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PREFACE

Please, firstread Summaryof Changes onlastpage.

FOREWORD:

Thismanual setsout procedures for use by District Officers to ensure continuity from year to
year inthe administration ofthe District.

GENERAL STATEMENT:

The purpose ofthese Administrative Procedures isto further the Object of Rotary by establishing
District practices designed to aid:

1. The DGwithroutine administrative procedures necessary for the smooth functioning of the
clubs, thus freeing him to concentrate her/his efforts on inspiring clubs to greater service
through her/his leadership.

2. The DGin implementinga DLP thatallows flexibility, provides enhanced and responsive
communication atall levels, increases potential for future leadership, and motivates club and
individual participation inall District objectives

3. The Clubs and individual Rotarians to better understand and utilize the assistance that is
available through the District organization.

Itisintended thatthis APM conform withthe RlI Manual of Procedure and should not, in any
way, interfere with the DG’s administration ofthe District as provided by RI. Infact, this APM
should assist the DG by providing a framework thathas beenapproved by the District and which,
under her/his leadership, will itself harness the ideas, talents and energiesof many outstanding
Rotarians.

Itisalsointended thatthis APM berevisedevery third year, orasnecessary, toincorporate new
ideas and activitiesthatcontribute tothe Rotary ideal of Service Above Self.

GENERAL QUALIFICATION TO SERVE ATDISTRICT-LEVEL:

Any person being considered for appointment and/or electionto a District-level position must

be -

1. AnActive, Past Service, or Senior Active member of a Districtclub and in good standing with
it

2. Apermanentresident within the territory ofthe District.
Willingand ableto perform her/his duties effectively, and have served at least one full term
inasimilarposition ata club-level.

Inaddition such person must meet particular requirements stated in this APM for the position.

This APM repeals all prior issues, immediately upon official adoption ofits contents.

Throughout these Administrative Procedures, pronouns of the masculine or feminine gender shall include the other
gender; and, unless qualified otherwise, RI District 7150 shall be understood to qualify all entities and individuals named
herein.
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SUMMARY OF CHANGES

Inessence, all the changes proposed for adoption during the 1999 District Conference in Ottawa
are of ahousekeeping nature inthatthey -

A. Modify the general format, structure, and style ofthis APM, to -

ONOUITE, W N

1. Include, in Appendices numbered the same as the APM Article they supplement,
information whereby RI guidelines and publications are customized to apply in harmony
with common practicesand procedures o four District.

2. Adopt acronymsand terminology contained in RI guidelines, publications, and its
Manual of Procedures; and, concurrently, permit such action -

a. Uponsoleapproval bythe DGinconsensuswiththe DGE, DGN, and DGND

b. Without need to apply either the Amendments procedure or the strikethrough and
underline procedure described in Article XIV of this APM.

3. Includea Dictionary of Acronyms, immediately preceding the Index ofthis APM.

4. Include, foreachlineona page, acorresponding number inthemargin, wherebyreference
toaparticularitemofthis APM issimplified.

B. Modifythe contents ofthis APM toreflect changes previously-approvedofficially by District

clubs whereby -

1. District Governor’s Representatives have beenreplaced by Assistant Governors established
bythe Board ofDirectorsofRIlaspartofthe District Leadership Plan.

2. Districtreimburses expenses of certain additional District Officersattending Regional and
International meetingsinan official capacity.

Toavoid the expenseofpreparingsome 20 pages and printing and distributing more than 1,000
pages for aone-time use, this APM has been prepared for long-time use and, assuch, —

A. Omits showingitems changed/deleted (stikethrough format). However, astwo (2) distinct

supplements tothis APM, enclosed separately are completecopiesofthecurrent and proposed
Article IV and Article VII.

Ingeneral, all changes are identified by the use of underlined bold characters, except when

1. Asappropriate and necessary, the term Article replaces the term Section.

2. Inthe text, terms suchas her/his replaceterms suchas his or their, etc.

3. Inthe text, acronymsreplacethe title they signify.

Leaves unsigned and partially blank the Certification statement on page 16 of this APM

. (following the Dictionary of Acronyms), with the intent that only said page 16 need be

changed.

END of SUMMARY
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Article I - DISTRICT COUNCIL

A. PURPOSE

1.

2.

The District Council isthe administrative body for District affairsthat assists the DG in

executing her/hisresponsibilities tothe Clubs as provided by R1.

Itisthe function of the District Council to:

a. Serve asa forum for the District where matters of importance to the Clubs may be
discussed and decisions made.

b. Review all District activities, and provide suggestions for newor replacement activities
and programs.

¢c. Formulate waysofeducating Club membersinnew positions.

d. Provide suggestions for new District programs to be proposed at the District
Conference and/or Assembly.

e. Discussand assistthe DG incontrolling District Finances.

f. Study this APM and propose additions and amendments.
Assistthe DG, DGE, DGN,and DGND inany way possible.

B. COMPOSITION

1.

The District Counciliscomposed of the following persons:

a. The DGwho alsoserves as Chairperson of this Council.

b. The DGE who also serves as Vice Chairperson of this Council.

c. The DGN and DGND, upontheirelectiontothatposition.

d. The Immediate PDG. Inthe event thatthe Immediate PDG cannot, for any reason,
serve, her/hisplace shall be filled by the next Immediate PDG residing inthe District.
The AGs.

f. The DistrictSecretary, District Treasurer, and District Leadership and Development
Trainer.

g. The Chairperson ofthe Councilof PDGs.
h. The Coordinator of the District Directors.
i. The Directorsofthe 4 AvenuesofServiceand Rotary Foundation Districtcommittees.

®

C. MEETINGS

1.

The District Council shall meetatleastthree times during the Rotary Yearatthe call of
the DG.

2. Meetings shall take place ata location selected by the DG.

3. All meetings shall be chaired by the DG or, in her/his absence, by the DGE.
D. AGENDA

1. The agenda ateach District Council meetingshall include:

a. Reportsbythe AGs and the Coordinator of the District Directors.

b. Reportby District Treasurer.

c. New programsor legislation.

d. Other matters proposed by the chairperson.

The DSshall mail theagenda tomembersofthe DistrictCouncil along with notices ofthe
meeting and copies of reports available, atleast 14 dayspriortothe meeting.

Article Il - DISTRICT OFFICERS AnD STAFF

A. NOMINATION AND ELECTION oF DISTRICT OFFICERS

1.

Thereshall beonly two elected District Officers — DSand a District Treasurer — Both
ofthese officers shall be electedatthe District Conference for a three year term starting
July 1st next.
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Article Il - DISTRICT OFFICERS AnD STAFF

. NOMINATION AND ELECTION OF DISTRICT OFFICERS (Continuation)

2. There shall beonly two elected District Officers — a DSand a District Treasurer — Both
ofthese officersshall be elected atthe District Conference for a three (3) year term

starting July 1°" next.
3. Noelected Officershall serve for more than two consecutive terms.

4, Eachelected Officer shall submita written reportatthe District Conference of her/his

official activities for the past Rotary year.

5. The composition and terms ofreference ofthe Nominating Committee for theelection of

the District Officers shall be the same asthe Nominating Committee for the D GND.

6. The nominating procedure and the electionsofthe District Officers shall be the same as
established for the nomination and selection of the DGND. For implementation of the
District Officers nomination and election procedures, wherever the term “DGND” appears

inArticle X the words should be interpreted to mean “DS” and “District Treasurer”.

7. Theelectionofthe DSandthe District Treasurer shall be made by the District at the
District Conference held immediately preceding the Rotary Yearduring which such elected

officers shall serve.

8. The DSand District Treasurer, upontheir election, will assume the positions of assistant
DS and assistant District Treasurer for the balance of the rotary year preceding the
beginning of their term. Inthese positions they will be given the privileges of their
respective officesindistrict mattersto gainknowledge oftheir offices prior to assuming

said offices.

. DISTRICT TREASURER

1. The District Treasurer shall perform such duties asusually pertainto the office.

2. Before assuming the duties of the office, the District Treasurer shall be insuredby a surety
bondinthe amount 0f $50,000.00 orsuch larger sumas may be established bythe District

Council, the premiums on which shall be paid from District Funds.
3. Theaccrual method will be the official basis o faccounting.

4. All funds received by the District Treasurer shall be deposited in bankaccounts which shall
be clearly identified that such funds are the property of the District. Checks and
withdrawals shall be arranged for signature ofthe District Treasurerorinher/hisabsence,

signature ofthe DS.

5. All funds and financial records shall be the continuing property of the District and shall be

turned overto each successor District Treasurer.

6. Inpaymentofallinvoices and expenditures, the District Treasurer shall be subjectto the
District Budget and its allocations of amount and purposes. In the event, however,
expenditures exceed the amount so budgeted forsuch purposes,the District Treasurer shall
not pay the same withoutthe prior consent of the DG. Budgeted line item funds may be
moved from abudgeted lineitem to another budgeted line item only in the event a budgeted
lineitemhas not orwithreasonable certainty will not be spent for its stated purpose. In
any case the total budget dollars will not beexceeded withoutthe consentand approval of

the DG and District Council.

7. Allclubs shall be notified by the District Treasurer of their per capita contribution within
ten days following receipt, fromthe DG,o0f the semi-annual report ofthe membersofeach

club, and shall make collections inatimely manner.

8. Norecordsshall be destroyed until after the District Treasurer has made her/his annual
report atthe District Conference and then only upon approval of the District Council.

Records should be keptfor one year.
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Article Il — DISTRICT OFFICERS AND STAFF (continuation)

. DISTRICT SECRETARY

1. The DSshall perform such duties as usually pertainto the office. Exceptwhen the DG has
appointed a Parliamentarian, the DS shall advise and assist the DG, the District Treasurer
and all District appointed committees of and in the procedures to be followed in the
administration ofthe District affairs.

2. Allrecordsand books coming intothe hands ofthe DS inthe conductofthe office, shall
bethe continuing property of the District and shall beturned overtoeach successor DS.
3. TheDSshall causeto bedeliveredtoevery club President-Elect a copy of this APM by

April 1st,orassoonaspossible after the identity ofthe President-Elect is madeknown to
the DS.

. APPOINTED OFFICERS AND STAFF

1. District Leadership and Development Trainer
a. Appointedbythe DG, foraone-year term.
b. Should bea PDG orother Rotarian with significant experience.
c. Willassistthe DG inworkingwith District Committee personnel and club officersto
improve their understanding of Rotary and their performance of their duties.
2. Parliamentarian
a. Appointedbythe DG, foraone-year term.
b. Maintains parliamentary order atthe District Conference and other District meetings
atthedirectionofthe DG.

c. Isrequired tobe familiarwiththe RI Manual ofProcedure, this APM, and Robert’s Rules
ofOrder.

3. Other Appointments

a. TheDGshall have the right to app oi nt Rotariansto other districtpositionsas hedeems
necessarytohelpinthe administration ofthe District.

Article Il — DISTRICT DIRECTORS

. STATUS

1. Appointed by theDistrict Governor. There are six District Directors, two appointed each
year for three year terms.

. ATTENDANCE

1. Attendance atCouncil meetings isvital tothe proper functioning ofthe body. Directors
will forfeittheir appointment after two consecutive unexcused absences.

. QUALIFICATIONS

1. Should have experience as a chairpersonofa districtcommittee or District Governor’s
Representative and should preferably be a past club president. Newer leadership is
importantbut a Past District Governor may be appointed.

. DUTIES

1. Attend meetings called by the coordinator of District Directors to plan and implement
Committee programs for the yearand toreport on Committee programs.

2. To secure material available from Rotary International for the use of committee
chairpersons who will report to them.

3. To ensure that each chairperson knows her/his responsibilities and holds meetings as
appropriate.

4. Attend meetings called by the coordinator of District Directors to plan and implement
Committee programs for the yearand toreport on Committee programs.
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Article 11l — DISTRICT DIRECTORS (Continuation)

D. DUTIES (continuation)
5. To secure material available from Rotary International for the use of committee
chairpersons who will report to them.
6. To ensurethateach chairperson knows her/his responsibilities and holds meetings as
appropriate.
7. To supervise and monitor the activities of committees under their care and attend
committee meetings asan ex office member.
8. Asnecessary, assist committee chairpersonsinthe preparation of their budgetsand attend
District Council meetings.
E. COORDINATOR oF DISTRICT DIRECTORS
1. Status

a.
b.

Appointed by the District Governor and isa voting member of the District Council.
Appointmentisforaone yeartermand two additional one year appointments can be
made.

2. Qualifications

a. Should have a through knowledge ofdistrictaffairs as well asprograms ataclub level.
b. Should bea pastpresidentand should have served asan AGora District Director.
3. Duties

a. Tocalandchair meetings with the District Directors to develop programs and to
ensure that each Director knows her/hisresponsibilities and holds meetings with her/his
committee chairpersons.

b. Toinvite the AGs tothese meetings.

c. ToreportonDistrict Committee activitiesto the District Counciland tothe DG, and
toactastheir liaison with these activities.

d. Toassesstherelevanceofexisting committeesand torecommendto the DG and the
District Council when committees should be dissolved and/or new committees
established.

e. Tocoordinate the workofthe District Directorsinthepreparation of budgets for their
committees and present the budget tothe District Council and Finance Committee.

f. Toworkwiththe AGssothey will beaware ofcurrentprograms and new ideas.

g. To assess the potential of District Directors and committee chairpersons and to
recommend to the DGE those who are capable ofincreased responsibility.

h. Toassistthe DGincarrying out her/hisprogram for the year.

Toarrange for the recording ofminutes ofthe meetings of the District Directors and
todistribute the minutestothe DG, DGE, DGN, DGND and all others present at the
meetings.

Article IV - ASSISTANT GOVERNORS

A. GENERAL OVERVIEW:
1. Thispositionisgoverned by the DLP established by RI’s Board of Directorsto assist D Gs
inthe performance ofduties prescribed by RI. Assuch, thisposition isto beperformedin
accordance with this Article and Appendix IV ofthis APM that:

a.
b.

Adapts suggestions made in RI Guidelines 245 for the DLP.

Reflects particular support needs ofthe DGwho,inturn, ishereby authorized t o mod ify
the contents of Appendix IV periodically, at her/his discretion and upon her/his
consulting the DGE, DGN, DGND, and AGs.
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Article IV — ASSISTANT GOVERNORS (cContinuation)
APPOINTMENT:

1. There shall be six (6) or more AGs appointed to serve during a period of three (3)

consecutive terms ofone (1) year-each, suchthat, under normal circumstances -

a. Theperiodsof AGservice are staggered forcontinuity, and nomore than one-third (/)
ofthe AGsneed bereplaced each year.

b. Each AGisassigned tosupportnomorethaneight (8 clubs.

2. The DGE shall appointthe successor for each AGwhose service period expiresatyear’s
end, by December 31" and uponconsultation withthe DG, DGN, DGND, and each such

AG.

3. The DG, ather/hisdiscretion and upon consultationwith the D GE, DGN,and DGND, may:

a. Declareavacancyinaposition of AG.

b. Fillthe vacancy for the unexpired remainder ofthe term, inwhich case thepartial term
thus served does not count for purposes of the restriction of Section B.2 of this

Atticle.
4. No AGmay serve continuously more than three (3) full terms.
The terms of AGs shall commence on July 1°",

o

6. Uponappointment, each AGshall beassigned tosupportone or more Clubs as described
in Appendix IV. For thispurpose, the geographical territory encompassed by all Clubs

assigned toeach AGshall be designated as a particular District Area.
STATUS:
1. AGsshall be membersofthe District Council, with full rights thereon.
QUALIFICATIONS:
1. Candidates for the position of AG shall:

a. Possessathorough knowledge of Cluband District activities.

b. HaveservedafulltermasaClubPresident.

Article V - DISTRICT COMMITTEES

FINANCE COMMITTEE

1. The FinanceCommittee shall consistofthe DG, immediate PDG, DGE, DGN, DGND, t he
District Treasurer, and two other membersto beappointedbythe DG. The DGE shall be

the Chairperson.

2. This committee will prepare a budget of district expenditures for the Rotary Year,

beginningonJuly 1st next.

3. The Finance Committee shall request District Chairs to submit a detailed budget for

consideration for the district budget no later than January 1st..

4. Priortothe PETS, the proposed budget shall be presentedto the District Council for its

review and recommendations.

5. Atthe PETStothe District Assembly, each CPE shall be furnished, by the DGE, with a
copyofthe proposed budget and the suggested per capita contribution. This budget shall
be submitted to a meeting of the CPEs at the District assembly for their advice and

consent.

6. A three fourths (3/4) vote of the CPEsinattendance atthe District Assembly may amend
ormodify the proposed budget and/or per capita contribution. Following such action, if
any,the CPEsshall adopt, by a similarvote, a District Budget and per capita contribution

for the next Rotary Year.

7. Ifathree fourths (3/4) vote forthe adoption of the budget and the per capita contribution
isnot obtained after three (3) separate votesthereon, the ProposedBudget and per capita
contributionshall be the operatingbudget and contribution, subjectto final action thereon

atthe District Conference.
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Article V — DISTRICT COMMITTEES (Continuation)

FINANCE COMMITTEE (Continuation)
8.

Not morethan 30 (thirty) days after the District Assembly, the District Treasurer shall
sendtoeachclubacopyofthe adopted budget and per capita amount.

B. AUDIT COMMITTEE

1.

2.

The Audit Committee shall consistofthree District Rotarians appointed by the DG, each
toserve three (3) yearterms, withone termtoexpire each year.

The Committee will audit the books o fthe District Treasurer each yearfor the Rotary Year
ending June 30th, and makeits report and recommendations to the District Council and to
bereported atthe District Conference. The District Treasurer shall deliver her/his records
tothe Audit Committee nolater than August 15th for audit. The Audit Committee shall
return the recordsto the Treasurerupon completion of the audit.

C. CONFERENCE COMMITTEE

1.

The DGE shall selecta conference Host Club or Co-Host Clubs shortly after her/his
election at the District Conference. The DGE and the Host Club(s) shall select a
Conference Chairman, Conference Treasurer, Committee Secretary and other committee
membersasneeded or necessaryfor the effective, efficientplanning and operation ofthe
District Conference. Also members of this committee shall be the conference
chairpersons for the previous two (2)conferences. Following the district conference, this
committee shall meetto determine the financial and actual resultsofthe conference and
toinvestigate future conference locations.

The conference site selection(s), and any decision to hold the conference outside the
District, shall be subjecttothe approval ofa majority of CPEIs atthe District Assembly
following the date when the committee has made its site selection(s). In the event
reservation of the selected site isrequired priortothe next District Assembly, voting on
the site selection shall be by mailed ballots, which ballot shall be received by each CPE at
least 20 daysprior to the dateset by the site committee whensuch ballot shall be returned
tothe Committee Chairperson. The failureofa CPE toreturn the written ballot within
the time limit set by the site committee shall be deemed a vote in favor of the site
selection.

District budget allocations for district conference expense should be advanced to the

conference committee at the beginning of the Rotary Year. These funds will provide

working capital for the conference committee.

Followingthe District Conference, no latter than January, the financial accounting for the

conference will be examined by the district conference committee.

Any surplus will be distributed inthe following manner:

a. Amountsadvanced tothe conference committee from the district budget (notincluding
youth exchange, rotary foundation scholars, Interact and Rotaract students) shall be
returned to the district treasury.

b. Amounts exceeding the funds advanced will be returnedto the district treasury to be used
thatrotary year, if possible, indistrict projects.

D. OTHER COMMITTEES

1.

The DG may, ather/hisdiscretion, create and appoint members to other committees to
assistinthe administration and implementation of district projects and functions. Such
committees shall report to the District Council through the Director designated by the DG.
The DG may, ather/hisdiscretion, create and appoint members to other committees to
assistinthe administrationand implementation of district projects and functions. Such
committees shall report to the District Council through the Director designated by the D G.
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Article V — DISTRICT COMMITTEES (Continuation)

E. TERM oF APPOINTMENT

1.

Unlessotherwise noted inthisArticle,committee members will be appointed for ter ms n ot
toexceed three (3) years withthe option of one (1) additional three (3) yearterm, atthe
DG’sdiscretion.

Unless otherwise noted inthis Article, committee chairpersons will be appointed for one
year with the option of serving one additional yearatthe district governor’s discretion.
The chairpersons of the rotary foundation and youth exchange committees will be
appointed for a one year term with the optionof serving two additional one yearterms at
the discretion ofthe district governor.

Article VI — FUNDS

A. DISTRICT FUNDS

1.

2.

Funds necessaryfor the adequate administration and development of Rotary withinDistrict
7150 shall be obtained by a “Per Capita Contribution.”

One half of the annual suggested per capita contribution as adopted at the District
Assembly, or District Conference shall be paidto the DistrictTreasurer by eachclubin the
District within thirty (30) daysafter receiptofthe assessment by the District Treasurer.

The budget for the current Rotary Yearand the per capitaamountrelating thereto shall,
if not adopted at the District Assembly, be submitted to the District Conference for
possible modification. Any amendmentsto the budgetand/or per capita contributions shall
not become operative until the first day of January following the enactment of such
amendments. Amendmentstothe currentbudget shall be by motion.

Resolutions may be adopted atthe District Conference which may place limitations or
otherwise effect the budget for thenextensuing year, andthe District Council for the next
ensuing year and any action taken at the next District Assembly shall be restricted
accordingto suchresolutions.

The second payment toward the annual per capita contribution shall be based upon the
action taken atthe District Conference. The District Treasurer shall notify the clubs of
the computed contributions due, payable thirty (30) days following such notificationto t he
District Treasurer.

District Per Capita contribution will be paid onthe number of membersreported to Rotary
International on the Semiannual Report asofJune 30'™ and December 37", Norefundsor
credits will be made or given to any club for any reason, whether due to a member n ot
paytingher/his club dues, or for membersthatmight be dropped after June 30" or December
31",

B. SPECIAL FUND

1.

2.

A Special Fund, called the Group Study/Youth Exchange Fund, has been established as a
result of the 1982-1983 Rotary Cookbook Project.
Annually onJuly 1st, this fund will be reducedto $10,000. Any amount over the $10,000
limit will be transferred to the budget lineitems for Group Study Exchange and/or Student
Exchange Programs, asdetermined by the District Council.

Article VII - EXPENSES

A. DISTRICT MEETING ATTENDANCE EXPENDITURES

1.

For International, Regional, and Multi-Districtevents, the Finance Committee shall, when
preparing the budget for the following Rotary year, make appropriate provisions for
related expenses described in this Article.

For District events, the organizing committee shall, when preparing the budget for the
event, make appropriate provisions for related expenses described inthis Article.
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Article VII — EXPENSES (continuation)

. EXPENSES FOR REGIONAL AND INTERNATIONAL MEETINGS

1. The DG and her/his partner shall be allowed, from District funds, for the following
expendituresrelating toactual attendance atthe Zone Institute:
a. Coachclassairtravel toand fromthe location of the sessions.
b. Registration Fees, and necessary board and room expenses.
c. Miscellaneous expenses.

2. The DGE and her/hispartnershall beallowed, as described in SectionB.1 of this Article,
for expenditures relating to actual attendance at the Zone Institute and International
Conwvention:

3. The DGN, District Trainer,andtheir partners shall be allowed, as described in SectionB.1 of
this Article, for expendituresrelating toactual attendance atthe Zone Institute.

. EXPENSES FOR MULTI-DISTRICT PETS

1. The DG, DGE, DGN,DGND, all AGs and AGDs, and their partners shall be allowed, from
District funds, for the following expendituresrelating to actual attendance at the Multi-
District PETS:

a. Coachclassairtravel toand fromthe location of the sessions, if more than four (4)
hours drivingtime one-way from our District. Otherwise, mileageatthe IRS standard
allowance.

b. Registration Fees, and necessary board and room expenses.

c. Miscellaneous expenses.

. EXPENSES FOR DISTRICT CONFERENCE, MID-YEAR MEETING, AND ASSEMBLY

1. The DG and her/his partners shall be allowed, from District funds, for the following
expendituresrelating toactual attendance atthe District Conference:
a. Registration Fees, and necessary board and room expenses.
b. Miscellaneous expenses.

2. The DG, DGE,DGN, DGND, all AGs,and allAGDs shall beallowed, fromDistrict funds, for
the registration expendituresrelating to actual attendance at the Mid-Year Meeting and
District Assembly.

Article VIII - DISTRICT ASSEMBLY VOTING

. VOTING

1. Unless otherwiseaddressed inthis APM orR 1 guidelines, approval ofall matterswill require
the affirmative vote ofthe majority of the CPEsortheir proxies presentat the District
Assembly.

. PROXIES

1. A CPE may designate a proxy, who shall be a member ofher/hissame club, toactinbehalf
ofthe CPE atthe District Assembly. Saidproxytobeinwriting, signed by the CPE and
filed with the DS.

Article IX - DISTRICT CONFERENCE PROCEDURES

. TIME AND PLACE

1. Aconference of Rotariansofthe District shall be held annually atsuchtime and place so
asnottoconflictwiththe District Assembly, PETS, CoL, Rl International Assembly,
RI Zone Institute, or Rl International Convention.
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Article IX — DISTRICT CONFERENCE PROCEDURES (continuation)

B. CONFERENCE SECRETARY

1. The DSshall bethe Conference Secretary whose duty itshall beto cooperate with the DG
inmaking plans for the conference agenda and inrecordingthe proceedings thereof. T he
Conference Secretary shall bean ex-officio member ofthe Conference Committee.

C. CONFERENCE VOTING - AsprovidedinArticle 15.050 ofthe RI By-Laws

1. Every active, senior active, or past service member in good standing of a club in the
District, whoispresentatthe annual conference ofthe District, shall beentitled to vote
uponall matters submittedto a vote at the conference except the selectionofthe DGND
and the election of the representative ofthe District onthe CoL.

2. ELECTORS

a. Anyelectorshall havethe right to demand a poll upon any matter presented to the
conference, inwhich event the voting shall berestricted to electors.

b. Every Rotarian appointed byaclubas anElectoror Alternatemust be an active,senior
active, or past service member of said District club,and in good standing withthe club
and RI.

c. EachElector presentatthe District Conference shall beentitled tocastone voteinthe
selectionofthe DGND and the election of the district’s representative onthe CoL.
Only asmany Alternates froma club are entitledto sovote asthere are absent Electors
fromthe club.

d. Eachclubinthe District shall select, certify and sendtothe annual District Conference
one (1) Elector for eachtwenty-five (25) membersormajor fraction thereof, based on
the total members reported, excluding Honorary members, in the club’s Attendance
Report for August. (That is -

37members orless = 1 Delegate, 38 to 62members= 2 Delegates,

63 to 87members = 3 Delegates, 88 to 112 members= 4 Delegates,

113 to 137 members = 5 Delegates, 138 to 162 members= 6 Delegates,

163 to 187 members = 7 Delegates, 188 to 212 members= 8 Delegates,
3. PROXIES

a. Aclubmay designate asproxy for its absent elector(s), when the circumstances require
itand the club obtainsthe consentofthe DG for such proxy.

b. The proxy may includea member of saidcluborofany clubinthe district who meets
the same qualifications applicable to be appointed and Elector.

c. The proxy designation must be certified by the Presidentand Secretary ofsuch club.

d. The proxy shall be entitled to vote as proxy for the non-attending elector(s)
represented, inaddition toany other vote the proxy may have.

4. VOTING

a.

A majority of the votes cast, either by membersatlarge fromthe clubsinthe District,
orbythe electors, asprovided in Article 15.050 ofthe RI By-Laws, shall be sufficient
tocarry any motionorresolution. Ifanyelector fails to demand a poll upon any
question, priorto the votingonthat question by the members at large, the right to
demand a pollonthatquestionislost.
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Article X — NOMINATION AND SELECTION OFDGND

A. NOMINATING COMMITTEE

1.

The Nominating Committee shall consistofseven members who shall be:

a. The DG.

b. Two (2) immediate PDGsofandresiding inDistrict 7150.

c. Athird PDG ofandresiding inDistrict 7150, selected by the DG.

d. Three (3) immediate Past Presidents of District 7150 clubs selected one-each from -
(1) Aclubof 490r lessmembers.
(2 Aclubof 50to 99 members.
(3) Aclubof 100 or more members.

e. Clubswithineachofthe three groups shall be chosen in alphabetical order withno club
chosen asecond time until all clubs within a group have beenchosen and have served

f. The immediate PDG shall serve as committee Chairperson.
g. The DG shall vote only in the case of a tie.
h. Any four (4) members shall comprise a quorum.

Inthe event any Past District Governor ofsaid Nominating Committee cannot, for any
reason, serve, her/his place shall befilled by the nextimmediate PDG. Incaseany other
memberscannot serve, their place shall be filled by the immediate Past President o fthe
nextclubinalphabetical order ofthe unrepresented group, who shall be notified bythe DG.

Incase acandidate for DGND is proposed by a club which has a member on the Nominating
Committee, saidmember shall be replaced as provided in Paragraph 2 above. Incase any
club wouldbe represented bya Past District Governor and an immediate Past President, the
club’stumninthe alphabetical rotation shall await e xpiration of serviceofthe PDG on the
committee.

NoPDG may serve onthe Nominating Committee for morethantwo (2) consecutive years.

The Chairperson of the Nominating Committee tonotify those Presidents of clubs who,
upon becoming immediate past-presidents, will be eligible to be on the Nominating
Committeefor the ensuing year, oftheir appointment to serve onthecurrent Nominating
Committeeinanex-officio capacity,sothattheir responsibilities as voting members of
the nextensuing year will be more efficiently fulfilled.

B. NOMINATING PROCEDURE AND SELECTION

1.

ByJune1°" ofeachyear, the DGE shall invite the Clubsofthe District to suomitto the
Nominating Committee, bynot later than 60 days prior tothe Conference, suggestions for
nominations for DGND.

Suggestionornominations for DGND by any Club shall be submitted to the Nominating
Committee and tothe DG inthe formofaresolution adoptedataregular meetingofthe
Club, and properly certified by the Club Secretary.

Between sixty (60) days and forty-five (45) days prior to the District Conference, the
Nominating Committee shall meet tointerview all candidates submitted by the Clubs.
No later thanthree (3) daysafterits meeting, the Nominating Committee shall submit its
choice tothe DG, and shall inform its its decision all clubs who submitted candidates.

Within three (3) daysafter receipt of the Nominating Committee report, the DG shall,
concurrent withher/his publication of the committee’s selection, invite clubs to resubmit,
ifthey wishto doso, wishing their candidate’s names for D GN D.

Any clubinthe district wishing to resubmit their candidate’s name must ado pt a resolution
ataregularmeeting and file suchresolution withthe DG onorbefore thirty (30) daysprior
tothe District Conference, the name ofsuch candidate. Only candidates that have been
concurred to by at least five other clubs in the district shall be considered valid
nominations.
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Article X — NOMINATION AND SELECTION OFDGND

B. NOMINATING PROCEDURE AND SELECTION (cContinuation)

7.

8.

Ifthirty (30) dayspriortothe District Conference —

a. Nonominations have beenreceived by the DG fromany clubin the District, he shall
declare the Candidateo fthe Nominating Committee to bethe DGND, and shall notify
accordingly all Clubs in the District within fifteen (15) days.

b. Anysuchnomination has beenreceived fromany club, and such nomination continues
effective for ten (10)days (i.e., ifsuchnomination isnot withdrawn o rrefused within
ten (10) days), the DG shall notify all Clubs of the name and qualifications of each
candidate, and that all candidates for DGND will be ballotedupon atthe next District
Conference.

¢c. No nomination continues effective, then the District Governor shall declare the
candidate of the Nominating Committee to be the District Governor-Nominee and
within five (5) daysthereafter so notify all of the Clubs of the District.

Ifnonomination continues effective atthe time ofthe District Conference, for any cause

whatsoever, nominations shall be made fromthe floor oftheConference byelectors from

clubsinthe District.

C. SELECTION OF NOMINEE

1.

Exceptasprovided elsewhereinthese procedures, the selectionofa DGND shall be made
by the District within the Rotary Yeartwo yearsprior tothe Rotary Year in which such
nominee will be trained at the annual Rotary International Assembly and elected at the
Rotary International Conference. Nominees so trainedand elected shall serve one (1) year
as DGE and assume office as DG onJuly 1°* ofthecalendar year following e lection as DGE.

Article X1 — COUNCIL oN LEGISLATION

A. DISTRICT REPRESENTATIVE ON COUNCIL oN LEGISLATION

1.

TheDistrict Representative onthe RICouncil onLegislationshall be electedat the District
Conference held inthe Rotary year immediately before the Rotary Year in which the
Council meetingistotake place. Analternate representativeshall beelected atthis same
timeincasethe other cannot serve.

The elected representative and the alternate representative shall be a present or past
officerof Rl orthe DGE, and shall be an active, senior active, orpast service member of
aClubinthe District.

Any club may nominate a qualified member, and shall certifyinwriting, over the signature
ofthe ClubPresidentand Club Secretary, such nomination tothe DG for presentation by
him/hertothe electors atthe District Conference.

Procedures and time elements pertainingto nominationsshall be the same asthose provided
inArticle X for the nominations for DGND.

Eachelectorpresentatthe District Conference shall beentitled to cast one vote in the
election of the representative and one voteinthe election of the alternate. The candidate
receiving the highest number of votes shall be the representative, and the candidate
receiving the second highest number of votes shall bethe alternate, toserve only in the
event the Representativeisunabletoserve. Ifthere beonlyone nominee, the DG shall
declare the nomineeto bethe representativeon the counciland the DG shall appointthe
alternate.

Inthe eventthatneither the representativenor the alternate isableto serve,the DG may
appointanother qualified Rotarian fromthe District to do so.
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Article X1l - RESOLUTIONS

A. RESOLUTIONS TYPES

1.

Resolutions which may be offered for consideration atany District Conference are:

a. District Resolutions — A resolution affecting purely District 7150 policies and matters.

b. Proposed Legislation - A resolution of the District Conference whereby the
Conference offers a proposed enactment or a proposed resolution fortransmittal to and
action by the Councilon Legislation.

c. Memorialstothe Board ofDirectorsof Rl — A resolution whereby the conference
recommends thatthe Board of DirectorsofRI give consideration toa certain matter.

d. DistrictResolutions — All resolutions adopted onmatters ofimportance in the District
shall beinaccordance with the Rotary International Constitution and By-Laws and in
keeping with the spirit and principles of Rotary.

B. DISTRICT RESOLUTIONS COMMITTEE

1.

Atthe District Assemblythe DistrictGovernor, with the advice of the DGE, shall announce

the appointment of a Resolutions Committee, consisting of —

a. The mostimmediate PDG indicating her/his willingness to serve thereon.

b. The DGE.

c. Three (3) Rotariansselected one-each fromthe club groups defined in Article X.

d. The District Secretary who shall serve as an ex-officio member of the committee,
withoutvote, for the purpose offacilitating the committee functions.

Inthe event a Resolution Committee is not appointed as provided in this Article, the

District Secretary shall act as a temporary Committee of one, and at the District

Conference, heshall, upon taking the roll ofall ofthe clubs, turn the proposed resolutions

overtothe electors presentatthe conference, who shall —

a. Actasacommitteeofthe whole, going into committee session atitsown appointed
hourofthatday.

b. Makeitsreporttothe District Conference immediately followingthe roll call ofclubs
onthe second day of the conference.

C. DISTRICT RESOLUTIONS PROCESSING

1.

2.

Should the District Conference begin prior to September2 8™, all dates stated in this Article
shall bereduced accordingly.

By May 31°%, the DGE shall notify all Presidents-Elect of the appointment of the

Resolutions Committee, advising each clubthatproposed resolutions must be submitted in

writingto the District Secretary onorthe followingbefore June 30" (by 120 daysof the

Conference).

Between July 1°" and July 31°", the committee shall meet to review all such submitted

proposalsand -

a. Asnecessary, toredrafteach to state itsintent andto correlate the sameto the existing
procedures sought to be amended, deleted orenlarged.

b. Immediately return to the originatingclubwithan appropriate explanation any proposal
thatthe committee determinesiscontrary tothe Rl Constitutionand/or By-Laws.
By August 15°%, the DS shall mail to each club, a copy of the proposed resolution to be
reported upon by the Committee at the next District Conference (by 45 days of the

Conference).

Atthe District Conference -

a. The Resolution Committee members, or in their absence the DS, shall give the
Committee’sreport and recommendations uponeach ofthe proposed resolutions. T he
committee’s approval or disapproval of any proposed resolution shall not be a
prerequisiteto the voting by the membersinattendance upon such resolutions.
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Article X1l - RESOLUTIONS

C. DISTRICT RESOLUTIONS PROCESSING (Continuation)

5. Db.

C.

d.

Onmotion, without second, any proposed resolution shall be submitted for discussion,
parliamentary procedure applicablethereto, and vote thereon.

Any resolution, and motions thereon, shall be carriedor defeatedby a majority vote of
those entitled to vote.

Inthe event moreformal parliamentary procedures are deemed desirable, Roberts’ Rules
ofOrder, revisedastothe latest issue, shall be prescribed, but such procedure shall be
invokedonly atthe discretion ofthe DG.

6. On motion, without second, any proposed resolution shall be submitted for discussion,
parliamentary procedure applicable thereto, and vote thereon.

Article XIV - DISTRICT PROJECTS

A. UNCOMPLETED DISTRICT PROJECT

1. 1nthe eventthe District Governor shall report tothe Finance Committee at least eight
weeks prior to the District Assembly that a current District approved project cannot
reasonably be completed byJune 30thnext, suchproject may becontinued within the next
Rotary year for a period not exceedingfour months, providingthe followingconditions are
met:

a.

The FinanceCommittee determines thatthere are remaining adequate funds within the
budget of thethenDistrict Governor which the FinanceCommittee may allocate to such
projectasaseparate expense during the next Rotary year.

The continuation ofsuch project into the next Rotary year be recommended by the
incoming District Governor and that such recommendation be approved atthe District
Assembly by vote separate and distinct from the approval of the proposed District
Budget.

The approval of the proposed District Budget containing the allocation o fthe necessary
fundsto complete such project.

The appointment by the incoming District Governor of the then District Governor as
chairperson of aspecial committee charged with the completion ofsaid project. Said
committee reporting to and being directly responsible to the incoming District
Governor, inthe subsequentrole as District Governor.

Notwithstanding all of the above, the District Governor shall have the right to
terminate such project, eventhough not completed, ifhesoactsinthe best interests
ofRotary International and District 7150.

Article XV — AMENDMENTS

A. DISTRICT AMENDMENT PROCEDURE
1. Amendments to these District procedures may be made at any District Conference by
resolution complying with Article IX and Article X1l of this APM.
2. Proposed amendments shall identifyall deletions/modificationsby stike+through letters,
followed by all additions/replacementsidentified by boldunderlined letters.

3. Upon adoption, amendments in proper form shall be annexed hereto by the District
Secretary, and the District Governor shall notify all clubs ofamendments adopted at the
District Conference.

Article XVI - EFFECTIVE DATE

These District 7150 Administrative Procedures repeal all prior procedures and shall become
effective immediately upontheir adoption atthe District Conference.
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Appendix IV — ASSISTANT GOVERNORS

. OVERVIEW:

1. Thispositionistobeperformedinaccordance withthis Appendix thatisconsistent with:
a. The District Leadership Planestablished bythe Board of DirectorsofRI.
b. Suggestions made in Rl Guidelines 245 for the DLP.
c. Particular needs ofthe DG who, inturn, isauthorized by Article IV of the District’s
APM to modify this Appendix periodically, at her/his discretion and upon her/his
consulting the DGE, DGN, DGND, and AGs.

2. Throughout this Appendix, Club shall be understood tomeaneach Club assigned toan AG
forsupport,and Area to mean the geographical territory encompassed by all Clubs
assigned to a particular AG. Area designations and the Clubs that each currently
encompasses are tabulated atthe end of this Appendix.

3. BetweenJanuary 1°" and June 30'™ ofthe Rotary year of their appointment, the AGDs
shall undergo training by the corresponding AGs and become acquainted with their Area
Clubs.

. RESPONSIBILITIES:

1. An AGisresponsible for:
h. Assistingthe DG inthe executionofher/histasks and duties.
i. Acting asaliaison between Clubsand the DG.
j. Helpingtopromote Rl and TRF activities and programs within the District.

. WORKING RELATIONSHIP:

1. Works withthe DG, toensure her/his Area’s Counciland projects are functioning.

2. Asrequired, officially interacts with all Officers and Directors of her/his Clubs and with
District Committees.

3. Ensuresthat:
a. Information fromthe DG, Council,and Committees istransmitted tothe Clubs.

b. Successful Clubideas and projects are giventothe other AGs for promotion throug ho ut
the District.

4. Assiststhe DGE in -
a. Thesearch for and selection o f AGs.
b. Planning her/his District Assembly.
5. Assists District Directorsinadvancing their programs inthe Area Clubs.

6. Works with Areaclubofficerstoassure thatrequired reportsand noticesare processed in
aproper and timely manner.

7. Encourages attendance and membership contests within and between Area Clubs.
8. Preparesreports forthe DG and DGE, as requested

AREA CLUBS ENCOMPASSED

1 Adirondack Foothills, Dolgeville, Greater Utica Sunrise, Herkimer, Kuyahoora Valley,
Little Falls, and North Utica.

2 Camden, New Hartford, Oriskany-Whitestown, Rome, Sauquoit, Utica, and West

Winfield.

3 Canastota, Hamilton, Morrisville, Oriskany Falls, Oneida, Sherrill, and Waterville.

4 Cazenovia, Chittenango, DeWitt, Eastwood, Fayetteville-Manlius, Syracuse, and
Syracuse Sunrise.

5 Auburn, Aurora, Camillus, Marcellus, Moravia, Skaneateles, Solvay-Geddes, and
Tully.

6 Baldwisnville, Cato, Fulton, Fulton Sunrise, Liverpool, North Syracuse, Oneida Shores,
and Osewgo.

END of APPENDIX IV
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DICTIONARY OF ACRONY MS

1 ACRONYM SIGNIFICANCE *

2 AG ... Assistant GOVEMOT ...ccccccevveveiiecieennenn, (Incumbent)

3 AGD ... Assistant Governor-Designee.............. (Successorto AG)

4 APC ... Administrative Procedures Committee

5 APM ... Administrative Procedures Manual

6 CoL ..o Council on Legislation of RI

7 CP Club President ......cccooovvveniinieiieniene (Incumbent)

8 CPE ........... Club President-Elect ........cccccoevvvvvvnennne. (Successorto CP)

9 CS i Club Secretary ..o, (Incumbent)

10 CSD ........... Club Secretary-Designee ........cceeeevunnne (Successorto CS)

11 DG ..o District GOVEMOT .oovcievieiieeceecee, (Incumbent)

12 DGE ... DG-EIeCt oo (Successorto DG)

13 DGN ... DG-NOMINEE ..ooeviieiiiieiieeee e (Successorto DGE)

14 DGND ... DGN-DeSIgN e (Successorto DGN)

15 DGR ... DG-RepresentatiVe .....ccccooevrivervenenn (Superseded position)
16 DGRD ... DGR-DESIGNEE .oveeeieieiieieee e (Successorto DGR)

17 DLP ... District LeadershipPlan (Instituted by Rl and adopted by District)
18 DS . District Secretary ....cccevvnininiiniinnnns (Incumbent)

19 DSE .......... DS-EIeCt i (Successorto DS)

20 MoP ... Manual of Procedures of R

21 PDG ... PastDG

22 PETS........ CPE’sTraining Seminar

23 RI e, Rotary Intemational with headquartersin Evanston IL

24 TRF .. TheRotary Foundation of RI

25 NOoTE - 1. An*“s” (lower case) appended to anacronym designates more than one person.
26 2. A“Designee” isapersonappointed to begin serving ata future date, except that
27 a DGND iselected by District subjectto subsequent election by R1I.

28 3. An“Elect” isapersonn elected to begin serving ata future date.

29 4. Toavoid confusion, acronyms are not used to designate District Council,

30 District Trainer, District Treasurer, District Director, etc.

31 (*) Unless qualifiedotherwsie, RI District 7150 shall be understood to qualify allacronyms listed
32 for entities and persons in this Dictionary and the APM.
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CERTIFICATION
1 The foregoing District 7150 Administrative Procedures

2 Austin L. Beltrani, District Secretary

END of MANUAL

&



	Top
	I ND EX
	C ON TE N TS
	A PP EN D IC ES

	PREFACE
	F OR EW O RD
	G EN ER A L S TA TE M EN T:
	G EN ER A L Q UA LI F IC AT I ON T O S ER VE A T D IS TR I CT -L E VE L:

	S UM MA R Y O F CH A NG ES
	A rt ic l e I – D IS TR I CT C OU NC I L
	A. P UR PO S E
	B. C OM PO S IT IO N
	C. M EE TI N GS
	D. A GE ND A

	A rt ic l e I I – D IS TR I CT O FF IC E RS A ND S TA FF
	A. N OM IN A TI ON A ND E LE CT I ON O F D IS TR I CT O FF IC E RS
	B. D IS TR I CT T RE AS U RE R
	C. D IS TR I CT S EC RE T AR Y
	D. A PP OI N TE D O FF IC E RS A ND S TA FF

	A rt ic l e I I I – D IS TR I CT D IR EC T OR S
	A. S TA TU S
	B. A TT EN D AN CE
	C. Q UA LI F IC AT I ON S
	D. D UT IE S
	E. C OO RD I NA TO R O F D IS TR I CT D IR EC T OR S

	A rt ic l e IV – A SS IS T AN T G OV ER N OR S
	A. G EN ER A L O VE RV I EW :
	B. A PP OI N TM EN T :
	C. S TA TU S :
	D. Q UA LI F IC AT I ON S:

	A rt ic l e V – D IS TR I CT C OM MI T TE ES
	A. F IN AN C E C OM MI T TE E
	B. A UD IT C OM MI T TE E
	C. C ON FE R EN CE C OM MI T TE E
	D. O TH ER C OM MI T TE ES
	E. T ER M O F A PP OI N TM EN T

	A rt ic l e V I – F UN DS
	A. D IS TR I CT F UN DS
	B. S PE CI A L F UN D

	A rt ic l e V I I – E XP EN S ES
	A. D IS TR I CT M EE TI N G A TT EN D AN CE E XP EN D IT UR E S
	C. E XP EN S ES F OR M UL TI - DI ST R IC T P ET S
	B. E XP EN S ES F OR R EG IO N AL A ND I NT ER N AT IO N AL M EE TI N GS
	D. E XP EN S ES F OR D IS TR I CT C ON FE R EN CE , M ID -Y E AR M EE TI N G, A ND A SS EM B LY

	A rt ic l e V I II – D IS TR I CT A S SE MB L Y V O TI NG
	A. V OT IN G
	B. P RO XI E S

	A rt ic l e I X – D IS TR I CT C O NF ER E NC E PR OC E DU RE S
	A. T IM E A ND P LA CE
	B. C ON FE R EN CE S EC RE T AR Y
	C. C ON FE R EN CE V OT IN G
	1. WHO CAN VOTE
	2. E LE CT O RS
	3. P RO XI E S
	4. V OT IN G


	A rt ic l e X – N OM IN A TI ON A ND S EL EC T IO N O F D GN D
	A. N OM IN A TI NG C OM MI T TE E
	B. N OM IN A TI NG P RO CE D UR E A ND S EL EC T IO N
	C. S EL EC T IO N O F N OM IN E E

	A rt ic l e X I – C OU NC I L O N L EG IS L AT IO N
	A. D IS TR I CT R EP RE S EN TA T IV E O N C OU NC I L O N L EG IS L AT IO N

	A rt ic l e X I I – R ES OL U TI ON S
	A. R ES OL U TI ON S T YP ES
	B. D IS TR I CT R ES OL U TI ON S C OM MI T TE E
	C. D IS TR I CT R ES OL U TI ON S P RO CE S SI NG

	A rt ic l e X I V – D IS TR I CT P RO JE C TS
	A. U NC OM P LE TE D D IS TR I CT P RO JE C T

	A rt ic l e X V – A ME ND M EN TS
	A. D IS TR I CT A ME ND M EN T P RO CE D UR E

	A rt ic l e X V I – E FF EC T IV E DA TE
	A pp en d ix I V – A SS IS T AN T G OV ER N OR S
	A. O VE RV I EW :
	B. R ES PO N SI BI L IT IE S :
	C. W OR KI N G R EL AT I ON SH I P:

	A R EA C L UB S E N CO MP A SS ED
	D IC TI O NA RY O F A CR ON Y MS
	C ER TI F IC AT I ON

