,
production, and distribution of the regional magazine, including all related dusitd)e the
responsibility of the district board or regional body in which it is published. Kiwanis
International representatives, however, shall supervise and monitor the regional magazine,
which will be subject to annual evaluation conducted jointlKlwyanis International and
the regional magazine's staff. (6/91)

164.4- Editorial Requirements

A.

B.

Intent: The regional magazine's editorial content shall, in part, serve to promote
Kiwanis and to motivate and educate Kiwanis club members, as well ggd¢egst the
clubs in the region. The regional magazine shall not be a bulletin or newsletter, but
rather a publication of stature and journalistic excellence. It shall be published for non
English speaking Kiwanis club members. (6/91)

Articles: The ragional magazine shall publish articles supplied by Kiwanis International
on a quarterly basis which are designated as "required." In addition, Kiwanis
International shall submit to the regional magazine staff articles which are designated as
"suggested" 0"optional." These articles shall be supplied to the regional magazine in
English, and their translation shall be the responsibility of the regional magazine staff or
its designated translators. (6/91)

Photos and Art: Whenever possible, Kiwanis Intetianal also shall supply
photography and/or artwork to complement these articles. (6/91)

164.5- Subsidization

A. First Year: Kiwanis International may provide a subsidy to be determined prior to the

first administrative year of officialization to assigith the regional magazine's "sta

costs," which can include expenses related to staffing, office rental, and the production
and mailing of materials that promote the regional magazine and subscriptions, as well as
production costs. (6/91)
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B. SubsequentYears: In subsequent administrative years, Kiwanis International may
provide a subsidy to cover a deficit. Any such subsidy shall be subject to review and
approval by Kiwanis International, shall be no more than US$2,000, and shall be
distributed at thend of the administrative year after a budget analysis. (6/91)

164.6- Circulation

Kiwanis International may supply the mailing labels required for the distribution of the
magazines. (6/91)

165-169- 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

TheExecutive Directoshall contract for travel accident insurance for the International
Board and selected Kiwanis employeghp through the nature of their position, are
required to travel extensively. (6/82)

170.3- Property Insurance

TheExecutive Direabr shall 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 insuraashall 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 comprehendiitg iliesoirance
program, and that fee shall be reviewed annually. (2/83) (5/93)

172- INVESTIGATION OF LIABILITY CLAIMS
A. Investigation Team: An investigation team shall be established to monitor sademodily
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 insaca broker. (1/90) (10/90)

B. Types of Claims: The team will conduct an esite investigation of the following type claims:
(1/90)

1.
2.
3.

4.

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

A claim resulting m bodily injury or property damage with expected cost in excess of
US$25,000. (1/90)
A claim resulting in potential damage to the name of Kiwanis International. (1/90)
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C. Costs: All costs associated with the investigation shall be charged to the comgixehgeneral
liability insurance program. (1/90)

17317471 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 26(strict FoundationdName and
Procedure 380.2Club Foundation®ames, no corporation or unincorporated
association shall use the words "Kiwanis" or "Kiwanis International” in its name, no
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 Intexhatio
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 InternationalaBd, 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
not limited to, nursing homes, retirement homes, and hospi(al91)

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)

C. Endorsement: No corporation or unincorporated association shall represent or hold out
to the public that it is endorsed or supported by Kiwanis Intemeltor 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)
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Licensing: No licensing agreement for the use of Kiwanis Matkall be entered into
on behalf of Kiwanis International without the express written consent &hxbeutive
Director, using the appropriate standard licensing agreement approved by the
International Board. (1980) (10/96)

Tours: The name of Kiwanis kernational 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
actuallyserved 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 insigama or
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 pocedure 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 arfiKikwternational, 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 Kintanigtional,
the name, emblem, or insignia shall not be used on an article or object: (1980) (4/97)

A.

m

“mTIEM

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 inaccurateigantistically 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 adisinty project
of a Kiwanis club, or (1980)

Which contains alcoholic beverages, or (1980)

Which contains tobacco, or (10/96)

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

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

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

(See also Procedure 74bicensing.)

176-177- Vacant
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TRAVEL MANAGEMENT

178- TRAVEL MANAGEMENT
178.1- Philosophy

A. Responsibility: Travel is a necessary part of doing bess but it 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, botlolunteers 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 reasandfjlsstifiable 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 samdlight. (10/89)

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

178.3- Applicability
These procedurepply to 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 Inteational 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 megs shall 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 agendzabilled 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)

C. Cancellations:If a traveler 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 methodtefnsportation will not receive travel reimbursement.
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(10/89) (4/06)

E. Confirmation: Wi t hou't 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 corporateedit 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 noteth 178.4.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 Persaal Reasons: 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, anditiddal airfare attributable to the personal trip
are paid by the individual. (See also Procedure 178.BxX8ension 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 reimbursemerill other 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 ava#aare 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 availabhleda and t he travel erd

shall be billed to the traveler at the tin
expense report. I f the cost is the same,
(4/06)

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: (10/894/06)
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)
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See 178.5B and 178.7B regarding expenses that may be billed back to the traveler

D. Day of Rest:For intercontinental traveifia the lowest available far&iwanis
International Board membease permitted one (1) dayf rest upon arrival in the
destination city. bdging and per diem for the dajrest shall be paid by Kiwanis
Interrational. (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 Kibasis Iiterratioral President is encouraged, at his/her
discretion, to book airline seats in the coach class for any busilasssgualifying
flight. If the President ch@®s to 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 Kiwaris International 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 totdlight 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 (j.edditional 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 InternationabBbmeetings are permitted, if
needed, to use businedass or the equivalent class of service for intercontinental
flights. If busineslass or equivalent travel is used, Kiwanis International does not
pay for a day of rest upon arrival. (Note: Kiwaimternational 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 agerédarrdtreservations.
Hot el reservations made with the travel
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 acdnded as 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 amshow charges incurred. (10/89) (10/96)
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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 taxescept when 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 partn®r 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 arrangemenmay be 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 na practical 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 lidlity, 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 negaskan traveling 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 statemd or receipt 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 rdtipdare by the most direct route, as
guoted by Kiwani sd des Hagporaltexpenses sueh\aetdxi, agent
tips, etc. (1980) (4/99)

C. Auto Travel Reimbursement: When official travel is athorized 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 rdtipdairfare, plus transportation to
and from the airport. (1/98) (4/06)
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D. Incidental Costs: Kiwanis International will also reimburse travelers for reasonable
incidental travel costs, such as laundry, telephone, tips, valet service, internet access, and
meals. 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 éwance 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 Intemnal, the per diem paid shall be
reduced by the individual meal allowance, which is, for travel within the United States and
Canada (US dollars): breakfe®t, lunch$13, and dinne$20; and for travel outside the
United States and Canada (US dollarsgalifast$10, lunch$20, and dinner $30. (4/95)
(1/99)

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 dections 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 Canadacept US$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 Cada, except 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, wil 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 shable recorded 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 suitbed no later than thirty (30) days following the conclusion
of the travel or event to be eligible for said reimbursement. (6/86) (4/06)

I. Partners: When the Board appr oves legatpartneedto ex pens
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)

Page52 (6/10)



Kiwanis International Procedures: International
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 Beapnsibilities. (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)J94/97)

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 thalldbas
charged to presidential travel. (10/90)

B. International President:

1. Presidential Visits: Transpotation 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 offlaiit costs 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 hostinthe activitymust assume the cost of
transportation and lodging. (5/93))(Q8)

3. Special Events: The International President shall normally attend threiahRose
Parade activities, primarily for the purpose of a joint meeting with the leaders of
other civic organizations, and such tr
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 shde listed 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
projections. (10/02)

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 Travel Budget shall be givento&Kiwi s 6 of f i ci al
provider. (10/02)
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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 Hdasexample).
Should theExecutive Directodeem a meeting of the Executive Committee to be
impractical due to timing or logistics, tii&xecutive Directomay approve the
requested travel and give written notification to the Executive Committee.
(10/02

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

. Kl -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 AB&cific Convention atie expense of
Kiwanis International. (10/96) (10/03)

International Counselors to District Visits: See Procedure 1@7District Counseling,
for expense reimbursement information when International Board Counselors make
visits to assigned districts. (20(7/07)

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 €otiens at the expense of Kiwanis
International. (10/95)

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

exceed the cost of air economy transportation between the points involved plus the actual
expense incurred foobd (per 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 Rimbursement

1. Spouses of International President and Presidefflect: Kiwanis International
will pay the expenses for transportation of the spouse of the International President
and/or PresiderElect when accompanying the President/Presifiéatt on oficial
travel. (1980) (1/00)

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 yif dn
addition, lowestost available airfare shall be paid for spouses attending district
counseling assignments and Key Club or Circle K International counseling
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assignments (limit of one trip per assigned district). (5/808(6

179.3- Past International Presidents

A. Past International Presidents and SpousesTravelexpenses, 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 fuocis for Past 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 inwtede first 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 lowest roundrip 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 precedinggr's convention, 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 InternationiaPresident 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 Conwentbased 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 saene per diem 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, lodgingand programmed 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
they are required to attend aetimternational Convention and the first meeting of Council.
(5/85) (10/90)

179.7- European Federation President and Asidacific Conference Chairman
For the first Council meeting, transportation, housing and programmed meals costs shall be
paid by Kiwanis hternational for the President of the Kiwanis Internatidfmopean
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Federation and the Kiwanis AsiRacific Chairman. At the International Convention, the
European Federation President and the Kiwanis-Rafic Chairman shall receive, at the
expense bKiwanis 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. Progammed meals shall be paid. Transportation and room accommodations 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 aioweg availableairfare
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 gernor and 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)

e Meals- Programmed meals for the governor and spouse are providé8) (5/

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 andsgmsharing
the same room at the districtdéds assigned
with the official convention dates (from the International Convention budget).
(5/93) (2/04)

¢ Meals- Programmed meals planned specifically for governorsoasgpouses 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 Conferences 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 garnors are reimbursed if the conference lasts more
than one (1) day. (5/93)

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

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
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reimbursed by Kiwanis Internatiahfor travel 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:

e Transportation If by automobile, direct mileage is reimburseidefined in
Procedure 179.1.€Auto Travel Reimbursement. If by alowest availablairfare
between the place of residence and Indianapolis are paid, provided the designated
Kiwanis travel agent makes the airline arrangements, in accordance vadd&m®
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. /8R)

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

B. To Attend the International Convention:

e The governorglect and spouses are encouraged to attend the International
Convention and followp education conferences. However, Kiwanis International
does ot pay for transportation, lodging, meals, or other expenses for either
governorselect or their spouses. (9/99) (9/00)

C. Governors-elect of Districts in Formation, Provisional Districts, and Designated
Districts: Governorselect 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 ful districts. (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)
e Meals- Programmed meals are provided. (10/95)
e Spouses are invited to attend, though no spouse expenses except programmed meals
are paid by Kiwanis International. (5/93)

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

C. To Attend the District Secretaries' Conference:
e Transportation No transportation expense isigp@y Kiwanis International. (5/93)
e Lodging- Lodging costs are provided for three (3) nights. (5/93)
¢ Meals- Programmed meals are provided. (5/93)
e Spouses Spouses are not invited to, and should not attend, this meeting. (5/93)

179.12- Kiwanis International Accredited Representative (KIAR)

See Procedure 311-Expense Reimbursement, for complete information on expense
reimbursement for persons authorized to organize new clubs. (1980) (10/96)
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179.13- Kiwanis International Staff
Staff members must adhere to Procedure-TIt@&vel Management. See Employee Policies
regarding reimbursement for aoiobile usage, business entertaining, meals, and
participation in trade and professional associations. (10/95) (1/99)

(See also Procedure 155meritus Designation for Former Staff.) (1/99)

180-184- Vacant

KIWANIS INTERNATIONAL - MISCELLANEOUS

185- KIWANIS INTERNATIONAL REGIONAL GOVERNANCE

1861

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 BylaWaaaiis International
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 transtdramounts collected 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 fimaes. (5/92) (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 the purpose 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 Executiver@mittee shall 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
patticular 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 Presidefiect, at the request of the International President, shall be
respongle for the education of our leadership as to their Kiwanis duties and responsibilities.
In carrying out this responsibility, the Presid&téct will work closely with the appropriate
International Board Committees as they develop the specific prosddurfinal approval by
the International Board. (1980)

187.2- Governors-elect

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

The meeting(s) will be presided over by the International Presklent. The
InternationalVice-President/Treasurer may be invited to observe and/or participate, at
the discretion of the PresideBtect, at the expense of Kiwanis International. The
faculty will consist primarily of staff, coordinated by the Presieigleict and the

Education ancClub Development Department. The agenda shall be developed by the
PresidenElect in consultation with the Education and Club Development Department.
(5/90) (1/00)

B. Travel Reimbursement: Kiwanis International will reimburse to all governariect the
costs of travel, 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 also Procedures 22PDistrict] 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 eateck$ each
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

191.1- Nominations
Candidates may be nominated by: (1) a Kiwanis club; (2) a past medal recipient; or (3) a
service agency or organization with the endorsement of a Kiwanis club. Nominations will be
due by Decetoer 1 of each year. A synopsis of no more than two pages will be required
with all submissions. Staff will screen nominations to consider only those that meet the
selection criteria. Staff will recommend three (3) possible recipients to the Boanaidor fi
selection (provided that three nominations meet the criteria). Exhibit materials supporting

the qualifying nominations will be displayed for examination by Board members at the
meeting. (5/90) (1/02)
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191.2- Selection Criteria
The Kiwanis World Selize Medal will be awarded to an individual, or, in special
circumstances, to an organization or agency when no one person can be identified as
primarily responsible for the service activity being honored. (5/90)

No more than one recipient per annum Wwélhonored, and no medal need be presented.
(5/90)

The medal is awarded for service 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 musbe actual, not merely the espousal of a position of philosophy, and should
provide an inspiring example to others. The recipient may be involved in service: (1) as a
volunteer; or (2) by exercising professional skills to benefit others in ways thificeacr
personal gain and exemplify outstanding dedication beyond ordinary requirements of
employment or professional duty. (5/90) (9/97)

The International Board will review all nominations recommended by Staff and select a
recipient at the January/Febrydoard Meeting. (5/90) (1/02)

191.3- Point System for Judging

A. 10 points- To what degree is the service activity "actual," that is, meeting a specific
need in a direct way rather than merely publicizing the need or promoting public
involvement in a gneral way? (5/90)

B. 10 points- How extensive is the service activity's impact, that is, how many children
and how wide a geographic area is served? (5/90) (9/97)

C. 10 points-- How substantially does the service activity improve the quality of life for
those who are served? (5/90)

D. 10 points—- To what degree does the nominee's service involvement serve as an
inspiration to others? For example, has the nominee's involvement inspired others to join
in the service activity? (5/90)

E. 10 points- To whatdegree is the nominee's involvement a voluntary commitment or
professional sacrifice to service? (5/90)
¢ If a volunteer, to what degree has the nominee devoted him/herself to the activity?
(5/90)
e |f a professional, to what degree has the nominee sadridmesiderations of a
normal professional career and remuneration and exceeded the ordinary
requirements of professional duty? (5/90)

F. 10 points-- Initiative: How unique is the service activity? Has the nominee found a way
to address a previously negled or largely unmet need, or is it also being served by
others? Has the nominee found a new or more effective way to meet a service need?
(5/90)

G. 10 points-- Creativity: How imaginative and resourceful has the nominee been in
creating a response toet service need? (5/90)
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H. 10 points- Dedication: For how long has the nominee been highly involved in the
service activity? How much of the nominee's personal time, assets, and energy have
been devoted to the service activity? (5/90)

192- Vacant
193 - KIWANIS INTERNATIONAL ELECTION CAMPAIGN STANDARDS

193.17 Purpose
To prescribe general guidelines for acceptable campaign behavior and provide a process for
obtaining opinions when necessary. (10/81310)

193.21 Announcement of Candidacy
TheKiwan s | nternati onal Byl aws provides that <ca
close of the first business session of the a
included in initial candidate lists and orientation materials, candidates éondtional Board
Offices are requested to advise Ereecutive Directoin 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 inédional Board of Trustees, each candidate must
enter into an 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
stipulatedby Kiwanis International. The terms of such agreement must be fulfilled 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 r@ive one time, at no charge, an electronic file of
mailing addresses aneheail addresses for the International Board, Past International
Presidents, Past International Board members, International Committee Chairmen, governors,
governorselect, immediatpast governors, district secretaries, It. governors, and club
presidents.No candidates, campaign staff, or supponteasreceive 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 following ethical values: honesty, trustworthiness, integrity,
good character, fairness, caring, and respect. Candidates shall at all times conduct themselves
and their campaigns in accordance with basicsrafesthical conduct so as to uphold the good
name of Kiwanis. 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 refrain from such conduct as the
following: giving erroneous or misleading campaign information; making derogatory
statements about any candidate; issuing any information with malicious intent; gitsnof gi
anything of substantial value; giving gratuities; and being involved in undignified gimmicks or
practices. (10/90(4/10)
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193.5- Distribution of Campaign Information and Materials

A Ilink to each candi dat e d s vevsiobof the Biographidall | be
Sketches booklet produced by Kiwanis 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 convention center 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 aktishall comply with

requests and/or requirements of the Sergeant 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 conventiondanetd when on duty on behalf of

any of the following committees: 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 Diectoras to
whether any anticipated campaign practice is acceptable behavidEx@&bative Directoshall
submit all questions of campaign ethics to the Campaign Ethics Committee for their opinion,
which shall be composed of the International Presidetegriational Presidertilect, the
Immediate Past International President, and the InternationaPvestdent. 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 bgiven by a majority of the Committee. (10/9@)10)

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 tandida
who intentionally commits or allows continued unacceptable behavior after recgining
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 histhezxpense. If the board
upholds the censure after the hearing, the censure stm#deknown 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 Kiwanis campaign 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)
194-19571 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 wih Boarddelegated powers whtas a direct or
indirect financial interest, as defined below, is an interested person. (@/00J)
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C. Financial Interest: A person has a financial interest if the person has, directly or
indirectly, through business, invegnt, or family: (4/07)

1. An ownership or investment interest in 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 Organizatiomas a transaction or arrangement; or
(4/07)

3. A potential ownership 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 inclugs direct and indirect remuneration, as well as gifts or favors 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 Inteomatl Board decides that a
conflict of interest exists. (4/07%/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 tioetopity to disclose all
material facts to the International Board. (4/(710)

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 pans, after the presentation, he/she shall leave the
meeting during 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 conflicttefest exists, and, if a
conflict does exist, shall determine 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 ingagbn committee composed of
one or more disinterested persons 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 reasonsgilyigounder
circumstances not producing a conflict of interest, the International Board shall
determine by a majority vote of the disinterestezimbersvhether the transaction or
arrangement is in the Organi zdwhetlenitiss be st
fair and reasonable. In conformity with the above 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 comt®é& has reasonable cause to believe
an interested person has failed 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 failuredizclose. (4/07) (6/10)
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B.1f, after hearing the interested personoés
as warranted by the circumstances, the International Board or investigation committee
determines the interested person has failed to deselosctual or possible conflict of
interest it the Board shall 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 interested person who disclosed or otherwise was found to have a
financial interest in connection with an actual or possible conflict of interest;
e The nature of the financial interest;
e Any action taken to dermine whether a conflict of interest existed;
e The names of the 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 arralgement;
¢ Recommendation(s) of the investigation committee;
¢ Any votes taken in connection with the proceedings; and
e The International Boardbés decision as to
and disciplinary action taken (if any). (4/q®)10)

196.6- Compensation

A. A voting member of the International Board who receives compensation,
directly or indirectly, from the Organization for services is precluded from
voting on matters pertaining to that membe

B. A voting memler ofacommitteewith 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 pertaininghcett me mber 6 s compensat.
(4/07)(6/10)

C. No voting member of the International Boamdacommitteewith Board
delegated responsibilities or pow&rsose jurisdiction includes compensation
matters and who receives compensation, directly or indireatly) fhe
Organization, either individually or collectively, is prohibited from providing
information to any committee regarding compensation. (468JID)

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

A. Has received a copy of Kandwpwaooedwse@O onfl i ct o
(6/10)

B. Has read and understands the po#ing procedure (4/07)(6/10)

C. Has agreed to comply with the poliapd procedure (4/07)(6/10)
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D. Has identified in writing any potential conflict 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 ofits 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 conductedThe periodic review shall, at a minimum, include the following subjects:
(4/07)

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

B. Whether partnersps, joint ventures, and arrangements with management
organi zations conform to the Organizationd
recorded; reflect reasonable investment or payments for goods and services;
further charitable purposes; and do not resulhimément, impermissible
private benefit, or in an excess benefit transaction. (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 outsigeds are used, their use shall not relieve the
International Board of its responsibility for ensuring periodic reviews are conducted. (4/07)

197- CRIMINAL HISTORY BACKGROUND CHECKS FOR SPECIFIED OFFICERS AND
CANDIDATES

EFFECTIVE OCTOBER 1, 2010:
As stated in Policy, Kiwanis International requires any incumbent or candidate for the International
Board, District Governor, and any offices in direct line of succession to Governor, to submit to a
criminal history background check. See Policy B.{4¥10)
197.1- Responsibility for Costs
Each officer or candidate shall be responsible to pay charges to conduct the background
check, which shall be conducted as inexpensively as reasonably possible to assure accurate
results. (4/10)
197.2- Convictions that Cause Ineligibility
A. Conviction(s) within the past ten years
A criminal history background that would cause a member to be ineligible for a specified
office would include, but not be limited to, a felony or misdemeanor conviafithim

the past ten (@) years Following are examples of these types of convictions; however,
this list does not constitute the full breadth of convictiof@g10)
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Arson

Arrest without violence

Contraband

Disorderly conduct

Domestic violence

DUI i three (3) or more indents

Extortion

Forgery/repeated insufficient funds chegtiting
Misdemeanor drug or paraphernalia
Misdemeanor of a concealed weapon

Petty theft

Exhibiting weapons or firearms at school events, property or within 1,000 feet of a
school

e Trespassing

e Vehicular homicide

e Welfare and unemployment fraud

(4/10)

. Conviction(s) with no time limit

A criminal history background that would cause a member to be ineligible for a specified
office would include, but not be limited to, convictianany timeof: amisdemeanor
involving moral turpitude; a felony conviction or registration 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 the full breadth ofiotions: (4/10)

Felonies or registrations of a physical nature

Abuse, aggravated abuse, or neglect of an elderly person or disabled adult

Adult abuse, neglect, or exploitation of aged persons or disabled adults

Aggravated assault

Aggravated battery

Battery

Carjacking

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

Contributing to the delinquency or dependency of a child

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 pending dependency 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 manslaughter of a child

e Homicide

e Obscenity
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e Possessing an electric weapon or device, destructive device, or other weapon at a
schootsporsored event or on school property

Prostitution

Resisting arrest with violence

Robbery

Sexual activity with or solicitation of a child by a person in familial or custodial
authority

Sexual battery

Sexual misconduct

Unlawful sexual activity with certa minors

Voyeurism

(4/10)

Felonies related to larceny or theft

e Coordinating the commission of theft in excess of $3,000
e Dealing in stolen property

e Larceny and grand larceny

o Identity theft

(4/10)

Misdemeanors

e Battery, if the victim of the offense wasminor
e Luring or enticing a child

(4/10)

C. Other Types of Convictions

Other types of felony convictions will be reviewed on a dasease basis by the
Executive Director.(4/10)

Any conviction legally reversed or overturned by the proper authositiglé not be
considered when evaluating the background chéti.0)

197.3- Discipline

Any current specified officer with a conviction as listed above will be subject to
disciplinary action as determined by the International Board, including butmtedito
suspension or removal from office. Candidates for a specified office with a conviction as
listed above will be considered disqualified as a candiddt&0)

197.4- Appeal Process

If the action resulting from a conviction shown on a backgiatireck is disputed in

writing by an officer or candidate, the Board shall refer the matter to the standing Appeals
Committee (defined in Procedure), which shall meet within thirty (30) days of referral to
consider the alleged facts. The officer or can@isaaking the appeal shall be given twenty
(20) days notice of the committee meeting and shall have the right to attend and provide
information at his/her own expense. The Appeals Committee shall report its findings and
recommendations to the Kiwanis Intational Board within fifteen (15) days after

meeting, such report to include all relevant information including a detailed summary of
discussion and any votes taken in connection with the proceed#1ge)
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After considering the Appeals Committee reptre International Board, by a tvibirds
(2/3) vote, shall determine whether it upholds or denies the appeal. If the appeal is denied,
disciplinary action shall follow as stated elsewhere in Policy or Proce(4ii)

19819971 Vacant
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KIWANIS IN TERNATIONAL PROCEDURES

SECTION 200: DISTRICTS

((This sectionevisedper KI. Board Action as of April 2009

DISTRICT ORGANIZATION
200- Vacant

201- ROLE OF A DISTRICT

A district is a geographical area in which Kiwanis clabs 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, Policies and goals of Kiwanis and shall
not dimnish 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 year and 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
The area coordinator shall develop and enpént, 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 district status where
practical. This plan shiabe submitted to thExecutive 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 coordinator shall guide and assist clubs with asgetsh 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 Formation (DIF): When deemed in the best interests of Kiwanis
International and the Kiwanis clubs involved, the International Board may create a
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district in formation (DIF), consisting of a group of not less than fifteen (15) Kiwanis
clubs "in good standing" in developing Kiwanis nations/areas with a minimum of 500
paid members having compatible geographic areas and customs. A district in formation
must obtain the status of a full district within five (5) administrative years. (6/85) (2/05)

B. Full District: The district in formation (DIF) must obtain 1,000 paidmbers and 25
clubs "in good standing" with dues paid not later than ninety (90) days after the due date
before being granted full district status. (6/85) (2/05)

C. Deadline: Any district in formation (DIF) that does not achieve the next level of ful
district status within the stated time period shall be reviewed by the Kiwanis
International Board of Trustees for extension, revocation, or other action regarding
status. (1/00) (2/05)

D. Decline: If a district falls below the requirements for itsnent status, based on the
January 15 paid certified membership report, its status shall be reviewed by the
International Board, and may be reverted to the appropriate previous level based upon its
current number of clubs and members, with correspondiligations and privileges.
TheExecutive Directowill advise the district board by mail of any changes to a
di strictds status. (4/00) (2/05)

203.2- Organizational Convention
At the organizational convention of the district, the delegate body shall tdoStandard
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 appointed by the International PresidenB5{(§/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 International
Board may authorize special servicesassist 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 Clubs: All Kiwanis clubs worldwide shall recegz
e appropriate materials in one of the languages approved by the International Board;
access to officdased staff;
leadership education in administrative processes;
a copy of Kwanis magazine or approved substitute publication;
access to purchase Kiwamigpplies;
recognition for achievement in Kiwanis International programs; and
the services of the district/federation, if they are part of one.) (5/93) (1/00)

B. Developing Kiwanis Nations/Areas: In developing Kiwanis nations/areas, staff may be
deployed ad 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, efforts shall be made by the Regional
Service Center® organize meetings, gatherings, or other appropriate venues to discuss
matters related to future fellowship, service, and membership growth. (5/93) (4/01)
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C. Districts in Formation: Districts in formation will receive: (2/05)

o direct assistance frofield- or 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. governors;
recruitment, training, and supervigiof 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 will receive:
o Delegateatlarge status at thaternational 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
e such other rights and privileges as may fpectfied 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 formation. (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) (2/05)

B. Delegate Status:The governor, goveor-elect, 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 a club other than his/her own
club at an Internatiaa 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 i
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 convention attendance reports, shall reflect the cstatrst 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)

205- CREATING A NEW DISTRICT OR CHANGING THE BOUNDARIES OF AN
EXISTING DISTRICT

Prior to creating a new district or changing the boundaries of an existing 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
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International Board. (6/91)
206- DIVIDING EXISTING DIS TRICTS

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 from a portion of an existing distniot & fo
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 former district shall be maintained by the
appopriate 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 district level. (Example: John Kiwanian veasiember of the Mooreland, Britain, club who

served as Governor of the fictional Britaliales District. When the BritaiWales District later

split, John was then recognized by the new Britain District as a Past Governor, with the right to
attend the Btain District convention as a delegatdarge.) (4/99)

207- OFFICIAL RECOGNITION OF A NEW DISTRICT

207.1- Special Celebration Event
If the dstrict 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 present the gifts. This shall be planned in adeacmiacide
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 is held, may make arrangements with the goverrzospecial 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 gong and gavel, and appropriate district offices. 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 the International President or the assigterddtional

Board Counselor). (5/93)

208- Vacant
209- DISTRICTING OF KIWANIS CLUBS
For efficient administrative purposes, wheagiical, 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 2D&trict 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 member of that
district. (6/91)
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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 be attached, for administrative purposes,dnlgn 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 club. (6/91)

The International Board may deem thattain 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 distiité®lved 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 shall be entitled to
the same rights and privileges akastclubs. 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 orbduo 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 become a part of the assigned or another digritl)
¢ 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 Clubs
Clubs not attached to any district or fetéon shall be administered by Kiwanis
International. (6/91)

210- DISTRICT BYLAWS

210.1- Standard Form for District Bylaws
A district, through its convention, shall adopt the Standard Form for DiByiaws, 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 theExecutive Directar If a proposed amendmieappears to be in conflict with the
Bylaws, Policies, or Procedures of Kiwanis International and/or the Standard Form for
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 advice and consent of the International Board
Commitee 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)
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If a provision of the district bylaws is in conflict with the InternationaldBys, the
International Bylaws shall prevail. (6/91)

211-219- Vacant

DISTRICT OFFICERS AND COMMITTEES
220- DISTRICT COMMITTEES

220.1- Appointments
Subject to the approval of the district board of trustdesignate, t 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, subject to the approval of the district boattuefees. 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 basic committee structure may include the Valhg
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

Past District Governors

. Public Relations

10. Resoluions

11. Education and Club Development

CoNoOR~WNE

Service Committees:

12. Community Services

13. Human and Spiritual Values
14. Young Children: Priority One
15. Youth Services

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
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B. 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 ef@lommittee 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 sponsoogdams 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)

C. 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)

D. Sponsaed Programs Committees: The Aktion Club, Builders Club, ¥Kids, Key
Leader,and Kiwanis Junior Committees shall be appointe@bgember ndshall
assume responsibilities for these programs on ApAhY.action taken by these
committees shall be sudijt 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, Circle-Kids, Key
Club, and Kiwanis Junior wibe known as the district administrator for Aktion Club,
Builders Club, Circle K, KKids, and Key Club, respectivelyihe chairmen of the
Committee on Key Leader shall be known as the district chairfhé?2) @/09

E. 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 majority thereof. This
committee shall determine tingethod 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)

F. Resolutions Committee: The Committee on Resolutions #Hze 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 serve at the pleasure of the district gover{i1/92)

G. 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) (10/96)

H. 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 governogtee 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 by the gevernor
elect prior to October 1 and shadlrge at the pleasure of the district governor. (1/92)
(10/96)
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A. Administrative Committees:

1.

The Committee on Achievemenshall encourage all Kiwanis clubs in the district to
prepare and submit Annual Club Reports in accordance withilfggeformulated 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 effective administrative functioning of clubs.e&g 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 of the means 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 Fund Raisinghall prepare a budget of estimt
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 local fuaiding 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 amendments authorized by the
board, and shall makeraport 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 securing the
proper observance of obligatios¢éandards, 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 maintain an adequate membership, propenly ori
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 for

introducing Kiwanis into new communitiéscated 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 Past District Governorsshall consider andeport 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 to each member of the committee and to thietdisvernor 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)

The Committee on Public Relationshall concern itself with the material and the

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

The Committee on Resolutionshall 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 authority to originate resolutions and
to modiy, 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 experiences for
all Kiwanians at district conventig 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 Serviceshal 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 and business affairs, and safety, as wellklaar 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 Spiriual 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 membgctubs 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 means to clubs to assist them in implementinggYChildren:
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
become adapted to the social, economic, anéinde@mands 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 pertinent. It shall endeavor to inspirelubs 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 where appropriate):

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 disabilities
and shall promote the concept of continuing affective 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 Clubs in junior 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 carrying out of the Circle K District organizagadministrative
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 Key Club District organization's administrativ
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 Kiwanis Junior District organization's
administraitve functions in accordance with the Kiwanis district board's approval.
(1/00)

221- DISTRICT OFFICERS

221.1- District Board
The administrative body of a district shall be itsitabof 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 and responsibilities of the district officanes 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 district officers and avoid
rotation of nominations amgrgroups 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 practiaat] 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 the district convention,
the governor shall dejate to the governeglect 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 lieutenant gestesigmate, assisted
by a Certiied Kiwanis Instructor. (6/91)

222.3- Education Programs and Forums at the District Convention

The governor shall delegate to the goverglect the 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 office, as stipulated by Kiwanis Internatiorfdle 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 of governaglect as defined in the BylawBolicies, 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(s) required by Kiwanis International. (@p{2/00)

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 throulgé 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 district convention. (5/93)
(10/96)

In districts whee 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 sponsored programs organizations
(where applicable), agly 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 provide it in writing to the International Siceentdesignate 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 district bylaws. (10/90) (10/96)

B. Cooperatevith 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 théjécts, 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 International Convention. (10/90) (10/96)

G. Promote promt 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 annual club reports. (10/90)

I. Actively promote tle 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 district governors. (10/90)
K. Promote the Kiwais 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 au develop the program for the district convention andyeial conference, and delegate
to the governoelect the responsibility of implementing the leadership education programs and
forums at the district convention, with the governor assuring that aéetina 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 Board Counselor has adequate time to
present the mssage 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 representative of the International Presi@éa) (3/93)

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 in the Bylaws, Policies, and
Procedures of Kiwéa 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 supervise its implementation.
(5/93)

D. Consult with and ssist 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 submission of all required reports and payméfihancial 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 contact visit and official visits to the club mgetnd 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 a timely manner. See
Procedure 225.4Reportsby 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
conferences, and the International Conventi@i93) (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 education 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 council meetings with club presidents, the
lieutenant governcelect, 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&dvisory 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 all reports filed with the district or Kiigan
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 duringetcurrent 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
Kiwanis clubs. (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 contaasit 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, programs of service, and the
Young Children: Rority 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 aulag 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 governor shall prepare and timely file glarts 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
and what actions the club is taking to réthitis 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 problem. (6/91)

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 lieutenant governor will be
trained about the progm 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 Lieutenant Governors
Under the chairmanship of thieditenant 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 aspects of division 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 districtfinance 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 treasurer to such board at each of its gsee@io1) (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 adtnative 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 Board of Trustees."
(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 Diectorshall 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 International and submitted for
review by the Internatioh®oard Committee oAudit 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 supeovisf 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 administrative year by
a district officer to the ared 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 supervision provided and the actual costichsncurred 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
meeting of the International Board, thgecutive Directorshall 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 extension of district boundaries to
make certai remotelylocated 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 cost of servicing and administering the retootgd 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 clukarrants, 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 recommend to the
International Board the amount iy, 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 toEastern 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 detailing the reasons why a subsidy is neededudsidy
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 year subsidy is due.) (4/95) (2/96)

2. The rguest shall be reviewed and approved by the International Board @esmi
on Audit and Financeo later than the January/February meeting of the Board for
inclusion in the proposed budget. The district shall be informed 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 accounting of: (6/91)

1. The amount of districdues 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 for other clubs in the district. The
ExecutiveDirectorshall 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)
semiannual certified memberships of the distior 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 shall cease when district income from
such remotly-located clubs warrants reduction or discontinuance. (1980)
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234- DISTRICT ASSISTANCE IN THE COLLECTION OF KIWANIS INTERNATIONAL DUES

Some districts in Europe, AsRacfic, 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 assist shall nominate a fiscal agent to be agpgrp¥&wanis

B.

C.

International. (1/91)

The district officers and fiscal agent must sign an agreement setting forth their duties and
responsibilities. To be effective, the agreement must be approved byeatiative Directar
(1/91)

Those involved in theatlection 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 ofrsteimbursement 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 Governorselect, and 179.11District

Secretarig, regarding expenses paid by Kiwanis International.) (5/93)

243249- Vacant

DISTRICT CONVENTIONS AND CONFERENCES

250- DISTRICT CONVENTIONS

250.1- Purpose

The district convention shall be held annually to providefethip, motivation, inspiration,
administrative methods, and Kiwanis knowledge and objectives for club members and
leaders, with special emphasis on club presidéesignate and secretari@ssignate to
better prepare them to fulfill the duties and resihilities 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 meeting 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 be less than two (2) days or more tharg3hdays 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 convention
dates shall be provided to the Imational PresiderElect 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. (6/91)

250.4- Joint Conventions
Unless appved 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 convention program. The
governorelect has the sponsibility 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 that will encourage
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 efforts should be made to encourage repréisenty 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
discouraged to attend for financial reasof93)

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 discussion among club
members and officers relagjio 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 members from outside of the originating digtsiddoundaries 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 approval must also be 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 musbe 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 the foundation by Kiwanians by providing thea 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 foundation. (6/91) (10/93)

260.2- Name

Thefoundation'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 agreement executed by the district and faumdéh 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 foundation will comply with all conditions aretjuirements 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 shall sign an 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 gast 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 interfere with the authority of the district boamastdes.
(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 administrative secretaries. The
executive leader ahe 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 office of administrative secretary, andrtmktte 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 once each year at the site of the Intetab@onvention. 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 Council meetings shall be published irCibn@vention 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 MEMB ERSHIP REPORT

264.1- Weekly Report
During April and May and again during October and November, District Secretaries shall
receive from Kiwanis International a weekly Semiannual (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 finanputer 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 whose status is charter
revoked or suspended bytiao 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 a final certification of dues payments peddegs
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 grovetlated International Committees, distri
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 PROCEDURES

SECTION 300: CLUBS

((This sedbn revisedper Kl. Board Action a®f June2010

CLUB ORGANIZATION
300- Vacant
301- BUILDING NEW CLUBS

301.1- Club Location
New Kiwanis clubs may be built in a communithich 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 the club. If the
new club is being built in an areath 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 havenaexclusive territorial area. (6/91)

301.3- Club Meeting Places
Each club is autonomous in determining its place of meeting. 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 Kiwanis club shall
commence with the three wordsit¥anis 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 bylaws. (6/91)

B. Geographic Location: The club name ay 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 Club of Santa
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 organized in an historical area, the club nauae 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 contain the name of the community or aremaivith 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 Virgil Grissom.) (1980) (1/97)

F. Gender Designaéion 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. (10/90) (1/97)

302- CLUB MEMBERSHIP

302.1- Number of Members Required
In most communities, at least 20 active members in good standing shall be requiredsfor club
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 least 3@lays advance notice to and approvahefiExecutive 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 exceptiomf 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 vote of the 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 onsent 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 club for a period of six (6) months. (6/91%)10/9

302.3- Charter Membership
The charter membership of a club shall be considered as all club members in good standing
as of the date the charter is presented to th®e cline 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 in the new club for the
specific purpose of assisgjrthe 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 Club Builder about their role in the new club.
A newclub 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 moving their active membership from another clulshéiebe
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 will not pay dues and fees for that seed mémkgvanis 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 and fees) as outlined in the InternationalByldw 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 sponsoring club or to
those individuals interested in forming a Kiwanis club. At the same time, the affected district
governor(s) shall be informed of such action. The petitiod bhgdroperly 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 organization. All necessary documents and feestfoh 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 organization date, the official organization date

will be regstered 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 club shall be present at the organizational
meetng 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. (2/81) (6/91)

304.2- Who Shall Conduct Organizéional 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, befoagimission 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 mayeborganized and the
charter presented, the required number of individuals shall have completed an
application for membership and paid a new member fee, whighbe $50 for Tier A
clubs; $25 for Tier B clubs; and $15 for Tier C clubs. For clubs orgadasuary 1
September 30, this fee shall also be considered payment of dues, subscription fees, and

Pagedl (06/10)



Kiwanis International Procedures: Clubs
insurance for the following administrative year. (10/90) (4/10)

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 of Dues, Magazine Subscription, and Insurance.) (6/91)
(2/05)

305.2- After Submission of Roster
The new member fee applies to all club rbens added after the submission to the
International Office of the Permanent Organization Roster following the organization
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 International Presiddatecutive Directgrand the district governor will be
issued to the club. For clubs formed within a federation, the charjeals@mbe 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 representative will
personally present the new charter to each club. If the governor designates a representative,
this person generally should be a pdistrict governor. The presentation of a charter to the
first new club in a nondistricted area should be made by the International President or the
President's representative. (6/91) (10/98)

The district governor, International President, or other representative who presents the club
charter when making the report on charter night shall send a charter night program which
shall be placed in the permanent file of tlegvrclub at the International Office. (1980)

(10/96)

307.3- Language
Charters issued to clubs shall be printed in the official Kiwanis language of English. (6/91)

307.4- Revisions to Club Bylaws
With the adviceand consent of the International Board, Executive Directoshall make
the necessary changes in the Standard Form for Club Bylaws to bring them into conformity
with amendments to the International Bylaws, and all clubs shall be informed that such
changs immediately apply to their club bylaws. (6/91) (10/91)

308- INCORPORATION OF CLUBS

308.1- Assistance by the International Office
Subject to prepprovalof its articles of incorporation by the International Board, a Kiwanis
club must incorporate within one (1) year from the date on which it receives its charter, if
such incorporation in the club's state, province, or country limits the club creditbes to t
funds or property of the incorporated club.
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308.2- Information to Clubs
Initial information on incorporation shall be 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 lawkthe country in which it exists and functions.

Whenever local laws impose a requirement which may be inconsistent with the Bylaws or Policies of
Kiwanis International, the clubs affected should present the concern to the International Board for
adviceand 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 shall assist in the formation of new clubs and shall have the
responsibility to determine that the new club has the minimum number of aetimbears
(and not just signatures on a petition) at the dates of organization and chartering and that the
club maintains the minimum number of members needed for chartering throughout the
administrative year. (6/91) (10/96)

The lieutenant governor is thearman of the charter event for the new club and shall
encourage every club in that division to be represented by at least arlubtat the charter
function. (6/91) (10/96)

310.2- Lieutenant Governor and Sponsoring Club(s)
The lieutenant governohall designate which club(s) shall be recognized as the sponsor(s)
of a new club. In nondistricted areas, the authorized club builder shall designate sponsoring
club(s). (5/89) (10/96)

The sponsoring club(s), the lieutenant governor at the time ofinegiam, and any

succeeding lieutenant governor shall assist the new club for at least one year after its

organization, and be responsible for: (6/91) (10/96)

A. Club meeting programs during the first thirteen weeks. (6/91)

B. Continued membership recruitmegitorts and maintenance of active membership of not
less than the number of members required to organize the club. (6/91)

C. Assistance in planning for and attendance at the club charter presentation event. (6/91)

D. Development of proper club administrativ@pedures and programs of community
service. (1/92)

311- OFFICIAL ORGANIZERS OF NEW CLUBS
Kiwanis International shall authorize, train and support persons to organize new Kiwanis clubs. In
North American districts, these persons shall be New Club Builders. In other districts and
nondistricted areas, these persshall 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. Candidateagdpointment to the position
of New Club Builder should: (10/96)
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Be willing to make a thregear commitment to the position, with the understanding
that their continuation into the second and third years will be preceded by a review
of their achievemdrin the current year. (10/96)

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 girgle focus. (10/96)

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 menolbéne 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 should: (1980) (10/96)

1.

2.

Be knowledgeable of the area involved. (1980) (10/96)

Be willing to spend the necessary time to assess thoroughtptigitions of the area
involved. (1980) (10/96)

Be willing to explain to prospective Kiwanians the principles and ideals contained in
the Objects, objectives, and policies of Kiwanis International. (1980) (10/96)

Be willing to spend the necessary titnegive Kiwanis education and leadership
training to new members and club officers. (1980) (10/96)

Be willing to complete the necessary club organization papers and forward them to
the International Office. (1980) (10/96)

311.2- Duties and Responsibities

A. New Club Builders: The duties and responsibilities of New Club Builders shall be:

1.

2.

Participate in the annual training/updating session provided for New Club Builders.
(10/96)

Work with the district chair for new club building and governomigét and
properly plan for the organization of at least one new Kiwanis club each year.
(10/96)

Follow the process and use the material provided by Kiwanis International for the
proper organization of a solid new Kiwanis club. (10/96)

Keep the districchair informed of progress on the site(s) targeted for the year.
(10/96)

B. KIARs: The duties and responsibilities of KIARs 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 Directoprior to its possible approval as a club. (1980) (10/96)

3. Appraise and report factually the membership potential in the areaéavo(1980)
(10/96)

4. Secure assurance that prospective members will accept the Objects, objectives, and
policies of Kiwanis International. (1980) (10/96)

5. Gain a thorough knowledge and understanding of the Policies and Procedures
governing internationabgension and the current and forward plan for
implementation of international extension. (1980) (10/96)

6. Make specific recommendations to taeecutive Directoor International Board.
(1980) (10/96)

311.3- Expense Reimbursement

A.

312-319- Vacant

New Club Builders: A New Club Builder will receive limited reimbursement for actual
expenses incurred in the performance of tasks routinely related to the position, provided
that he/she adheres to current Kiwanis International programs for membership and club
development, angdrovided that the specific tasks are completed within required time
periods. The usual maximum reimbursement is US$100. (1/90) (10/96)

In the unusual instances where a New Club Builder must lead the efforts to build a club
located more than 300 mile® the New Club Builder's residence, the maximum

reimbursement may be US$300. Such an exception must be requested and approved in

writing by theExecutive Directoor designee in advance of any expenditures. This
exception will not be granted if a Cluteizelopment Manager has also provideesita
assistance. (1/90) (10/96)

KIARs: A KIAR will receive limited reimbursement for actual expenses incurred in the
building of new clubs. The usual maximum reimbursement is US$100 in districts and
US$500 in nodistricted 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)

CLUB OFFICERS

320- CLUB OFFICERS

320.1- Selection
The best interests of a club are served when a number of different club members serve as

officers, members of the board of directors, and committee chairmen. Persons other than the

secretary and treasar should not be encouraged or expected to hold the same office or
chairmanship for more than two years. (6/91)

Pageds (06/10)



Kiwanis International Procedures: Clubs

320.2- Installation

Each Kiwanis club should hold a meeting at the beginning of each administrative year for the
purpose of installing itsew officers and should recognize that such a meeting provides
opportunity for the entire club membership to renew and reaffirm their commitment to the
objectives of the organization. Such meetings also provide public relations opportunities to
acquaint te 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 thedtion of the presidemttesignate. The club
presidentdesignate shall conduct a Club President's Conference for Incoming Officers and
Appointees to prepare them for their club responsibilities. (See also Procedure@gp.2
Officers Education.) (5/90

321- QUALIFICATIONS FOR THE CLUB PRESIDENT

The club president should be an active member in good standing and should: (6/91)

A.

Possess the esteem and confidence of the club members and the ability to assume the leadership
of the club; (6/91)

Have attended the previous district convention and divis&ining conference; (6/91) (1/00)

Be prepared to give the time and effort necessary to lead and carry on the work and activities 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 comnittees; 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) (26)

A.

B.

Plan in advance and preside at club and board of directors' meetings. (1/92)

Lead a wellmanaged and interesting club meeting that opens and closes on time and has a
variety of programs of interest to club members. Periodic meetings or recreativiies with
spouses (or families) should also be held. (1/92) (10/96)

Have an aggressive yelmng membership recruitment and retention program with monthly and
quarterly goals. (1/92)

Have an effective pranduction education program for new mesndy stressing membership
responsibilities, benefits achieved by active involvement in service activities, and the need for
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 new members are assigned to one or more committees and become actively
involved in club activities. (1/92)

Assure that there is a propercaanting of club finances, including the separation of
administrative and service funds and that the club's financial records 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 required club reports are filed with the district and Kiwanis International in
a timely manner. (1/92)

Have a close working relationship widmd make certain that the club carries out its
responsibilities to, any sponsored programs organization. If the club does not sponsor such an
organization, consider sponsoring one. (1/92)

Determine if a nearby community or area lacks a Kiwanis clubesttor participate in the
building of a new Kiwanis club. (1/92)

Attend the International Convention, district convention and conferences, and division council
meetings. (1/92)

Make certain the club is well represented at the International Conveasiovell as the district
convention, conferences, and events. (1/92)

Promote intecclubbing. (1/92)
Orient the presiderdesignate regarding duties as the club's Bartutive Director (1/92)

With the presidentlesignate, arrange a joint meetirfgh® incoming and outgoing boards of
directors for the purpose of providing a smooth and effective change of administrations. (1/92)

Ensure the club's full participation in service initiatives, including the Young Children: Priority
One program. (106

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 attend the International, district, and divisional leadership training conferences.
(1/92)

Confer with the current president, club officensd@ommittee chairmen on the club programs of
service and administration. (1/92)

Attend the International Convention, district conferences and conventions, Club Officer
Education, and division council meetings. (1/92) (1/00)

. Supervise the club's annui@mmunity analysis to determine the community needs and programs

of club service to recommend for next year's implementation. 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 cub committee chairmen and members who will carry out the club's administrative
responsibilities and/or service projects. Make certain that all members of the club, and especially
new members, are involved, and that members are not continually reappsicteirman or a
member of the same committee. (1/92)

F. Be actively involved in the preparation of the annual club budget to properly plan for proposed
programs of service and the necessary ftaising activities. (1/92)

G. Set goals and objectives for tbeming year and recommend their adoption. (1/92)

H. Hold the president's training conference for club officers, directors, committee 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 incoming and outgoing 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 qualificatset forth in the Bylaws of
Kiwanis International. Membership in a Kiwanis club is personal and not of the business or
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 shall complete the
Member Transfer/Referral Form and forward it to either the club secretary or district
secretary. The moving member may subnifr@posal for Membership directly to the board
of directors of a club in his/her new area, and that Kiwanis club is encourage to elect that
individual to its club membership. (6/91) (4/97)

340.3- Invitation to Membership
Admission to Kiwanis club membership shall be by personal invitation only. Kiwanis clubs
shall not solicit new members through newspaper ads, general mailings to tbequutther
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 Kiwanis International annual dues for each active, senior, and

privileged member, except those holding life member status, as provided in thatiatezin
Bylaws. (10/90) (4/98)
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341.27 Reporting of Membership
Dues, magazine subscription fees, and insurance costs are payable by clubs each
administrative year. They are based on the number of members as reported to Kiwanis
International in the apppoiate report. The amounts become delinquent if not paid within 60
days after the due date. If the club fails to report the 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 club®glthat 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 by invitation 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 agpice of inviting a prospective member to several regular
meetings of the club before the club board of directors votes on the election to membership
of such prospective member. When practical, the prospective member should be a guest of
the club. (6/91

342.3- Membership for Young Men and Women
Every effort should be made by Kiwanis clubs to invite younger men and women as
members, especialthose 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, which members of the club membership
committee should discuss the history, Objects, and objectives of Kiwanis; club service
projects and fundaising activities; and the responsibilities, costs, and benefits of club
membership. The member should be madara of the benefits of regular attendance,
participation in the activities of the club, and visiting other Kiwanis and 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
A procedure of induction of new members into a club in a dignified manner should be
developed by each cldbr its own use. (6/91)

342.6- New Member Fee
A graduated enrollmeriéein an amount determined by the Boardlkbe charged for each
new club member to defray mthistrative costs.This fee may not exceed the annual amount
of dues, publication, and insurance (per the Bylaws), 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 cluihefee isnot waivedwhena member who has been

deleted is thene-added by the same club, except when annual dues have been paid for that
member for the period in which the member rejoins. (10&QP0]

342.7- Appointment to Committees
The president should appoint a new menibeone or more committees of interest to the new
member within one month of the member's induction, and the chairman of the committee is
responsible to actively involve the new member. (1/92) (10/96)

343- LEGIO N OF HONOR

343.1- Composition
The Legion of Honor shall include all persons who have been 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 twdingy (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 meeting is 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, KeybClu
Aktion Club, K-Kids, or Kiwanis Junior club. (10/85) (4/04)

A. For clubs having a membership of twenty (20) or less members, a minimum of two (2)
members in attendance will be required to constitute and¢hibrmeeting. (4/04)

B. For clubs vith a membership of twentgne (21) to thirty (30) members, a minimum of
three (3) members in attendance will be required to constitute arclubemeeting.
(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 itsrmegeting, 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 bemsgpe for an official record of
attendance of members and visiting Kiwanians, which shall become part of the club's
records. (6/91) (4/97)
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344.3- Special Meeting
A special meeting of a Kiwanis club may becgl lieu of its regular meeting. Examples of
a special meeting may include a family or spouse night, installation of club officers, inter
club, etc. (6/91) (4/97)

344.4- Annual Meeting
Provi si ons UJaloneetiry are stated id the Iatamnational Bylaws and in the
Standard Form for Club Bylaws. (4/97)

345- CLUB MEETING ATTENDANCE AND PARTICIPATION RULES

345.1- Meeting Attendance Requirements
To receive credit foattendance at a meeting, the member must be present for at least 60
percent of the time scheduled for such meeting. 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(2400)
A. A regular meeting of any Kiwanis club. (6/91) (9/99)
B. A round table meeting. (6/91) (#P
C. A special meeting of a Kiwanis club. (6/91) (4/97)
D

. Aregular meeting of the member's club board of directors. (6/91) (4/99)

m

A regular, scheduled meeting of a formally
(4/99)

F. Participation in a club appved service project. (Maximum of one credit per day per
service project.) (6/91) (4/99)

G. Attendance at an International, district, or division convention, conference, or formally
scheduled meeting. (Maximum of one credit per convention, conferenceetngne
regardless of length.) (6/91) (4/99)

H. Attendance at an International or district board meeting. (Maximum 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 #radtional 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, mmale, and espirit de corps (club dinners, picnics, birthday parties,
outings, etc.) (Maximum of one credit per 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 of 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) (499)

345.3- Monthly Attendance Credit Calculation

A. Basis and Frequency:Attendance credits for a club member shall be determined
monthly, and shall be based on the number of member attendance credits compared to
the number of regular meetings the clas 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 cluln®nthly attendance is based solely on
the total number of active members of a club. Honorary, senior, or privileged members
or guests, whether members of Kiwanis or not, are not included. (6/91)

D. Calculation Process: To figure the percentage of attendarior a given month,
determine the total number of attendance credits for active members as provided in this
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 givethm (6/91)

Example: Assume that a club with 50 active members meets weekly on Wednesdays,
that there are 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 = @&@lits*
10 members each with 3 credits = 30 credits

5 members each with 2 credits = 10 credits

4 members each with 1 credit = 4 credits

1 member with no credits = 0 credits
Total Club Attendance Credits = 164

Total Possible Attendance Credits (5@)X= 200
Monthly Percentage (164/200) = 82 percent
*Maximum allowable (6/91)

345.4- Leave of Absence

A. Dues Requirement: A leave of absenocexcuses a member from attendance
requirements but does not eliminate the dues required for membership. (6/91)

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 absenageriod 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 area. (1980)

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
board of directors, a leave of absence may be granted when members move their
residence and/or community interests beyond the club area. This leshs&eate
provides the member an opportunity to become affiliated with another Kiwanis club in
the new location while retaining membership in the present club. Kiwanis clubs are
urged to use such leaves of absence to retain members in Kiwanis. Suclfleaves
absence terminate when the member affiliates with another club or at the end-of a one
year period from the time the leave of absence is granted, whichever is earlier. (6/91)

D. Member Serving in a Legislative Capacity: Kiwanians serving in a state, provincial,
national, or comparable legislative capacity, while attending legislative sessions or
meetings, shall not be subject ke tattendance requirements of active members and shall
remain in the good standing of their club while rendering such legislative services. No
attendance credit shall be given to the member serving in such capacity, and for club
attendance reporting purges as provided in this procedure, the member shall be
considered as having a leave of absence. (6/91)

345.5- Perfect Attendance Tabs
Attendance tabs denote years of perfect attendance rather than consecutive years of perfect
attendance.

Upon completion of any twelve consecutive months of perfect attendance, an appropriate
attendance tab should be presented by the club to its member. (6/91)

For perfect attendance tab pusps, the member has the opportunity of making up the
number of leave of absence meetings either before such leave takes effect or upon
resumption of attendance at club meetings for a period equal to the leave of absence.
Otherwise, perfect attendance tktions 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 receivan attendance credit for visiting another Kiwanis club, the Kiwanis
member should present to the member's club secretary 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 serviftends. 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 meetings, timely and complete financial reports should be presented by the treasurer. These
financial reports must be reviewed by the club boamirefctors 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 administpatiposes, see Standard Form for
Club Bylaws.

¢ Drawings at club meetings, see Interpretations of the International Bylaws regarding "Raffles and
Drawings." (10/95)

353- ANNUAL AUDIT

A club's books of ecount shall be audited at least once each year. The auditors shall be named by
the board of directors. (See 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 Directomay open a bank account in the name and ownership of Kiwanis
International for the collection and transmittal of dues and other funds, andpoasibility
shall be assumed by the following: (1980)
A. In districted areas, unless a fiscal agent is appointed Bxéhautive Directarthe

district governor. (4/86)

B. In nondistricted areas, the ranking officer appointed byettexutive Directar (198))

354.2- Fiscal Agent
Fiscal agents must submit financial reports to Kiwanis International by the fifteenth day of
the following month. (6/85) (4/97)
355- CURRENCIES
Payment of amounts due to Kiwanis International shall be made in United States currency, or in other
currencies approved by the International Board. For the amount payable in other currencies, see
Procedue 781- Currency Exchange Rates for Payment of Accounts. (10/90)

Approved currencies are the United States dollar, the Canadian dollar, and the European euro. (7/98)

Clubs located in restricted currency countries shall deposit funds payable to Kivwwamational
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 whi#a Essential Actions of a
Kiwanis club as defined by the International Board, which are as follows: (1980) (1/00)

A.

Comply with all the provisions of the Bylaws, Policies, and Procedures of Kiwanis
International, its district, and its federation (if any). (1/00)

Comply with the current Standard Form for Club Bylaws, modified asoapgrby the
International Board of Trustees. (1/00)

Implement community service projects, including those that support Young Children:
Priority One and district goals for the Worldwide Service Project (if any). (1/00)

Sponsor or support a-Kids club, Bulders Club, Key Club, Circle K club, or Kiwanis
Junior club (where possible). (1/00)

Maintain an active, privileged, 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 obligations to Kiwanis International, its district, and
its federation (if any), within ninety (90) days after such amounts are due. (1/00)

Meet at least tviie monthly with a welmanaged, informative, and fun club meeting
which contains an informative program and follows a timed agenda. (1/00)

Schedule board meetings at least once a month. (1/00)

Monies received from furthising projects in which the publparticipates, or from
members or others for the service activities sponsored by the club, shall be segregated
from the administrative funds and shall be used only for charitable, educational,
religious, and eleemosynary activities. (1/00)

Complete thenual club organization, including the election and reporting of officers
and the appointment of committees. (1/00)

Have all club officers participate in Club Officers Education. (1/00)

Participate in district and division activities, including the finifent of its club delegate
obligation to district conventions. (1/00)

. File all reports as required by Kiwanis 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 nmgce a club on
probation for a violation(s) of the essential actions (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(sdnd a copy of the findings and conditions to
be met to eliminate the probation must be sent to the club president, club secretary,
lieutenant governor, and tl&ecutive Directar (1980) (10/98)

C. Response:Such club will be given at least thirty (30)ydato 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 (&ny) board for up to two (2) additional periods, not to exceed
three (3) months each. (6/92) (1/99)

E. Charter Suspension or Revocation:If the violation(s) have not been corrected by the
club within the probation period, the district or federation (if)asoard shall
recommend to Kiwanis International the suspension or revocation of the club's charter,
or as provided in the International Bylaws, the International Board may suspend or
revoke the clubds charter anddManks. (60O vent t
(10/98)

F. Referral to International Board: At any time, the entire matter, together with a copy
of all proceedings, correspondence, and recommendations may be referred by the club,
district, or federation (if any) board to the International Board, or the International Board
may initite a review of such proceedings. (1980)

G.Return to Al n Go olf at &y pomtdnithisgrocess priarttockzarter
suspension or revocation, the club complies with the requirement, the violation of which
resulted in probation, then the clgbh a | | be returned to Ain goc
shall be so notified by the district or federation. (1/99)

360.3 Clubs Not Current With Financial Obligations

A. Charter Suspension: When a club fails to pay its international, district, or federation
financial obligations exceeding 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 currat with its financial
obligations or having outstanding dues obligations is not entitled to be represented by
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 hundred and twenty (120) days
after the indebtedness is due to the last reported president and secretary of the club by the
Executive Directoor desigree, and copies shall be sent to the district. (1980) (10/04)
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D. Charter Revocation: When a club fails to pay its international, district, or federation
financial obligations billed by and payable to Kiwanis International within eight (8)
months after suchmounts are due, under the International Bylaws, the club charter shall
be revoked at the next Kiwanis International Board meeting. Whenever the International
Board shall direct revocation of a club charter for nonpayment of financial obligations,

thecub6és | ast reported president and secretae
action by theExecutive Directoor designee, and copies shall be sent to the district. The
clubb6s | ast reported president athed secreta
pending charter revocation two (2) months prior to the charter revocation date. (1980)

(10/04)

E. Return to fAl n Go olfat&iy ot ththis graresSpria to charter
revocation, the c¢club pays its full i ndebt e
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 desigee will notify each district of
the clubs in their district whose September 30 certified membership is below fifteen (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, Kiwhrernational
and/or the district will provide membership development programs to assist the club in
the process of increasing its membership to a level wherein the club can function fully
and fulfill its responsibilities of a club as required in the EgakActions. (5/94) (1/99)

360.5- Notice to Clubs
A copy of Procedure 360CIub Status shall be included in 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 keyauwill be retained.
The club must also resolve the transfer of funds and the sponsorship of sponsored programs
clubs. The club that is retiring its charter must dissolve its corporate status. (10/96)

When all administrative details are satisfied, the other club charter may be retired by action
of theExecutive Directar (6/91) (10/96)

No new member fee will be charged for members otthle whose charter is being retired.
(6/91) (1/01)

361.2- Resignation of Club Charter
The necessary steps for resignation of the charter of a club are found in the International
Bylaws. (10/91)

See also Procedure 383.Club 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
ard privileges as a Kiwanis club cease during such period of suspension. The Board will
revoke the charter of a 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 tfasigharter
revocation will be considered within the gnonth period. (6/91) (10/04)

362.2- Reactivation Meeting
In order for a club that has hétd charter suspended to be restored to "in good standing”
status, a reactivation meeting must be held, conducted by the lieutenant governor, an
appointed representative of Kiwanis International, or a current or past district officer. At that
meeting, thelub roster must have a minimum of twenty (20) members, of which at least
fifteen (15) are in attendance. (5/92) (10/96)

Following the reactivation meetinthe district and International Offices shall be provided
with a report which must be signed by the club president and secretary, to include: (1/86)
(2/93)

The date the meeting was held; (1980)

The names and addresses of the club president and sed380)

The names and addresses of its club members; (1/93)

The place, day, and time of its regular club meetings; 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 accordance with
International Bylaws, Article 1V, Section 2), all of the club's rights and privileges as a
Kiwanis club are terminated and the club ceasesxiki at that time and has no status at any
administrative level. The club continues in this status during any appeal 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 revked, providing that: (1980)

A. The reinstatement charter fee of US$100 (as defined in the International Bylaws) has
been submitted. (6/91) (5/93)

B. A reorganization meeting has been conducted in conformity with the procedures set forth
for the organizationfoa new Kiwanis club. (1980)

C. The required forms have been completed and submitted to the International Office.

(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 strergn 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 6 assembly, expression, and action necessary for a Kiwanis club to function in accordance
with the Bylaws, Policies, and Procedures of Kiwanis International. (7/88)

Until such time as an authorized nation, part of a nation, or group of nations beatistéstan
formation, theExecutive Directoshall approve each prospective site prior to new club building in
that area. This approval shall be based upon a reasonable expectation for the political, social, and
economic stability that would be requirldt compliance with this Procedure. (6/92)

(See also Procedure 376.0fficial List of Kiwanis Nations and Nations Authorized for Extension
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 used when 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 the loagge 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 Boanéwe including
determination of the following: growth potential, political climate, monetary policy,
economic factors, geographic location, language, cultural factors, proximity to existing
Kiwanis clubs, communications and education factors, presemtbhafservice 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 requiremergstas
forth elsewhere in these Procedures. (6/91)

C. Currency: The currency situation in any new country or area must be such that dues
and other funds can be forwarded to the International Office without undue difficulty, or,
if this is not possible, thatf1) Kiwanis can maintain a bank account in its own name in
that country or area controlled by a fiscal agent as provided in Procedure Gh4b3
Payments; and (2) a plan has been prepared by staff showing how the deposited funds
can be utilized by Kiwas International. (See also Procedure 378€2posit of Funds.)
(5/83) (7/88)

D. Economy: Kiwanis clubs shall be organized only in those countries or areas in which

the economy provides enough income to afford membership in a service club and a
sufficientnumber of business and professional persons to support the five Kiwanis clubs

Pagel09 (06/10)



Kiwanis International Procedures: Clubs

specified in Procedure 372.2.B. (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 area should be visited by a member of the
International Board or staff prior to Board authorization of extension. During this visit, a
meeting should beeld with prospective members of the first club(s) to verify
information previously gathered on the prospective nation or area and to ensure that the
responsibilities of Kiwanis membership are fully understood. (7/88)

B. Growth Potential: There should bet#east five (5) communities of sufficient size for
additional clubs to be organized in the general area or vicinity 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 EXTEN SION AREAS

373.1- General
There must be compliance with all new club building requirements as set forth elsewhere in
these proceduressee Procedures 301 through 311 regarding club organization. (6/91)

373.2- Organization
Clubs shall be organized by an official representative of Kiwanis International. (1980) (1/98)

373.3- Coordination of Activities
New Club Building activities shbbe coordinated by districts in districted areas and by the
International Office in nondistricted areas. (1980)

373.4- Sponsorship
New clubs in international extension areas may be sponsored by clubs in any country or area
which fulfill the responsibities 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 théch#ing formed. (1980)
(4/97)

373.6- Kiwanis Literature
Every extension club should be furnished with basic club organization, operation, and service
literature as determined by the International Board. When practical, such literature and
material shald be translated into the primary native language. (1980)

374- FINANCIAL MATTERS IN INTERNATIONAL EXTENSION AREAS
374.1- Bank Accounts fa New Clubs in New Nations

A. Respnsibility: When a new club is built in a new Kiwanis nation, it shall be the
responsibility of the sponsoring 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 account in the name of Kiwanis International in the city in which the
club is located. This account shall be the designated account into whichttis@aliu
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make all payments to Kiwanis International. (10/91) (10/96)

B. Currency Restrictions: In the event the new club is in a country that has currency
restrictions, the sponsoring club or clubs shall also be responsible for assisting Kiwanis
Internatioral with opening a bank account in United States dollars (euros in Europe).
(10/91) (9/99)

If a bank account cannot 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- Depost of Funds
All funds paid by each club shall be deposited in the name and to the credit of Kiwanis
International, or its designated agent, as approved iyxbeutive Directar (1980) (10/96)

374.3- Club Payments
Club payments to Kiwanis Internatiorsdlall be made in an approved currency on the basis
of the United States dollar exchange rate. Where the monies cannot be transferred to a
United States depository, they shall be collected by a fiscal agent selected and approved by
the Executive Directoend 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 Kiwanis principles
and objectives. (1980)

375.2- Nondistricted Areas
In nondistricted areas, the leadership education of the officers and members of alChd sh
the responsibility of the International Board or its designated representative. (1980)

376- OFFICIAL 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 pat appearing on the list are authorized for
extension, while only nations with one or more active clubs have an asterisk 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 extension by the International Board. (6/92)

B. Additional nations which the International Board may have authorized for extension, but
in which an active clubas yet to be organized. A past nation may be specifically
excluded by the Board from further extension activity and removed from this list. (6/92)

C. Additional nations which the International
behalf when the Bodris 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
organizedn that nation, in accordance with Procedures 370 through 373, and an asterisk will
be placed next to that nation'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 Nat®ninety (90) days following
approval of charter revocation of the last club in that nation by the International Board. This
will be reflected by removing the asterisk from next to the nation's name. (The nation's hame
will normally remain on the listf Nations Authorized for Extension unless specifically

removed by the Board.) (6/92)

(PROCEDURE 376 CONTINUED ON NEXT PAGE)
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376.4- Current Combined Listings
Following is the (combined) current list of Nations Authorized for Extension and theaDffic
List of Kiwanis Nations (as of April 2007): (04/07)

CoNoOR~WNE

Albania*

Algeria

Andorra

Antigua and Barbuda*
Argentina

Armenia

Aruba*

Australia*

Austria*

. Azerbaijan

. Bahamas*

. Bangladesh*

. Barbados*

. Belarus

. Belgium*

. Belize

. Bermuda*

. Bolivia

. Brazil*

. Bulgaria

. Cameroon

. Canada*

. Cayman Islands*
. Chile

. Colombia*

. Comoros

. Costa Rica*
.Cot e
. Croatia
. Czech Republic*

. Denmark

. Dominica

. Dominican Republic
. Ecuador*

. Egypt

. El Salvador*

. Estonia*

. Faroelslands*

. Fiji

. Finland*

. France*

. French Guiana*

. French Polynesia*
. Georgia*

. Germany*

. Ghana*

. Greece

doél voi

48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.

81.
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.

Kiwanis International Procedures: Clubs

Grenada

Guadeloupe*

Guam*

Guatemala*

Guyana

Haiti

Honduras

Hong Kong*

Hungary*

Iceland*

India*

Indonesia*

Ireland

Israel

Italy*

Jamaica*

Japan*

Jordan

Kazakhstan

Kenya*

Korea (South Korea)*

Kyrgystan

Latvia

Liberia

Liechtenstein*

Lithuania

Luxemburg*

Macedonia (Republic of)

Malaysia*

Malta

Martinique*

Mexico*

Micronesia, Federate
States of

Moldova

Monaco*

Morocco

Netherlands*

Netherlands Antilles*

New Caledonia*

New Zealand*

Nicaragua

Nigeria*

Northern Mariana Islands

Norway*

Pakistan*

Panama*

* Denotes at least one currently active club
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94. Papua New Guinea
95.Peopl eds
96. Peru*

97. Philippines*

98. Poland*

99. Portugal*

100. Puerto Rico*

101.
102.
103.
104.
105.
106.

Romania*
Russia
St. Kitts & Nevis*
St. Lucia*
St. Vincent & The
Grenadines*
San Marino*
Senegal
Singapore*
Slovakia*
Slovenia
SouthAfrica
Spain*
Sri Lanka*
Suriname*
Sweden*
Switzerland*
Tajikistan
Thailand

107.
108.
109.
110.
111.
112.
113.
114,
115.
116.
117.
118.
1109.
120.
121.
122.
123.
124,
125.
126.
127.
128.
129.
130.
131.
132.

Tunisia*
Turkey*
Turkmenistan

Ukraine

United Kingdom*
United States*
Uruguay
Uzbekistan
Vanuatu*
Venezuela*
Yugoslavia, Federal

Republ i

Republic of China (Taiwan)*

Trinidad and Tobago*

Turks and Caicos Islands*

Republic of (Serbia &

Montenegro)

(list revised 04/07)
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377-379- Vacant

CLUBS - MISCELLANEOUS
380- CLUB FOUNDATIONS

380.1- Incorporation

The establishment of a club foundation is subject to the approval of the International Board.
(6/91)

The foundation must be incorporated, and its articles must provide a definite commitment of
its funds or charitable, educational, eleemosynary, and/or scientific use. (6/91)

The articles of incorporation shall provide that the members, officers, directors, and trustees
of the foundation shall be active, senior, or privileged members of the sponsoriagi«iw
club. (6/91)

380.2- Name
The foundation name must include the name of the sponsoring Kiwanis club. (6/91) (9/00)

380.3- Agreement
Either the articles of incorporation or an agreement executed between the foundation and
Kiwanis International mugtrovide that: (6/91)

A. The foundation and its members will at all times be governed by the Bylaws, Policies,
and Procedures of Kiwanis International as adopted or amended. (6/91)

B. The foundation will comply with all such conditions and requirementsiwanis
International may prescribe. (6/91)

C. No amendments to the articles or any bylaws of the foundation shall be made without the
consent of the International Board. (6/91)

D. Foundations sponsored by Kiwanis groups shall sign agreements similasgcsitpoed
by clubs, providing that, whenever requested by the International Board, the corporation
shall dissolve 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 the date of its organization as its annual anniversary date. (6/91)

381.2- Observance
Clubs shall be urged to celebrate each of the anniversatiesioformation, and special
preparations should be made for the observance of anniversaries divisible by five (5).
Advantage should be taken of these occasions to give proper publicity on television, radio,
and in the local press to the contributionshaf clubs to the community. (1980)
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381.3- Recognition
A letter over the signature of the International President 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 the Kiwanis 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 administrative secretary.
(See also Procedure 268ouncil of Administrative Secretaries.) (1980)

383- CLUB ITEMS LOST IN A CATASTROPHE

383.1- Replacement Items at No Charge
Upon notification of a loss in a fire, flood, or other catastrophe, the International Office will
offer the clubfree 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 Office will allow 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 current on its
financial obligations. (See Procedure 3@lub Status). (1980)

384- DUES WAIVER FOR CLUB THAT ACHIEVE NET GROWTH OF 25%

The following procdure applies for dues relief to clubs that achieve 25% or more net growth (as
provided in the International Bylaws}10/06)

A. The starting date is September 30, 2006, and the first measurement daterish&ep0, 2007.
(10/06)

B. The ending membership count in one year is the beginning membership count in the following
year. (10/06)

C. All clubs worldwide are eligible. (10/06)

D. This is based upon active members in the club as of measurement dates (S&fipaser
determined by Kiwanis International and reported to the District Offices. (10/06)

E. Merged clubs are not eligible in the year of merger. (10/06)

F. Only clubs on active status at the end of the measurement year are eligible. (10/06)

G. Clubs on the follwing status at the end of the measurement year (September 30) are not eligible:
Charter Suspended Notice, Charter Suspended, Pending Revocation, Charter Revoked, and
Charter Suspended by District. (10/06)

H. All club dues and fees must be paid as of theafrtde measurement year (September 30),
including all new member fees, to be eligible. (10/06)

I. New clubs are 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 bydhe date of their respective annual dues billing
period (for US/Canada district clubs) or within 90 days of the date 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 ti & 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 of January 2007)

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 Kiweaaiub 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 slould not make a practice of endorsing projects, no
matter how meritorious, unless the club is willing and prepared to assume its full share of
the responsibility for the accomplishment of that which it endorses. (5/93)

B. Duplication A Kiwanis club shouldhot assume the functions or responsibilities of a
chamber of commerce or board of trade. The Kiwanis club and Kiwanians, individually,

are encouraged to be active members of such organizations, as they do provide for the
betterment of their community. /&)

C. Cooperation: In selecting its community service activities, a Kiwanis club should
cooperate with existing 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 Kiwanis service ideals than activities requiring only that the club
make a monetary contribution. (1980) (10/96)

401.2- Service Projects That Talke More Than One Year to Complete
The current club board of directors cannot bind future boards. If a club wishes to undertake a
project that will continue beyond one administrative year, two (2) weeks' written notice of a
vote on said project must be sémthe club membership prior to the voting. An affirmative
vote of the club membership commits the entire club, including succeeding boards of

directors, to continue the project until it is completed, or until the club membership reverses
its original ation. (5/93)

401.3- Annual Service Goals and Objectives
The development of worldwide understanding, friendship, peace and goodwill, and the
betterment of mankind are specific objectives of Kiwanigise. Clubs will investigate the
needs of their communities and develop appropriate service projects to meet those needs.
Any identified need merits consideration; however, clubs will give first consideration to
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three service areas: sponsored prografaang 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 and guide its clubs in developing
effective service projects. Its primary responsibility is to provide clubs with methods and
materials for identifyig 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 fronschdurces of additional information,
and contact information on other organizations. The project ideas offered in these forms
come from clubs, other organizations, and staff research. Staff provides this ongoing
support, consulting with International @mittees when possible. (5/96)

402.2- Criteria for Development of Service Bulletins
For some project ideas, Kiwanis International offers an additional level of support: a service
bulletin and support materials that provide a $testep explanationfdiow 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 inteested in this project. (5/96)
The project is the most effective way for a club to have an impact on the need. (5/96)
There is greater PR value or potential to attract members through this service effort than
through typical club projects. (5/96)
Suppot 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 InternationeBoard requests that a bulletin be developed. (5/96)

B. Staff identifies a need of increasing importance that clubs in at least 20 pértent o
districts in aregion want to address. (5/96)

C. Staff identifies a project implemented by at least two perdedit olubs, and the project
appears to have potential for additional support in at least 20 pefd¢batdistricts in a
region. (5/96)

402.4- Use and Distribution of Service Bulletins
Service bulletins are distributed to clubs for guidance in dewrggpojects. Clubs are not
required to follow the directions in service bulletins or to create projects exactly like the ones
described. If the resulting projects effectively address needs, the bulletins are successful.
(5/96)

A current list of servie bulletins is maintained by tiiexecutive Directoor designee. (5/96)

Service bulletins are maintained for a minimum 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 proje&t is currently implemented by less than five percent of all clubs. (5/96)

B. An International Committee and staff judge it to have little impact and not merit
promotion. (5/96)
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