District 6 Guidelines

District 6

Guidelines

The District 6 Guidelines are intended to be a set of traditions and ideas/examples for the District Leadership Team (also referred as the TRIO). In all cases, the Toastmasters International Governing Documents (link) take precedence. This document is intended to be a guide for district leadership teams. From time to time circumstances may dictate a departure from these guidelines.  The Immediate Past District Director is a key advisor to the District Director, as requested, for District protocols and traditions and is the review chair for this document.

The Toastmasters International Governing Documents (link) include the following: 

· Articles of Incorporation of Toastmasters International

· Bylaws of Toastmasters International

· District Administrative Bylaws

· Club Constitutions for Clubs of Toastmasters International

· Toastmasters International Policies and Protocols

At Mid-year, please work with your leadership team to update these guidelines while everything is fresh! 

Enjoy your term as a District Leader…and thank you for ALL that you do to inspire, motivate, coach & lead our District.

TABLE OF CONTENTS

31
RESOURCES


31.1
Toastmasters International Resources


31.2
District Resources


42
EVENTS


42.1
Toastmasters Leadership Institute (TLI)


62.2
Spring Conference


92.3
Hotel Contracts


102.4
Special Events


102.5
Appreciation Gifts


102.6
DTM Recognition


103
DISTRICT LEADERSHIP: Strategies and Tasks


124
MEETINGS


124.1
TRIO Retreat


124.2
Area / Division Director Training & DEC Meeting


135
ROLES


135.1
Attendance


145.2
Duties of the Immediate Past District Director


145.3
Role of Past District 6 Directors


145.4
District Executive Team (Appointed District Officers)


155.5
Committee Chairs/Leaders


176
EXPENSES


176.1
District Budget


176.2
Reimbursements


176.3
Financial Reporting


176.4
Annual District Purchases (Traditions)


186.5
District Equipment


187
PROCEDURES


187.1
Video and Audio Recordings


197.2
Review of Guidelines


197.3
Policy & Fund-raising Activities


197.4
Toastmasters International Visits


207.5
District Protocol


207.6
Special Rules of Procedure


207.7
Miscellaneous Procedures


238
ADDENDUM




RESOURCES

1.1 Toastmasters International Resources

· Toastmasters International Website (http://www.toastmasters.org/)

· District Leadership Handbook (link)

· Essential tool to understand the district leader’s roles and responsibilities. This manual is given to the District TRIO and Division Directors.

· Club Growth Director Handbook (link)
· Easy-to-use guide with chapters detailing the Club Growth Director’s role, responsibilities and goals.

· District Recognition Program (link)

· About the District Recognition program and its renewed focus on club quality and member satisfaction

· District Brand Manual (link)
· To help you communicate and implement the Toastmasters International brand

· District Leader Tools (link)
· A Toastmasters International webpage with important/key Leadership documentation for District Leaders (handbooks, requirements, local awards, International vistis, etc).

· Put on a Good Show: Meeting Planner Handbook (link)
· Present a copy of this manual to all conference chairs, TLI chairs and others who lead key events. Obtain from TI. District officers should also keep a copy (presented to them in their manual from TI).

· District Finance TI Website (link)
· Key documents to handle your District’s finances

· How to Sponsor a New Club Manual (link)
· This guide/session, members of your audience will have the knowledge they need to establish new Toastmasters clubs (aimed at Area/Division Director training). 

· Training Club Leaders Manual (link)
· This manual addresses the step in planning your club officer training programs for maximum attendance.

1.2 District Resources

· List of Committee Chairs (and who appoints each chair)
· See addendum for:

· List of Plaques/Supplies (and example wording)

· Scripts & Task List: Conferences and TLIs



2 EVENTS

2.1 Toastmasters Leadership Institute (TLI)

2.1.1 Summer TLI

2.1.1.1 Awards

· Each of the TLI awards/plaques should be budgeted, purchased, and engraved. These awards recognize achievement in the prior Toastmaster year.

· Calls for nominations for each of these awards are usually done beginning in May through emails to the District leadership team, posting on the District 6 web site, mailings/emails to club & district officers and in the District Newsletter. Deadlines for nominations must coincide with enough time to select winners and engrave award plaques for each prior to the Summer TLI.

· The District Trio meets in early July to evaluate all of the division award nominees in order to choose a recipient (see TI guidelines for Toastmaster of the Year, Division Director of the Year and Area Director of the year). 


· In addition to the awards below, the following are typically presented:

· DTMs 

· Triple Crowns

· 10 for 10 clubs

· Optional awards may include recognition for Distinguished Divisions and Areas

2.1.1.2 Toastmaster of the Year Awards

· Award Order

i. The order of award presentations at the TLI should reflect the importance of the award. The Trio working together determines who will present each of these 3 key year-end awards.
ii. The most significant honor is the District level Toastmaster of the Year. To reflect this, the protocol for announcing these is typically in the following order:
· Division’s Toastmaster of the Year
· Announced by the Division Directors
· Division’s Area Director of the Year
· Announced by the Division Directors
· District level Division Director of the Year
· Announced by a Trio member (typically CQD)
· District level Area Director of the Year
· Announced by a Trio member (typically PQD)
· District Level Toastmaster of the Year
· Announced by a Trio member (typically District Director)

· This award should be announced last

2.1.1.3 Lorin Pollmann Award

1. (For Speechcraft)

2. The District Leadership team, using criteria on the application, selects a person or club for this award. The Program Quality Director holds oversight of this award due to their close working relationship to the nominees. The Program Quality Director presents this award during Conference luncheon.

2.1.1.4 Lou Novak Award

1. (For excellence in club building)

2. The District Leadership team, using criteria on the application, selects a person for this award. The Club Growth Director presents the award due to their close working relationship to the nominees.

2.1.1.5 Don Murray Award

1. (For outstanding “behind the scenes” service of a Toastmaster over the years)

2. The District Leadership team, using criteria on the application, selects a person for this award.  Typically the District Director has oversight and presents this award – the highest award given to a non-district officer.

2.1.1.6 Alex P. Smekta Award

1. (For outstanding support by a Past District Director)

2. The criteria and winner for this award is chosen by the current District Director and presented during the Conference luncheon. This award has not always been presented. It is up to the discretion of the current District Director.

2.1.1.7 Keith Hardy Youth Leadership Award

1. Presented to a club that has held at least two Youth Leadership programs in the prior Toastmaster year

2. The District Leadership team, using criteria on the application, selects a person or club for this award. The Program Quality Director holds oversight of this award due to their close working relationship to the nominees. The Program Quality Director presents this award during Conference luncheon.

B. Phoenix Awards

· This is a District 6 Award presented by the Club Growth Director (of the year of service). This engraved plaque is presented to all successful club coaches. A successful club coach has coached their club to Distinguished or better within the timelines required by TI. Award plaques are typically presented at the July TLI award ceremony.

C. Immediate Past District Director Award

· The District Director will recognize the Immediate Past District Director with an engraved District Director Award (link to the Toastmasters International store). This presentation includes 5-7 minute speech from outgoing District Director.

2.1.2 Winter/Divisional TLIs

· The second or winter TLI was usually scheduled in the January/February timeframe.  No District awards are usually given out at this event.

· In 2015, the winter District level TLI was changed to Divisional TLIs.  One TLI per division ran by a Chair selected by the Division’s associated Division Director.  The change in 2015 was to allow for more TLIs to occur throughout the District to increase TLI attendance.

· These TLIs are smaller compared to a District level TLI.  The Divisions are given a budget to use towards that event.

2.2 Spring Conference

2.2.1 Location of Conference

· The officer, who will be the District Director during the year that the event will occur, chooses the Spring Conference location in advance.

· A location within the Twin Cities metropolitan area is typically selected.

· It is customary to rotate the location around the metro divisions so that travel is periodically more convenient for toastmasters in a particular location within the district.

· The site selected must have facilities able to accommodate the expected attendance of the Spring Conference.

2.2.2 Timing / Scheduling

· The Spring Conference is often held during the last weekend in April (preferred) or in early May.

· The District Director should take care to avoid scheduling the conference on a weekend that would conflict with Mother’s Day or religious holidays.

2.2.3 Responsibilities

2.2.3.1 Invocations

· The Saturday Evening Invocation at the Spring Conference is made by the Club Growth Director Elect.

2.2.3.2 Conference Host

· Hosting a District Conference is an honor and therefore it is customarily that the host Division Director and division club members will participate in the conference as greeters or volunteers.

· The District Director may introduce the Host Division Director during Friday night festivities or opening ceremonies.

· The host Division Director typically will give a short welcome speech with the timing determined by the Conference Chair and District Director.

2.2.3.3 Announcements

· The Program Quality Director will make announcements at the end of the meal events and at the end of any plenary session. Work with team to determine what announcements should be.

· At each District Conference, the conference chair(s) for the following conference will present a 5-10 minute promotional feature to encourage attendance.

2.2.4 Recognition

2.2.4.1 Pin Ceremony

· Officer Pins are presented to Division Directors, the District Trio, and the Immediate Past District Director for the current year Directors during the pin ceremony. These pins are worn by the recipients during their year of service. These pins are awarded to the incoming officer team by the outgoing officer team during a ceremony typically held at the Saturday night banquet of the Spring Conference (following elections during the business meeting.)  Pins can be ordered at the Toastmasters International store.

2.2.4.2 Dignitary Processional

· The processional marks the official beginning of the Saturday evening banquets. The Logistics Manager(s) traditionally acts as leader & organizer for the dignitary parade. This parade includes: All current district officers & their spouses/partners/escort, Past District Directors and their spouse/partner/escort, International officers & their spouses/partners/escort and other visiting dignitaries as chosen by the District Director.

· Obtain a list of Dignitaries & their order of march-in from the District Director or their assistant. Typically, the Registration chair helps to assemble this list, as they know who registers for this event.

· A prep room or “green room” has been utilized recently. The dignitaries are sent a message by email telling them what time to meet in that room for assembling. Time & room determined by Conference Chair & District Director.

2.2.5 Member and Club Awards

· District 6 awards/plaques should be budgeted, purchased, and engraved.

· The following are typically awarded at the Spring Conference:

· DTMs

· Triple Crowns

· Magnificent 7 Clubs

2.2.6 Communication and Leadership (C&L) Award

· The District, per Toastmasters International guidelines, may present C&L Awards. Typically the District presents one award at the Spring Conference.  In order to be a recipient, one must be able to attend the Conference, receive the award in person, and present up to a 15-20 minute talk during the C&L Award Luncheon. (Recipient will be advised of the timing).

· Names for a possible recipient will be put forth by the Communication and Leadership Chair for consideration by the District Director, Program Quality Director, and Club Growth Director. The District Director will make the final decision. This process must be communicated clearly to the C&L chair.

2.2.7 Speech Contests and Judging

· The Program Quality Director, the official Contest Chair of all contests, works with the Division Directors well in advance of all of the contests to select the qualified judges, timers, and ballot counters and communicates directly with the chief judge to make sure they know their duties and what needs to be communicated at the pre-contest meeting.

· If any officer is unwilling or unable to perform any duties at the District Conference, the District Director or Program Quality Director appoints a replacement.

· The Program Quality Director works directly with the Division Directors to collect all required forms prior to contest day. The Program Quality Director also communicates with the contestants the location, date & time of the pre-contest meeting and contest. The Club Growth Director also asks the Division Directors to keep their 2nd place winners apprised of the contest details should the first place contestant become unavailable to compete.

2.2.7.1 Friday (optional) Speech Contest

1. The District Director, together with the Trio and optionally with Division Directors, chooses this Speech Contest (Options are Table Topics, Evaluation, Tall Tales or Humorous)

2. The District Director usually chooses the Toastmaster of this event.

3. The Club Growth Director holds the pre-contest meeting with the chosen Toastmaster and contestants. 

4. The Program Quality Director holds the pre-contest meeting with the chief judge and judging team.

2.2.7.2 Saturday (International) Speech Contest

1. This is always the Toastmasters International Speech Contest.

2. The Club Growth Director holds the pre-contest meeting with the chief judge and judging team. 

3. Traditionally the Program Quality Director (or District Director elect) is the Toastmaster of this event as well as holds the pre-contest meeting with the contestants.

2.2.8 Meetings

2.2.8.1 Leadership Kickoff Meeting

· Each year a special Leadership Kickoff Meeting is held on the Sunday immediately following the Spring Conference. The incoming District Director, incoming Program Quality Director, and incoming Club Growth Director host this meeting with the newly elected Division Directors. This is the only Sunday meeting held officially by the district. The purpose is to assemble the newly elected team while leaders from remote locations are all together at the conference, and to make several important decisions regarding the upcoming year.

· The incoming District Director prepares for this meeting in advance & provides the following:

· Attendees for this meeting include newly elected or appointed individuals for the incoming year: District Trio, Division Directors, Public Relations Manager, District Finance Manager & Administration Manager, and Immediate PDD. The District Director may also choose to invite other key personnel for presentation or to present key information: Assistant to the District, Directory Chair, District Photographer(s), Webmaster(s) or others. The incoming District Director typically sends out an invitation to all those expected to attend, with begin/end times, agenda, and to let them know that breakfast is served (cost picked up by the District).

· The Agenda includes:

· Some sort of icebreaker for all leaders so that everyone gets to know each other.

· Selecting Division Contest dates and the elective (secondary) contest: Table topics, Tall Tales or Evaluation, Humorous contest)

· Selection/appointment of Area Directors and assistants.

· New Leader contact information

· Names, TM Designation, titles, Address, e-mail, telephone

· Proposed District Calendar for the upcoming year. Include key training dates, conferences, TLIs and important deadlines.

· Other items as Trio decide.

· This event usually includes gift(s) from the District

· Past gifts have been a TM canvas portfolio, a TM pen or other TM merchandise.

2.2.8.2 Business Meeting

· At Business Meetings – please refer to District Officer Manual for agendas, guidelines rules of order and other policy questions for business meetings. An example of past agenda is located in the addendum of this document.

2.3 Hotel Contracts

2.3.1 Review and negotiation of Contracts

· Ask your other key team members who have experience in helping to negotiate as needed, and to examine the contract for all details. This could include past District Directors. Do everything you can to prevent getting surprises that will cost the District extra dollars. 

2.3.2 Possible Extra Fees

· Know/Negotiate all extra fees – EVERYTHING is negotiable
· AV costs including tech time (negotiate a discount). Know the details.

· Room setup costs/Rental Fees

· For Conferences, know of any fees for Cash Bar minimums as well as the open/close times

2.3.3 Blocked Rooms

· Room blocks cannot be tied to District’s Responsibility.  Make sure the language does not commit the District to added expense if room block is not met.  

· Ask for room block at special group rate held until certain date – not tied to the contract.

2.3.4 Food and Beverage Minimums

· Negotiate Food & Beverage (F&B) minimums as low as possible.

· IMPORTANT NOTE: F&B minimums do not include gratuity, service charges or taxes.

2.3.4.1 TLI

· (2006-2008) try to negotiate F& B minimum of $3000 (look at past experience to know how much lower you can go). Keep this as low as possible.

2.3.4.2 Conference

· Keep F& B no higher than 10,000-16,000 total for all F&B. (Look at past experience to know how much lower you can go.)

· Minimum based on 4 meals (Friday night, Saturday: Breakfast, Lunch, Dinner) & possible snacks for Hospitality

· Know if cash bar is or isn’t in F&B minimum.

2.4 Special Events

2.4.1 District Booths

The Public Relations Manager is in charge of tracking exhibit booths and banners.

2.5 Appreciation Gifts

· A number of gifts are purchased by the District and presented at District level Conferences and TLIs.

· Common appreciation gifts are budgeted and are usually up to $25.00 (as of 2008) per person for presenters.

· An appreciation gift with budgeted value up to $25-$50 is purchased by the District for visiting dignitaries.

· An appreciation gift budgeted value up to $25 is purchased by the District for Conference and TLI chairs.

2.6 DTM Recognition

· The Program Quality Director is provided a portion during these events to conduct Distinguished Toastmaster Award recognition and present a DTM medallion (purchased by the District).

· The Program Quality Director contacts all new DTMs prior to the event to invite them and make them aware of the award presentation and timing. The new DTMs pay for their own meal at this event, if held during a meal event. They may choose to attend only the award presentation & not have the meal.

3 DISTRICT LEADERSHIP: Strategies and Tasks 

· The District “Trio” includes the District Director, Program Quality Director, and Club Growth Director.

· The District Trio meets regularly – 2 to 4 times each month throughout the Toastmasters year to discuss strategies for achieving Distinguished Goals. The Trio often invites other leaders & key personnel to attend: the Assistant to the District Director, Public Relations Manager, Conference Chair(s), District Finance Manager, Area Director Trainer(s), District Administration Manager or others. The Trio determines modalities for how they need to communicate regularly to strategize & meet District goals.

1. District Director – Tasks & other duties:

a. District Membership Lists
i. Obtain from TI regularly and share with team (usually 3-4 times per year). This data is for TI purposes/business only.  Those who may need to use this data include the District Administrative Assistant (for email or regular mail communications), the District Directory Chair, and the Program Quality Director, and Club Growth Director. Appropriate data should also be given to the Division Directors. Care must be taken to ensure that only those who need to know are provided this information.  Lists available from TI are:

· Current Members

· Current Club Officers

· Non-renewing Members

Reasons for need

· TI purpose only

· Directory

· Mass Meetings

· Official TM business – as determined by District Director

b. Late Dues Collection
i. The District Director working with the Trio typically takes this role. The District Director does this to allow the Club Growth Director to focus on new clubs, and to ensure the District Director is aware of the club position at these critical times of the year. 

1. 10/1 and 4/1 are dues deadlines, the District Director will work with the Division Directors to monitor dues collection and get all dues in.

2. Roughly a month before dues are due, the District Director will take ownership of communications to get outstanding dues in – asking others for assistance as needed.

a. Recently the Assistant to the District Director has been following up with clubs on the District Directors’ behalf.

c. Contacting Clubs at year end
i. The District Executive Committee (and others) led by the District Director may initiate a phone calling campaign to encourage clubs to achieve their club goals. The District Director and the Program Quality Director typically assemble a calling tree committee of several individuals in order to assess year-end prospects and to encourage clubs to work toward achieving club and member goals. The Club Growth Director is exempted if the new club goal has not been reached. Involve Division Directors & other leaders as necessary.

4 MEETINGS

4.1 TRIO Retreat

· For the past few years, the incoming District Trio would meet over a weekend to plan for the following year.

· Pending budget, the Trio would meet at a house to keep the cost down.

· We have been using AirBNB.com (as the cost of hotel rooms was cost prohibitive).

· Items covered during this retreat could include:

· Evaluation/SWOT analysis (Strengths, Weaknesses, Opportunities, Threats)

· Budget planning

· Toastmasters International Goals

· Marketing Goals (New clubs, new members incentives)

· Distinguished Club Program (Educational awards, officer trainings)

· Calendar planning

· Meetings (District officer training, club officer training, conferences, TLIs)

· Communications (Trio, District Website, Club visit reports, newsletters)

· District Success Plan

· Appointed (or open) District Leader / chair positions

· International Convention Planning

· Team building (games)

4.2 Area / Division Director Training & DEC Meeting

a. DEC = District Executive Committee

b. Meetings have typically been held four to six times each year (approximately every other month) on the third Saturday of the designated month. The District Director and the Program Quality Director work closely with the Area & Division Director trainers to train for content required to meet District goals. Content needs to be timely. TI provides most of the material required & may be adapted as necessary to meet the needs of those attending.

c. These meetings usually run starting around 8AM and running between 12:30 and 2 PM.

d. Agendas are provided once content is determined. The District Director approves the final agenda and may ask a designee to print & help set-up.

e. All Area Directors and Division Directors should be expected to attend all six meetings during the year. Substitutes may at times be allowed to attend, but require District Director approval. Take attendance at every event & have a process for storing your data.

f. Arrange a location that has sufficient room for 50+ attendees in classroom or seminar format with 1-2 extra rooms for breakout as needed. The location should also have screens available. The District has LCD projectors & members bring laptops for presentation of educational material. Past sites have included members’ workplaces that allow Saturday meetings and do not charge for space use.

g. Provide continental breakfast for the leaders attending training. Works within your budget to either cater or have designated teams provide refreshments. Continental breakfast items have included: Coffee (regular & decaf), tea, cream, sugar, plenty of fresh fruit, bagels, cream cheese, sweet rolls, yogurt, water and juice. The Trio working with the Logistics Managers or Food Chair to determine amount of food & how to get it delivered & set up.  If meetings run longer then Noon, the District has provided a light meal for lunch.

h. The last division and area director’s meeting of the year is the transition meeting usually May or June. Incoming Area & Division Directors are invited to attend and transition activities are planned.

5 ROLES

5.1 Attendance

5.1.1 District Trio

5.1.1.1 Division Contest Attendance

i. District Trio/Conference Chair/Public Relations Manager – it is customary for someone to attend each division contest to promote the Spring Conference.

ii. One or two members of the Trio attend each division contest. All three may attend. When all three attend, the Program Quality Director is the contest supervisor and will attend the contestant meeting with the Toastmaster. The Club Growth Director will attend the Judges meeting and oversees the ballot counting with the Chief Judge.  In some years the Program Quality Director and Club Growth Director would alternate these roles.

5.1.1.2 Charter Parties

i. One of the Trio will try to attend each charter party. The District Director of the year in which the club was chartered is typically extended a courtesy invitation and if able to attend, presents the club charter. The Club Growth Director may present the Charter Member Certificates and the Mentor/Sponsor Certificates. These assignments may be delegated to the Division Director where the club charters.  Oversight: Club Growth Director. Past practice includes putting the charter, charter members and officers in a frame to present to the club president.

http://www.d6tm.org/District/Reference/D6Guidelines_61509_CharterPartyAgendaSample.doc
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5.1.1.3 International Convention

i. In District 6, it is expected that the senior three officers (Trio) all attend the International Convention. The Immediate Past District Director may also attend. Expenses are reimbursed according to budget, ask District Director or Finance Manager for allotments and share information with officers so they may plan appropriately.

5.1.2 Division Directors

· Division Directors may have key roles at the TLI and the Spring Conference and should plan to attend all events. Communicate expectations early in your tenure.

5.1.3 Area Directors

· Area Directors are encouraged to attend Division and District TLIs and the Spring Conference, and may be enlisted to assist on various committees.

5.2 Duties of the Immediate Past District Director

1. The Immediate Past District Director (IPDD) is a member of the District Executive Committee (DEC), however is not a member of the District Trio, and thus does not typically attend District Trio meetings unless specifically invited. This allows each District Director to assume leadership of his/her team.

2. The Immediate Past District Director usually serves as the Chair of the Leadership Committee (formerly Nominating Committee) if appointed by the District Director.

3. A Roast of the Immediate Past District Director used to occur at the Fall Conference during the Saturday Luncheon.  The District Director is to decide where this will happen in the future.  The Roast Master may be any volunteer acceptable to the IPDD. The District Director should ask the IPDD whom they would prefer.

4. The Immediate Past District Director and spouse are seated at the head table dinners during the Spring Conference. This person also sits at the head table during the District TLI.

5. The Immediate Past District Director will typically serve as Chair of the District Guidelines Review Committee if appointed by the District Director.

5.3 Role of Past District 6 Directors

1. The role of the Past District Directors (collectively) is to: 

a. Serve as a resource group to address certain tasks at the request of the District Director.

b. Review and/or contribute historical traditions as ideas to the District 6 Guidelines (this living document).

c. Comprise the pool from which the District Director usually selects the Communication and Leadership (C&L) Chair. The C&L Chair recommends candidates for the C&L Award. The District Director selects the recipient.

d. Comprise the pool from which the District Director selects the District Historian.

e. Comprise the pool from which the District Director selects the Credentials Chair.

f. Provide a report to the District Director of the activities of the Past District Director Committee, pursuant to supporting the District mission, at the Spring Conference business meeting or at an otherwise specified location.

2. Past District Director Photo Gallery

a. Historically the photo gallery was stored and maintained by the Immediate Past District Director in collaboration with the Past District Director committee.  This gallery is on display at the District Conference.

5.4 District Executive Team (Appointed District Officers)

The District Director appoints the following officers. The role description, term limits and duties are described in the District Administrative Bylaws (provided by Toastmasters International). The District Director may also choose to adapt duties as necessary to provide support to the District team.

a. Public Relations Manager
b. District Finance Manager

c. District Administration Manager 

d. Area Directors
a. The District Director, with direct oversight and team leadership shared with the Division Directors, appoints Area Directors. 

5.5 Committee Chairs/Leaders

The following is a list of the committee chairs and support team members used over the years.  Not all have been used every year.  The District Director may appoint all chairs.  For some chairs, the District Director may delegate this role to the appropriate officer (Program Quality Director, Club Growth Director, etc) to make recommendations of potential leaders.

Chair titles and positions may change depending on the needs of the district and the availability of people to fill positions.
*See addendum for position descriptions and make sure to give the position description to all those considering a position. Consider posting positions on the District web site.
a. Area Director Trainer (or co-trainers)

b. Assistant to the District Director

a. This appointed role provides administrative support to the District Trio. Roles have included: managing the District calendar, meeting reminders, printing agendas, working with District leaders on details for training sessions – including keeping track of officer training reports.

b. This chair may help with calls/e-mails for follow up dues collection, officer training, proxy collection or other administrative follow up.

c. Audit Committee Chair

a. This is someone familiar with budgets & overall finance

d. Audio Visual Chair

a. Selected by the District Director or Program Quality Director

e. District DJ / District Music Chair

f. Events Chair

g. Cartographer

h. Club Buddy Chair

i. Communication and Leadership (C&L) Chair

a. The District Director typically appoints a Past District Director to this role.

j. Credentials Chair

a. The District Director usually appoints a Past District Director to this role.

k. District Directory Chair

a. This is someone who has the ability to layout directory, working with the data coordinator and meet deadlines for printing

l. District Executive Committee Food Coordinator

m. District Statistician

n. District Store Chair

a. Selected by Program Quality Director
o. Internal Communications (Newsletter Chair)

a. In the Past, the District has used Constant Contact for communications/newletters.  Newsletters should be sent out monthly to bimonthly.  The editor works with the District Director to obtain content from other leaders, establish deadlines. It is strongly suggested that this chair & any assistants have high attention to detail and possess excellent writing & editing skills.

p. Historian

a. The District Director appoints a PDD to this role.

q. International Director/Officer/Region Advisor Visit Chair

r. Leadership Committee Chair
a. The Immediate Past District Director is typically appointed to this role. The leadership committee procedures are described in the District Administrative Bylaws.

s. Logistics Manager / Co-logistics Managers

a. One to three Co-Logistics Managers have been appointed.  These roles are not official “District Offices”.

t. Member Mentor Chair

u. Print Media Communication Chair

v. Social Events Chair

w. Social Media Chair

x. Spring Conference Chair(s)

a. Selected by the District Director/Program Quality Director

y. Parliamentarian

a. May be a CPA, a financial professional who knows TI policies or a PDD comfortable with financial matters.
z. Photographer(s)

aa. Proxy Chair

ab. Toastmaster of the Year Chair

ac. Videographer

ad. Web Master (Technical Lead)

ae. Web Content Editor(s)
1) The following is a list of committee chairs used in the past and recommended by the incoming Program Quality Director and appointed by the District Director.

a) Alignment Chair

i) Must have working knowledge of clubs in district

b) Corporate Liaison Chair

c) Club Website Excellence Chair

d) Club Retention Chair

e) District Chief Judge

i) Must have excellent knowledge of Contest Rules and Procedures.

f) District and Divisions TLI Chair(s)

g) High Performance Leadership Chair

h) Speechcraft Chair

i) Speaker’s Bureau Chair

j) Youth Leadership Chair

k) EGGmaster

2) The following is a list of committee chairs used in the past and recommended by the incoming Club Growth Director and appointed by the District Director.

a) Club Growth Chair

b) Club Coach Trainer

c) Club Extension chair – prospecting chair (some times done by region or by Division)

d) Demonstration team leader or chair

3) The following is a list of committee chairs used in the past and may be recommended by the incoming Public Relations Manager and appointed by the District Director.

a) Education MN Chair
District leadership roles/chairs have been one-time-only opportunities to allow the District to continuously identify and involve new leaders at all levels of the organization. The District Director should identify Area Directors who have never previously served (as Area Directors, Division Directors, or Past District Directors.)  In some roles a person can service for no more then two years in a row.  See Toastmasters International policies for more information.

6 EXPENSES

6.1 District Budget

1. The District Director along with the Program Quality Director & Club Growth Director work with the Finance Manager to plan and submit a budget for the upcoming year. Know TI reporting deadlines, as they must be met as one requirement for achieving Distinguished District recognition.

2. The District Director works with the Finance Manger to determine rationale for the budget & what amounts may be claimed for reimbursements. All are subject to TI policies & guidelines.

6.2 Reimbursements

1. District, Division, Area and Committee Chairs will receive reimbursement for the expenses outlined in the District 6 Budget, according to the “District 6 Rules for Reimbursement (for current year), and within limits specified in the District Budget. All financial activities are governed by Toastmasters International Policies. Expenses may have pre-approval requirements and are bounded by limits as outlined in the District 6 Budget. 

2. Reimbursement must be submitted online through Concur (current reimbursement tool) with the proper receipts attached.

3. All expenses must be approved by the District Finance Manager and the District Director (via Concur). All District Director expenses must be reviewed & approved by the Program Quality Director and the District Finance Manager.

4. The District will purchase all District trophies, District award plaques and will provide reimbursement for Area and Division trophies and plaques as set forth and within limits specified in the District Budget.

6.3 Financial Reporting

1. The District is required to submit two semi-annual financial reports to record the expenses and income for each half-year period.  (See Toastmasters International policies.)

6.4 Annual District Purchases (Traditions)

1. Name Badges
a. The district recognizes district leaders by purchasing name badges for the district leadership team. They are ordered and paid for during the last quarter of the Toastmasters Year (April – June) for the following administration. These include name badges for area and division Directors, the PRM, the Trio, District Administration Manager, District Finance Manager, and other district leaders as approved by the incoming District Director (within budget guidelines).

2. District Store Supplies
a. Upon completion of the Spring Conference, the District Store Chair is asked to inventory and replenish supplies. These items are ordered and paid for during the last quarter of the district year for the following administration. The chair will provide an inventory list to the District Finance Manager after the Spring Conference and after any other events where the District Store is provided.

http://www.d6tm.org/District/Reference/D6Guidelines_61509_ResourceCenterInventoryFINAL_2009.xls
6.5 District Equipment

District Director, working with Finance Manager audits and maintains a list of electronic equipment (and date purchased) and other supplies. Transfer list to incoming leaders via the official Toastmasters International inventory forms.

6.5.1 District Banner

· The Program Quality Director is responsible for making sure the district banner is displayed at conferences and other district events. The Program Quality Director may delegate this task, but must ensure that all district banners are on site at district events. Currently the Logistics Manager stores the banner.

6.5.2 The Elusive Gilded Gavel

· (aka “the EGG”) The EGG belongs to District 6. No club may claim ownership of the traveling gavel.

6.5.3 Division Director Pins and District Trio Pins

· If the budget allows these pins are purchased each year and presented to incoming officers at the Spring Conference.

7 PROCEDURES

7.1 Video and Audio Recordings 

1. No video or audio recording shall be made of any District Council or Executive Committee Meeting except that the proceedings may be recorded by or for the purpose of the District Administration Manager, to assist in writing the minutes. Such a recording is not an official record and shall not be used in place of the meetings.

2. In some years, the Area / Division Saturday trainings have been recorded for those who could not attend.

3. Video and Audio recordings of the educational sessions and the contests featured at the Spring Conference may be permitted if approved by the District Director. Releases will be required of recorded participants. These recordings will not be sold for profit, but may recover the cost of the recording.

7.2 Review of Guidelines

The Immediate Past District Director and the Past District Director Committee review and update these guidelines and then presented to the current TRIO prior to the Spring Conference.  The District Council must then approve the changes to these guidelines during the Spring Conference Business Meeting.

7.3 Policy & Fund-raising Activities

See Toastmasters International Policies – Know what they say pertaining to these events.

Fundraising activities are not meant to be core to our mission, however we have seen fundraising as a good way to promote goodwill and offset event expenses.  Typical activities held during the TM year have been:

1. Silent Auction – a system of procuring donated items for Silent Auction at Spring Conferences have served to offset expenses. In the recent years the amounts raised from these auctions have ranged $500-$3000.

2. Request for company/corporate donations for conference – a great way to involve companies that sponsor clubs.

7.4 Toastmasters International Visits

1. This section includes “visiting officers”: International Officers, International Directors (aka Board of Directors), and Region Advisors.

2. Refer to the Toastmasters International Governing documents for visit information and official guidelines

a. Protocol 10.0: Region Advisors Expenses (and see Region Advisor visit Guidelines)

b. Protocol 11.5: Board of Directors Visits

3. Expenses:

a. Complimentary conference registration and meal tickets should be provided for the visiting officer and (if budgeted) the officer’s spouse or guest.

b. Toastmasters International may/or may not cover the cost of the visiting officer’s lodging. 

c. Toastmasters International covers the travel costs of the visiting officer.

d. The District Director & District Finance Manager are the only approvers for other expenses.

4. For International officers, an official visit occurs every one to two years. (See TI site for official policy)

5. For Region Advisors, an official visit occurs over one to two years. (See TI site for official policy)

6. Club Prospect Visits with visiting Officer
a. District 6 will plan new club prospect visits for the officer prior to the start of the official visit.  The District Director and Club Growth Director may select a Visit Chair to pre-arrange these visits (working in collaboration with the Club Growth Director). There is a packet of information is usually sent to District Director prior to the dignitary visit. The District Director may request this packet early from Toastmasters International.

7. The visiting Officer will be invited to present an educational seminar as well as an opportunity to give a keynote address during the event. The visiting director may be given the courtesy to make a very short acknowledgement on Saturday night, as approved by the District Director.

7.5 District Protocol

1. Refer to your District Officer Handbook, “Put on a Good Show” and other resources at TI for many different protocols for events.

2. Home Club of the District Director Banner
a. A representative from the home club of the District Director and a representative of the home club of the District Director Elect (Program Quality Director) formally exchange the Home Club of the District Director Banner at the Spring Conference (during the evening banquet).

3. The District Banner
a. The District Banner is displayed at the Spring Conference and TLI.  

7.6 Special Rules of Procedure

7.6.1 Nominating Procedures

See TI policies & procedures – available online.

7.6.2 Election of Officers

See TI policies & procedures – available online.

7.7 Miscellaneous Procedures

The District Director is the publisher of the District 6 newsletter, the District Directory and the District web site. As such, he/she will appoint an Editor who will assist in the assembly of the information. Ultimately, the District Director is responsible for the content.

a. The Elusive Gilded Gavel
(aka “The EGG”) is a traveling trophy. The Program Quality Director is the arbiter and rules keeper of the EGG. The rules are located at www.d6tm.org and attached in the addendum of this document. The purpose of “The EGG” is to encourage inter-club visits within District 6.

b. The District 6 Newsletter
This is published monthly. The newsletter goes out to all members of the District who have an email listed in their profile at Toastmasters International. The primary purpose of this communication is to promote the conferences, provide information/recognition of District activities and provide members useful information supporting the mission of Toastmasters.

c. The District Directory
· This is published once per year usually available for distribution by September - October. The design of the inside and outside cover is the responsibility of the District Director. The Directory Editor working directly with the District Administration Manager typically does the layout.

· The Directory is distributed to at least 2 officers of every club (budget dependent), to the Past District Directors, and to the District Executive Team (Area Directors, Division Directors, District Trio, and appointees) as budgeted.

· The Directory is typically given to the Past District Directors.

· The Directory is often distributed to Area and Division Directors at one of the bimonthly leadership training meetings or at contests to save the cost of mailings.

· Area Directors are responsible for distributing the directories to all of their clubs.  This is a good opportunity for Area Directors to visit with clubs.

d. District Proxies
These are posted to the District Website prior to the Spring Conference. 

e. Holiday Card
The District Trio may choose to send a holiday card to the Clubs in the District or may be sent electronically. This is usually done in early December.

Cards may be sent to:

· All members

· Club Presidents

· District officers & committee chairs - incl. Area & Division Directors

· Past District Directors

· Other Region Officers:

· International directors, officers at TI

· Other District Directors in Region IV

f. Education Letter

Program Quality Director may send out an education letter or email to all District 6 members that earn an educational award.  The letter includes a list of specialty clubs.
http://www.d6tm.org/District/Reference/D6Guidelines_61509_SpecialtyClubs_2007_2008.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_SampleEducationLetter.doc
g. Magnificent 7 clubs

A Magnificent 7 ribbon is awarded at the Spring Conference to any club that has all seven officers trained for both Club Officer Training.

h. Free TLI registrations

At the leadership training sessions, past practice included a free TLI registration drawn from all the evaluations completed as a result of attending the training sessions.  This encourages the attendees to give feedback and rewards one individual with a free registration to an upcoming event.
i. Leadership Manuals

Toastmasters International sends leadership manuals to the current (outgoing) Program Quality Director prior to July 1.  These should then be distributed to the incoming Leadership team.
j. Holiday Party

The District Director may plan and invite district leadership to a holiday party.  This may be delegated to a chair.  The district does not pay for any of this event.  Generally it is potluck and the trio may contribute to pay for some supplies but the district does not reimburse it.
k. Welcome Party

On July 1st the District Director may hold a party to welcome the incoming team.  The district does not pay for any of this event. Generally it is potluck and the trio may contribute to pay for some supplies but the district does not reimburse it.
l. 10 for 10 clubs

At the July TLI, the Program Quality Director recognizes all the clubs that earned 10 points for President Distinguished clubs.  The district has 10 for 10 purple ribbons to present to each club.
m. Team events

If the District Director decides to hold a team event, it would be in early June.  The intent of this event is to bring the leadership team together to learn about each other and begin the year.
http://www.d6tm.org/District/Reference/D6Guidelines_61509_TeamBuidlingEvent2008.doc
n. Division Chats

Division Directors meet with District Director to talk about any concerns, issues without an agenda or time limit.  Have the Division Directors host the session on the months that district leadership training doesn’t occur.
o.  Club President Training

The District may choose to hold club president only training at the beginning of the Toastmasters year and around midyear (January).  During this session, district leaders are brought in to present information that is important to the club president and also provided food at no cost (in needed).
http://www.d6tm.org/District/Reference/D6Guidelines_61509_PresidentTrainingEvaluation_20090128.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_PresidentTrainingBingo.doc
p. First Timers

At the Spring Conference, a first timer’s event/meeting is recommended.  This meeting covers what things occur at a conference and sometimes includes getting to know the Trio.
Examples of other first timer activities:

http://www.d6tm.org/District/Reference/D6Guidelines_61509_FirstTimerBingo.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_FirstTimerBrochure.doc
q. International Proxies

Starting in July, clubs may designate proxies for the International Convention to an attending member or to the District Director. The District Director may view the listing of club proxies online at Toastmasters International.
r. Education Incentives

Past incentives have been given out to get people to attend contests, earn CC’s, add new members to the clubs and be a distinguished club.  A drawing at conferences and TLI’s may also occur to award incentives.
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Incentive_CC.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Incentive_DCP.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Incentive_Membership.doc
8 ADDENDUM

1. List of Awards, Trophies for ordering at beginning of District Year

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_Awards_Examples2009.doc 
http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_Awards_Wording2009.doc
2. Committee Chair Position Descriptions

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_CommitteeChairDescriptions.doc
3. Conference Scripts

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_Script_SpringConvention2009.doc
4. Conference Task List

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_SpringConventionTaskList2009.doc
5. TLI Script/Example Announcements

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_TELI_Agenda_Jul2007.doc
6. Kick-off Meeting Agenda

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_KickoffMeetingAgenda_20080518.doc
7. Communication & Leadership Letter to Awardee

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_C&L_Letter.doc 
8. District Business Meeting Agenda

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_DistrictBusinessMeeting_Spring2009.doc
9. Budgets for TLI 

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_TELIBudgetJul2008.xls
10. Budgets for conference and conference

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_SpringConventionBudget2009.xls
11. Leadership Training Agenda

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_Agenda_Training_20080621.doc
http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_Agenda_Training_20080823.doc
http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_Agenda_Training_20090117.doc
http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_Agenda_Training_20090321.doc
http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_Agenda_Training_20090516.doc
12. Proxy spreadsheet for International Convention

http://www.d6tm.org/wp-content/uploads/D6Guidelines_61509_ProxiesFor2009.xls
�This may not always be something that is negotiable.  For this spring conference I negotiated down to having a room block of 25 rooms.
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District 6 Club Sponsor

 Southwest Says It Best 

Club# 945948 



District 6 recognizes the Club Support of 

Rick Holtmeier 

                

	      



______________________

     Joan Watson, Lt. Governor of Marketing

November 29, 2006



*











District 6 Club Mentor

 Soaring Eagles 

Club# 860122 



District 6 recognizes the Club Support of 



                

	      



______________________

 Pat Croal, Lt. Governor of Marketing

June 30, 2006
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District 6 Club Sponsor

 Soaring Eagles 

Club# 860122 



District 6 recognizes the Club Support of 

Andrea Bolin

                

	      



______________________

 Pat Croal, Lt. Governor of Marketing

June 30, 2006



*











District 6 Club Sponsor

 Soaring Eagles 

Club# 860122 



District 6 recognizes the Club Support of 

Pat Croal 

                

	      



______________________

 Pat Croal, Lt. Governor of Marketing

June 30, 2006



*











Certifies







As a

~Charter Member~

Of

An officially chartered Toastmasters Club

With privileges and responsibilities of active membership

     Donna H Groh		June 30, 2006   860122		Dilip Abayasakara

      Executive Director		Date & Club number		President







District 6 Sponsoring Club

for the new

Soaring Eagles 

Club# 860122 



District 6 recognizes the Club Support of 

Club 6747  IBM Toastmasters

                

	      



______________________

 Pat Croal, Lt. Governor of Marketing

June 30, 2006













Toastmasters International








