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Abbreviations used in this Policy Manual

AG....ccoovvnnns Assistant Governor

AGE ............. Assistant Governor Elect

APF .....ccooe. Annual Programs Fund (of TRF)

Area................ The District is divided into fifteen Areas with an AG appointed in each

COL...coovvrenne Council on Legislation — RI Legislative body that meets every 3 years

Council........... District Council

DC..oovvvrvene District Council

District............ Rotary International District 5020 (also: the District)

DG...cooveve current serving District Governor

DGE.......cc...... District Governor-Elect — the person elected by RI to serve as District Governor
in the next Rotary year

DGN.....ccoeuee. District Governor Nominee — the person nominated by the District to RI to serve
in the year following the DGE

DGND............ District Governor Nominee Designate — the person nominated by the District to
RI to serve in the year following the DGN

DLTA............. District Leadership Training Assembly — sometimes referred to as District
Assembly

IPDG.............. Immediate Past District Governor — the DG who served the previous Rotary year

IS s International Service

MOP............... Manual of Procedure — compilation of RI policies and procedures, revised
following each COL

PDG.......cc.... Any previous District Governor

PETS............. Presidents-Elect Training Seminar

Rl Rotary International

RC...ooovvee Rotary Club

RCOP.............. Rotary Code Of Policies

RYLA........... Rotary Youth Leadership Award

TRF oo The Rotary Foundation

VTT.iiien, Vocational Training Team

ZONe ... Level of Rotary organization between a Rotary District and Rotary International.

There are 34 Zones in the world. Each pair of Zones (e.g., Zones 25 & 26) selects
one RI Director. D5020 is in Zone 25.
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Article I. Introduction

Purpose

The purpose of this document is to provide guidelines for the effective operation of Rotary
District 5020. Should there be any conflict between this document and the Rotary International
Manual of Procedure and the Rotary International Code of Policies, these two Rl documents
shall prevail.

District Vision

In keeping with the Object of Rotary, the vision for District 5020 is to have all clubs provide
service to their world, their communities, their vocation and their club. Members will feel that
being Rotarians furthers their individual needs. Each club will have vitality with all members
participating in club projects. As a result, membership will grow and Rotary will be known and
respected by all in the community.

District Mission
The mission of District 5020 is to:
e support and assist its member clubs in a proactive manner so they may develop into
strong and active Rotary clubs and fulfill the Object of Rotary.
e strengthen and expand Rotary throughout District 5020 to allow others the opportunity to
participate and for Rotary to be better able to serve.

District Objectives

e Have club leadership well trained by holding District and Area Leadership Training
Assemblies and other training events.

e Have a backlog of Rotarians desiring to serve at the district level.

e Inspire every Rotarian to understand and support the goals of their club, Rotary International
and The Rotary Foundation.

e Provide leadership to clubs and assist clubs in establishing club goals

e Facilitate communications between clubs, District and Rotary International.

Structure of This Manual

The body of this Manual describes:

The roles of the key officials and committees of the District;
The reporting structure of those roles;

The authorities granted to those roles; and

The main processes that those roles participate in.

Details of the responsibilities of each role are given in appendixes.

D5020-Policy-Manual-v3f.doc 5



Rotary District 5020 Policy Manual

Article Il. District Leadership Team

Section 2.01  District Executive

(a) District Governor

The Principal Officer of District 5020 shall be the duly elected District Governor (DG). The DG
is the sole officer of Rotary International in the District, nominated by the clubs of District 5020
and elected by the Convention of Rotary International. The DG shall be responsible for the
proper operation of the District and for the accomplishment of District 5020 goals and
objectives. The responsibilities of the DG are provided in the Rotary International Manual of
Procedure. The DG is a member of the District Council.

(b) District Governor-Elect

The District Governor Elect (DGE) is the next officer in line for District leadership. Having
been nominated by District 5020 and elected at the Convention of Rotary International, the DGE
will assume the position as DG on July 1% of the next Rotary year. The main duty of the DGE is
to prepare for the next Rotary year. This preparation will require close coordination with the
current DG and other District leaders. The DGE will organize and conduct the District
Leadership Training Assembly for incoming club officers to prepare these officers to assume
their responsibilities in club leadership. The DGE is responsible for developing and
implementing a training program for the Assistant Governors. The DGE is a member of the
District Council.

(c) District Governor Nominee

The District Governor Nominee (DGN) is the Rotarian who has been nominated by District 5020
to be elected as DGE at the next convention of Rotary International. As such, the DGN will
follow the DGE as DG. The DGN will coordinate closely with the DG and the DGE to prepare
to assume a position of leadership in the District. The DGN is a member of the District Council
and the Youth Exchange Committee. When a person is elected as DGN more than 24 months
before taking office as DG, there will already be another person in the office of DGN.
Therefore, the new person will be the DGN Designate (DGND).

(d) District Secretary

The District Secretary should be a knowledgeable Rotarian who can assist the DG by handling
correspondence, compiling minutes of District meetings, and keeping records. The District
Secretary is appointed on an annual basis, normally serving for no more than three one-year
terms. The District Secretary is a member of the District Council. The District Secretary
responsibilities are shown in Appendix A.
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(e) District Treasurer

The Treasurer will administer and account for District funds and maintain the required financial
records. The District Treasurer shall be a Rotarian appointed by the DG on an annual basis,
normally serving for no more than three one-year terms and must have an understanding of basic
accounting principles. The District Treasurer is a member of the District Council. The District
Treasurer responsibilities are shown in Appendix A.

(f) District Trainer

The District Trainer is responsible for supporting the DG and DGE in training club and District
leaders and overseeing the overall training plan for the District. The District Trainer will serve
as Chair of the Training Committee and will be a skilled, knowledgeable Rotarian, appointed by
the DG on an annual basis, normally serving no more than three one-year terms. The District
Trainer must have the understanding of and the capability to communicate via telephone, fax,
email and the Internet. The District Trainer responsibilities are shown in Appendix A.

Section 2.02  Assistant Governors

District 5020 is divided into 15 Areas, normally consisting of groups of 4 to 7 clubs in a local
geographic area. An Assistant Governor (AG) will be appointed to assist in the administration of
the clubs in each Area. The term of office for AGs will be the Rotary fiscal year. However,
Assistant Governors Elect (AGESs) will be appointed in December of the year preceding their
term of office. This will allow the AGEs to develop closer relationships with club Presidents-
Elect as they train and plan for their year in office. The AGEs will work with their PEs at the
Pre-PETS, PETS, and DLTA that occur before they take office as AG.

During their final year, the sitting AG will solicit nominations for AG from each of the clubs in
their Area. After interviewing AG nominees, the AG will forward nominations to the DG. The
DG, after meeting with the nominees, and consulting with the DGE, will appoint the AGE to a
one-year term. AGs may be appointed to subsequent one-year terms but may not normally serve
for more than three one year terms. AGs are not officers of Rotary International. Each Assistant
Governor will be proactive in the support of the assigned clubs, will take a personal interest and
responsibility in the success of every club in their Area and will represent their club’s interests in
District Council deliberations. All AGs and AGEs are members of the District Council. The AG
responsibilities are shown in Appendix A.

The following prerequisites will be met prior to appointment as Assistant Governor:
e Holds active membership, in good standing, in a club in District 5020 for at least
three years.

e Has served as a club president for a full term.
e Iswilling and able to accept the responsibilities of Assistant Governor.
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Section 2.03  District Council

(&) Membership
The District Council will be composed of the following:
e All DG categories
e Immediate Past DG
e Assistant Governors and Assistant Governors Elect
e District Secretary
e District Treasurer
e District Trainer
e Chairs of selected District Committees:
¢ Rotary Foundation
Finance
Membership
Service Projects
Rotary Youth Exchange
Vocational Service & Youth Opportunities
PR & Communications
e All Past DGs except the Immediate PDG are non-voting members. All are welcome
and encouraged to attend but the District will not reimburse their expenses.

(b) Meetings
When feasible, meetings will be conducted over the Internet. Meetings will normally be held
approximately quarterly in the following time frames:
Early autumn;
January
Immediately before the District Leadership Training Assembly (DLTA)
Immediately before the District Conference
At other times, as deemed necessary, when called by the DG.

(c) Authority
The District Council will be the policy-making body of the district and, as such, may make
changes to the district policies and procedures including, but not limited to, this Policy Manual
and other matters of district operation. The District Council shall meet at least three times per
year to review and discuss matters related to the functioning of the District and its members.
Half (50%) of Council members will constitute a quorum.

(d) District Council Chair

Each calendar year, the DG shall appoint an Assistant Governor to serve as the Chair of the
District Council. The District Council Chair will schedule council meetings, coordinate the
meeting venue, arrange lodgings, prepare an agenda in coordination with the DG, and preside at
meetings of the District Council.
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Article Ill. District Committees
Section 3.01 General

(a) Committee Appointments

Each year, the DG will appoint the Chairs of District committees. No person should serve as
chair of the same committee for more than three one-year terms. On advice from the Chairs, the
DG will appoint the members of District committees. Members shall be Rotarians in good
standing as members of a club in the District. Members are normally expected to serve for a
three-year term. As a result it is expected that a DG will appoint one third of the committee
members and each subsequent DG will also appoint one third of the committee. This rotation
will ensure continuity of operation while introducing new members to committee participation.

(b) Committee Guidelines

Committees will meet the standards set out in the Rotary International Manual of Procedure.
Committees shall use, as applicable, the Rotary International Publication “District Committee
Manual” to guide their operations. All expenditures from District funds must be in accordance
with the approved district budget and properly approved by the DG or his designate. Committee
chairs may approve expenditures to the limit of the applicable budget item. Committee Chairs
should develop a succession plan for their committees. In particular, before leaving office,
Chairs should recommend, to the DG, a candidate to be the new Chair.

Section 3.02  District Rotary Foundation Committee

The District Rotary Foundation Committee (DRFC) is a group of experienced and dedicated
Rotarians who assist the DG in educating, motivating, and inspiring Rotarians to participate in
Foundation program and fundraising activities in the District. The committee serves as the
liaison between The Rotary Foundation and the club members. The DRFC in its operation will
be guided by the Rotary International Publication, “The District Rotary Foundation Committee
Manual.” The Committee Manual lists the qualifications, specific responsibilities and
responsibilities of the members of the DRFC. The DRFC Chair is a member of the District
Council. Detailed responsibilities of the DRFC are shown in Appendix B.

Section 3.03 Finance Committee

The District Finance Committee shall safeguard the assets of the district funds by reviewing and
studying the amount of per capita levy and necessary expenses of district administration, and
prepare an annual report on the status of the district’s finances. The District Finance Committee,
in addition to its administrative responsibilities, shall advise the DG on all District financial
matters. The Finance Committee Chair is a member of the District Council. Detailed
responsibilities of the Finance Committee are shown in Appendix C.
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Section 3.04 Membership Committee

The District Membership Chair will form a Membership Committee to assist clubs in developing
and implementing comprehensive plans for recruitment and retention of members. Sub
committees may include, but are not limited to, Membership Development, Retention, and
Extension. Detailed responsibilities of the Membership Committee are shown in Appendix C.

Section 3.05 Nominating Committee

In accordance with the by-laws of Rotary International, the Nominating Committee is charged
with seeking out and proposing the best available candidate for DGND and for selection of the
Representative to the Council on Legislation. Detailed responsibilities of the Nominating
Committee are shown in Appendix C.

Section 3.06 Resolution and Policy Review Committee

The Resolution and Policy Review Committee will be appointed by the DG to review and
change district policy documents subject to approval of changes by District Council. As a
minimum, this Policy Manual shall be reviewed following each tri-annual Council on
Legislation, and publication of a new Rl Manual of Procedure, to insure continued compliance
with RI Policy. When required, this committee shall work with the District Secretary and the
District Conference Chair to prepare resolutions to be submitted at the District Conference.

Section 3.07 Awards Committee

The DG shall appoint a committee to coordinate district awards. This committee shall work with
the District Conference Committee and the awarding group to ensure that annual awards are
properly prepared and presented. The committee will establish the rules and judging for any
special awards established by the DG on an annual basis.

Section 3.08  Service Projects Committee

The District Service Projects Chair is responsible to assist club committees plan and carry out
educational, humanitarian, and vocational projects that address the needs of the club’s
community and communities in other countries.

Section 3.09 International Service Committee

The International Service committee will work closely with the District Rotary Foundation
Committee, the District Foundation Grants Subcommittee and the District representative to the
Canadian Rotary Collaboration for International Development (CRCID) to assist clubs in
identifying and funding international service projects. The emphasis of this committee shall be
training and education of the individual club international service committee members and the
expansion of club international service efforts.
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Section 3.10  Youth Exchange Committee

The Youth Exchange Committee shall be established to coordinate and manage the international
youth exchange activities of the District. The committee shall endeavour to maintain individual
club participation at a high level throughout the district and work to increase the number of clubs
participating. They will be the approving authority for both outbound students and other
participating districts. They will manage, coordinate, and supervise group student activity and
trips. A key aspect of the committee will be the training and education of individual clubs in the
positive aspects and benefits of youth exchange and how to establish and operate a youth
exchange program at the club level. Specific policies and procedures for operation of the Rotary
Youth Exchange Program are documented in the District 5020 Rotary Youth exchange Manual,
which is published separately and is incorporated herein by this reference.

Section 3.11  Friendship Exchange Committee

The Friendship Exchange Committee shall establish, publicize, and coordinate exchanges
between the clubs in D5020 and between D5020 other Rotary Districts.

Section 3.12 International Fellowships Committee

The International Fellowships Committee shall educate clubs of the District on the Rotary
International Fellowship activity and shall publicize these activities to enable all Rotarians to
participate.

Section 3.13  Literacy Committee

The Literacy Committee will assist clubs in developing and implementing Literacy programs and
projects. It will maintain active liaison with Zone Literacy leaders and will develop a proactive
program to assist in the training of club Literacy committee chairs and members. The committee
will inform the DG about Literacy activities in the district and will promote Literacy via District
communication vehicles such as the web site and newsletter.

Section 3.14 Vocational Service and Youth Opportunities Committee

The Vocational Service and Youth Opportunities Committee will assist clubs in the development
of Vocational Service and Youth Opportunity Programs and projects. They will develop a
proactive program to share ideas throughout the District and assist in the training of club
committee chairs and members. The DG will be informed on Vocational Service and Youth
Opportunity activities in the district. Those include, but are not limited to:

Interact Clubs

Rotaract Clubs

RYLA

Assistance to Youth/Youth Opportunities

Section 3.15 PR & Communications Committee

This committee is established to serve two audiences: the internal audience made up of member
clubs; and the external audience made up of the residents of the communities in which clubs are
located and anyone else from the public interested in the activities of Rotary in our District.
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Therefore, the role of the PR & Communications (PR&C) Committee is to promote an effective
communications program that will benefit all clubs and Rotarians within the District. Of equal
importance, the committee will establish a network among the clubs to promote awareness and
raise Rotary’s profile within the external public about the service and good works of those clubs.
Detailed responsibilities of the PR & Communications Committee are shown in Appendix C.

Section 3.16  District Conference Committee

Under the direction of the DG, the District Conference Committee shall plan and promote the
district conference and carry out the necessary arrangements to ensure maximum attendance.
The District Conference Committee will coordinate its promotion activities with the District PR
& Communications committee. The committee will establish a conference program in
accordance with the guidance and requirements of Rotary International as provided in the
District Conference Manual, the Manual of Procedure and other R1 governing documents.

Section 3.17  District Leadership Training Assembly Committee

Under the direction of the DGE, the District Leadership Training Assembly (DLTA) Committee
shall plan and promote the DLTA and arrange for the facilities required by the District Trainer.
The DLTA Committee will coordinate its promotion activities with the District PR &
Communications committee. The DLTA program will be established by the District Trainer,
who will be, ex officio, a member of the DLTA Committee.

Section 3.18 Special Committees and Task Forces

The DG may appoint special committees or task forces as necessary to accomplish specific short-
term objectives.

Article IV. District Meetings and Training

Section 4.01  District Conference

An annual District Conference shall be held at a time and place recommended by the DG for the
year of the District Conference and approved by the District Council. A $5.00 per member
Conference Registration fee will be included in the clubs annual district dues statement.

(@) Purpose
The purpose of the District Conference is to further the program of Rotary through fellowship,

inspirational addresses, and the discussion of matters related to the affairs of the club, the District
and Rotary International.

(b) Attendance

All Rotarians are strongly urged to attend the District Conference. All clubs are strongly urged
to support the publicity effort and to make registration and program information available to club
members. New Rotarians are particularly encouraged to attend the District Conference to
increase their knowledge of Rotary programs beyond club level.
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Section 4.02  District Leadership Training Assembly (DLTA)

A DLTA is held annually to develop Rotary club leaders who have the necessary skill,
knowledge, and motivation to: sustain and/or grow their membership base; implement successful
projects that address the needs of their communities and communities in other countries; and
support The Rotary Foundation through both program participation and financial contributions.
Information will be presented on District activities and resources in order that the incoming club
officers, directors and other club leadership will have a greater understanding of their
responsibilities and opportunities for service. This exposure will inform them of the resources
available at the Area, District and Rotary International levels to assist them to more effectively
carry out their responsibilities. A program will be developed to educate Rotarians on the
opportunities for service beyond the club level.

(a) Attendance

Those specifically invited shall include the incoming presidents, officers, directors and members
assigned to serve in key leadership roles in the upcoming year. At minimum, the incoming
President and Secretary from each club within the District should participate in the DLTA.
Registration fees for these two attendees are usually budgeted and paid by each club. There is
training available for all members of the club leadership team and for the expansion of basic
Rotary knowledge for all club members. All Rotarians in the district will benefit from
attendance at the DLTA.

(b) Requirements

As a condition of taking office it should be a club requirement for each club officer, director and
committee chair for the next Rotary year to attend the DLTA held prior to their taking office.
The President-elect shall attend the DLTA unless excused by the DGE.

Section 4.03 Presidents-Elect Training Seminar (PETS)

PETS is an informational program planned and conducted to develop club presidents who have
the necessary skills, knowledge, and motivation to have a highly successful term as club
president. It is mandatory that each incoming club president (President-Elect) participates in a
district PETS as a condition of taking office. Registration fees should be budgeted and paid by
each club. The DG, DGE, DGN, DGND (if selected), Assistant Governors, and the District
Trainer will participate in PETS each year. Registration fees for these designated District
officers will be budgeted and funded by the District.

Section 4.04 Pre-PETS Training For Presidents-Elect

The DGE will plan and conduct special workshops for club Presidents-Elect in advance of PETS.
The DGE annual budget will provide funds for Pre-PETS.

Section 4.05 Area Training Assemblies

The Assistant Governor in each Area, if requested, may schedule and conduct a special Area
“mini” Leadership Training Assembly. Any Area “mini” Leadership Training Assembly should
follow the District Leadership Training Assembly on dates that will not interfere with other
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District meetings and conferences and the Rotary International convention. The Area Leadership
Training Assemblies should preferably be held prior to the start of the Rotary year. The purpose
will be to train club officers, directors and committee chairs for the next Rotary year and to build
on the training received at the District Leadership Training Assembly and to train those members
not able to attend the District Leadership Training Assembly.

Section 4.06  Special Assemblies, Workshops, Seminars, &
Conferences

Special Assemblies, Workshops, Seminars, and Conferences may be called or conducted by the
DG. If there are non-budgeted expenses involved, they should be approved by the District
Council. There should be sufficient advance announcement to allow each Rotary Club in the
District to attend.

Section 4.07  Assistant Governor Training

Assistant Governor Training is designed to develop a cohesive team of district leaders who have
the necessary skills, knowledge and motivation to support Rotary clubs in District 5020.
Training will focus on roles and responsibilities of AGs as it relates to developing effective
Rotary clubs in the District and supporting the work of the District Council and District
committees. This training is to take place annually just prior to DLTA. All members of the
incoming Assistant Governor team are expected to attend.

Article V. Budget and Fiscal Policy

Section 5.01  General

It shall be the joint responsibility of the District Treasurer and the Finance Committee Chair to
administer the ongoing elements of the District Budget and Fiscal Policy, to administer the funds
of the district, and to be accountable to the clubs within District 5020 in accordance with the
approved Annual Budget. Such accountability to the District clubs includes the responsibility to
keep expenditures within the budgeted amount for the year or such supplemental amounts as may
be authorized by the District Council.

Section 5.02  Sources, Types, Purposes of District Funds Accounts

(@) Sources of funds

(i) Dues (annual levy)
Dues from clubs in the District will be a per capita amount approved by the District clubs.
Dues will be in US dollar equivalents. The US/Canadian exchange rate will be the same as
that established by Rotary International throughout each year. The exchange rate for each
month is posted on the RI web site.

(i) Surpluses
Any surplus arising from residue of District Conference, District Leadership Training
Assembly or Special Funds, or unallocated surpluses of District committee funds.
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(i) Investments
Income arising from the investment of funds not required for immediate commitment or
expenditure.

(iv) Contributions
Contributions, donations, grants, bequests made by clubs or individuals for designated or
general purpose or funds released and allocated by the DG from the allowance provided by
Rotary International.

(b) District Funds
District Funds for general or specified purposes may be recommended by the Finance Committee
and authorized by the District Council in accordance with the principles and guidelines of the
Rotary International Manual of Procedure. District Funds include:

(i) General Fund: The purpose of the General Fund will be to:

e Meet the approved expenses of the operation of the District by providing for such
expenditures as shall be authorized in the approved Annual Budget.

e To provide for supplementary expenditures not provided for in the budget but which
the DG, having first received the approval of the Finance Committee and the District
Council, deems essential to the ongoing progress of district activity.

e Meet the expenses of the DG not reimbursed from a budget established and provided
by Rotary International

e Provide financial assistance to enable the DG and the DGE, with their companions, to
attend the International Convention.

e Provide financial assistance to enable the DG and the DGE, with their companions, to
attend the Zone Institute and other training authorized by the District Council.
Provide financial assistance to enable the DGN, with companion, to attend the Zone
Institute.

e Meet specified expenses of the District Conference and the District Leadership
Training Assembly if required.

(i) Separate Funds

Separate Funds may be established where funds are raised and budgeted for a specific
purpose. Separate Funds are to receive an annual review. The authorized Separate Funds
are:

Youth Exchange Committee Funds

District Conference Funds

District Leadership Training Assembly Funds

District Simplified Grants

(iif) Special Funds
Special Funds recommended by the Finance Committee and approved by the District Council
are designated to serve specific purposes or projects, and which can be modified or
terminated at the discretion of any succeeding District Council. Any monies remaining in the
Funds at such termination shall revert to the General District Fund.
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(iv) Reserved Funds

Reserved Funds (or “restricted funds™) will consist of 45% of the expenditures of the last
audited year.

Section 5.03 Budget Procedures

A budget of proposed expenses to be financed by the District Fund for the following Rotary year
will be prepared by the DGE and the Finance Committee. The annual budget will be prepared
and approved by the clubs of the District to cover the annual period from 1 July to 30 June.

(a) Purpose
The prime consideration in determining the approved budget shall be setting a proper and
adequate amount for the mandatory per capita assessment. It is imperative that all clubs be fully
informed as to how the funds are to be expended and that the authorizations be fair and equitable
to all contributors and clubs. Assurance must be given that the operations of the district are
planned, authorized and conducted with prior advice from the officers and committees involved.

(b) Committee Submission

The DGE will promulgate the District goals and objectives. Based on these goals, each
committee chair will submit a recommended budget for the activities of that committee to the
Finance Committee.

(c) Budget Preparation

Based on District officer and committee chair inputs, the DGE and the Finance Committee will
prepare a proposed budget. The proposed budget will be submitted for comment to the District
Council. Using District Council member comments, the Finance Committee will consider
changes and prepare a final budget submission. The District Council, at its winter meeting, will
consider the revised budget for approval. A copy of the revised budget should be provided to
Council members at least 15 days in advance of the meeting.

(d) Budget Approval

The annual budget will be approved by the clubs of the district prior to the expenditure of funds.

(1) The recommended budget, including any change to the annual levy (dues), will be
presented to the Club Presidents and discussed at the President Elect Training Seminar or
the District Leadership Training Assembly whichever is first occurring.

(i) Following consideration by the clubs, the proposed budget, including any change
to the annual levy (dues) requirement, will be considered at the President Elect Training
Seminar or the District Leadership Training Assembly, whichever is next occurring and
submitted to a vote of the club Presidents-Elect. A 75% majority of the club Presidents-
Elect present and voting will be necessary to enact the proposed budget and change to the
annual levy (dues) if occurring.
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(e) Budget Timeline Overview
Fiscal and Budget preparation timeline.

September/October

e Finance Committee reviews and audits the previous Rotary year expenditures

e DGE articulates the program and objectives for the coming Rotary year to all District
officers and committee chairs, requests budget inputs and sets submission deadline.

e District Officers and committee chairs submit budget requests to the chair of the
Finance Committee with a statement of goals.

November/December

e The DGE and the Finance Committee formulate a proposed budget based on
committee input and goals.

e Preliminary budget is submitted to the District Council for review and comment.

January/February

e The DGE and the Finance Committee refine the preliminary budget.

e The proposed budget is submitted to the District Council for approval

e The Finance Committee reviews the fiscal portions of this Policy Manual and, if
required, proposes changes to the District Council.

e The Finance Committee reviews the reimbursement policy, Appendix D of this
document, and sets the rates and changes the list as required.

February/March/April

e Proposed budget is submitted to the clubs at the President Elect Training Seminar or
the District Leadership Training Assembly.

e Discussion of the proposed budget by the club Presidents-Elect. The DGE assisted by
the District Treasurer will lead the discussion.

e Club Presidents-Elect discuss proposed budgets with the club directors.

e Proposed budget is submitted to a vote by the club Presidents-Elect at the District
Leadership Training Assembly or District Conference, whichever is next occurring.

May/June

e The District Treasurer issues confirmation of budget amounts to the chairs of the
funded committees. The chair returns a signed acknowledgement using Appendix E
of this document. All committees are expected to operate within their budgeted
amounts.

June

e A synopsis of the approved budget is printed in the District Directory for use during
the Rotary year.

July 1

e Budget takes effect

Section 5.04 Receipt, Deposit and Expenditure of Funds

(&) Receipt and Deposit

Moneys received by the District Treasurer shall be deposited in accredited financial institutions
in such a manner to clearly indicate that the funds are the property of District 5020. Investment
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of surplus funds available from time to time shall be restricted to government authorized trustee
investments registered in the name of District 5020, to which access may be gained only by
authorized signing officers. The District Council may require the District Treasurer to be
bonded.

(b) Management and Expenditures

()  The policy determining acceptable expenditures of District Funds shall be defined by
a set of guidelines established by the Finance Committee and promulgated in
Appendix D to this Policy Manual. These guidelines will be reviewed annually as the
new budget process begins.

(i) All expenditures from District funds must be in accordance with this Article, the
District budget, the District Reimbursement Policy (Appendix D), and properly
approved by the DG and the appropriate District Committee chair.

Individual reimbursements will be processed, approved, and paid following the procedures
of Appendix D and E. District checks will be signed by any two of the following:

DG

DGE

DGN

Immediate Past DG

District Treasurer (on an exception basis as authorized by the DG)

A Rotarian of the District designated by name by the Finance Committee.

(c) Management of Reserves

(i) Reserves in excess of those required for annual expenditures will be invested in
Certificates of Deposit (CDs) or other instruments where the principal is insured and not at
risk of loss. An annual monthly cash flow projection will be prepared from annual budgets
to determine amounts of investable funds. Investment instruments will vary in term to
allow maximum returns consistent with flexibility for short term changes in cash flow
requirements.

(i) Funds transfers and CD purchases will be determined by the District Finance Chair and the
District Treasurer with advance notification to the current DG. The Finance Committee
members will be notified of actions taken.

Section 5.05 Fiscal Review and Reporting

(a) Reports
The District Treasurer will prepare monthly statements and budget status for the DG, the DGE
and the Finance Committee Chair. Quarterly reports will be prepared for the District Council.
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To assist the District Treasurer in the preparation of required reports, each functioning district
committee shall prepare and submit to the District Treasurer each quarter, copy to the DG, a
report on the financial condition of the committee. Such reports shall reflect the sources and
amounts of all funds expended, as well as proposals for the next Rotary year.

(b) Review
The status of district funds and the district budget will be reviewed at each meeting of the
District Council and the Finance Committee including the district restricted fund. Any requested
‘Advances’ exceeding $10,000 e.g., District Conference or District Leadership Training
Assembly, are to be approved first by the Finance Committee and then brought to the District
Council for approval.

(c) Annual Review

A review committee, to consist of three or more members of the Finance Committee, must
conduct a formal review the District books of account and prepare “an agreed-upon procedure
for examination”. This report shall be due within nine (9) months of the end of the Rotary year
and delivered to the District Treasurer for dissemination.

(d) End of Year

The District Treasurer’s financial statement for the concluded year and the ‘“agreed upon
procedure for examination” report by the review committee shall be circulated to the DG, the
District Council, the Finance Committee and any club requesting a copy.

(e) Tax Reporting
It shall be the responsibility of the District Treasurer to ensure submission of annual tax returns
to both the Canadian and US governments as required.

(f) Restricted Fund

The “District Restricted Fund” is established at 45% of the actual expenses incurred during the
last audited fiscal year. The Finance Committee shall annually identify the specific amount and
confirm the status of the restricted fund. The District Council will review and approve the
amount established and confirm the status as part of the required budget approval and review
processes.

Section 5.06  Separate special or specific funds and accounting

(@) General

When funds are raised or budgeted for a specific purpose a separate fund may be established. A
budget of expenditure shall be prepared and submitted to the DG, DGE and the Finance
Committee for approval.
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(b) Youth Exchange Committee

The Youth Exchange Committee is authorized to maintain a separate fund and budget. The chair
of the Youth Exchange Committee will provide quarterly reports to the District Treasurer so that
they may be presented with the required District Treasurer reports. The Youth Exchange
Committee is authorized to maintain a separate bank account for such funds and the chair may be
involved as one of the signatories.

(c) District Conference Fund

A specific fund for the District Conference has been established. The fund provides working
capital for the District Conference Committee and provides financial support for the District
Conference program proposed by the DG and implemented by the District Conference
Committee.

(1) The Chair of the Conference Committee shall submit for the approval of the DG
and Financial Committee an estimated budget of revenue and expenditure not less than
150 days prior to the District Conference.

(i) Within 90 days after the District Conference, the Conference Committee Chair
shall submit to the DG a complete financial report and arrange for a transfer of any
residue or loss in the conference fund to the General Fund. Within 120 days after the
conclusion of the District Conference, the DG shall distribute copies of the Conference
financial report to the Finance Committee and District Council.

(iii) A simplified financial summary of the conference, along with the attendance
statistics, shall be disseminated to the clubs through a regular monthly issue of the DG’s
newsletter.

(d) District Leadership Training Assembly Fund

A specific fund for the District Leadership Training Assembly has been established and is a line
item in the district budget. The fund provides working capital for the District Leadership
Training Assembly Committee and provides financial support for the District Leadership
Training Assembly program proposed by the DGE and implemented by the District Leadership
Training Assembly Committee and the District Trainer.

(1) The Chair of the District Leadership Training Assembly Committee shall submit
for the approval of the DG and Financial Committee an estimated budget of revenue and
expenditure not less than 150 days prior to the District Leadership Training Assembly.

(i) Within 90 days after the District Leadership Training Assembly, the Leadership
Training Assembly Committee Chair shall submit to the DG a complete financial report
and arrange for a transfer of any residue or loss in the Leadership Training Assembly
fund to the General Fund. Within 120 days after the conclusion of the District
Leadership Training Assembly, the DG shall distribute copies of the Leadership Training
Assembly financial report to the Finance Committee and District Council.

(i) A simplified financial summary of the District Leadership Training Assembly,
along with the attendance statistics, shall be disseminated to the clubs through a regular
monthly issue of the DG’s newsletter.
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(e) Special Funds

Funds for special or specific purposes not included in the budget for the District General funds
may be recommended by the Finance Committee and approved by the District Council and may,
without limiting the foregoing, include such purposes as:

(1) Vocational Training Teams

(i) World Community Service projects
(i) Rotary Youth Leadership Awards Programs (RYLA)
(iv) Inter district projects

Section 5.07  Special Solicitations
The DG is authorized to solicit special project contributions during the Rotary year. These

solicitations will normally require the prior approval of the District Council. Clubs of this
District will not be solicited for funds for any purpose without the specific approval of the DG.

Article VI. District Election Procedures

Section 6.01  Elections

Except for situations where electors are specifically required (Section 6.02), every member in
good standing of a club in the district present at the district conference shall be entitled to vote on
all matters submitted to a vote at such conference except for specific issues listed below.
However, any elector shall have the right to demand a poll upon any matter presented to the
conference. In such cases, voting shall be restricted to electors.

Section 6.02  Election by Electors
In certain elections, participation is limited to electors as defined below (Section 6.03). These
elections are covered by other procedures in this manual and balloting at the district conference
is only required to resolve challenges that have been made. These special situations requiring
certified electors are:

e Selection of a governor-nominee
Election of a member of the Nominating Committee for RI Director
Election of the representative and alternate to the Council On Legislation
Decision on changing the amount of the per capita levy (annual dues).
Challenges to changes in this District Policy Manual (see Article IX).

Section 6.03 Electors

Each club of the District shall select, certify in writing, and send to the annual district conference
at least one elector. A club of more than 25 members may send one elector for each additional
25, or major fraction thereof, of its members. Membership numbers shall be as specified by the
club in its most-recent semi-annual report to RI. Each elector must be present to vote and will be
certified in advance by the presiding officer. Unless otherwise required, simple majority will
carry questions. In the case of selection of the Governor-Nominee, all votes from a club with
more than one vote shall be cast for the same candidate.
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Article VII. General Policies

Section 7.01  Robert’s Rules of Order

Webster’s New World Robert’s Rules of Order, ISBN 0-02-862749-0, shall be the guiding
authority and shall apply on all questions of parliamentary procedure and parliamentary law not
specified in the current versions of the Rotary International Manual of Procedure or the District
5020 Policy Manual. A Parliamentarian may be appointed at the DG’s discretion.

Section 7.02  District Records and District Property

(a) District Governor Records
The DG shall turn the complete club records over to the DGE immediately following the District

Conference. The remainder of the District files maintained by the DG should be turned over no
later than the end of the DG’s term.

(b) District Archives
The District Secretary shall be the archivist of the District official records. When a new District

Secretary takes office it shall be the responsibility of the departing secretary to insure that all
District records and property are passed to the new secretary.

(c) Committee Records

Individual committees may maintain the District records for their area with the permission of the
District Secretary. When the chair of a committee maintaining their own records changes, all
records and district property will be passed to the successor and a report will be made to the
District Secretary that this transfer has been completed.

(d) District Property

The District Secretary shall be responsible to maintain an inventory of all District equipment
including, but not limited to, fax machines, computer software and office equipment. Each year
an update on current custody will be entered into District records.

Section 7.03  Recognition

It shall be the continuing policy of the District that the services of each DG be recognized at the
District Conference. Recognition to be in part, by providing and presenting to the DG a suitable
Past DG’s pin, with a gem stone, in appreciation for the year’s service.
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Article VIIl. Abuse and Harassment Prevention Policy

Section 8.01  Policy

In accordance with the intent of related human rights legislation in Canada and the United States
of America, and in light of the objects of Rotary, it is the goal of District 5020 to provide a
supportive environment, within which members, and those associated as volunteers or members
of specific Rotary programs and activities, are treated with respect and dignity, free from
harassment and abuse.

The District Council of District 5020, through the DG, will make every reasonable effort to
ensure that no member or associate is subjected to such behaviour in the context of Rotary
activities and the District will take appropriate action if such behaviour occurs.

Section 8.02 Actions

The District Abuse & Harassment Prevention Policy applies to all members of Rotary clubs in
District 5020 as well as those non-Rotarians who are involved in Rotary activities. No form of
abuse or harassment by members or non-members participating in Rotary activities will be
tolerated. Any reported or suspected incidents will be investigated quickly and thoroughly.

Specific required actions are described in the District 5020 Abuse & Harassment Prevention
Policy, which is published separately and is incorporated herein by this reference.

Article IX. Amendments/Revision

Section 9.01 Changes

Proposed changes to this Policy should be submitted in writing to the District Council Chair,
copy to the DG, no less than 15 days in advance of any scheduled District Council meeting.
Amendments may be proposed by District Officers, members of the District Council, District
Committee Chairs, the Resolution & Policy Review committee, and individual clubs of the
District. The District Council Chair will circulate the proposed changes to members of the
Council forthwith.

Section 9.02  District Council Action

The District Council at any regularly scheduled meeting will consider proposed changes.
Changes will be approved by a majority vote of the District Council present and voting.

Section 9.03 Change Approval

The DG will publish all approved changes to the clubs of the district through each Club President
and Club Secretary. Clubs will be offered the opportunity to object to any approved change in
writing to the Chair of District Council. If, after thirty days of said report, no more than ten
percent (10%) of the clubs of the District object to the change it shall be deemed to be adopted.
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Section 9.04 Challenging Changes

If at least ten percent (10%) of the clubs of the district object to any adopted change, it shall be
held in abeyance and submitted for a vote at the major event (DLTA or District Conference)
where a ballot of the clubs shall be held in accordance with Article VI of this Policy. A change
will be approved by a simple majority of the electors present and voting.
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Appendix A —Responsibilities of District Officers

A.1 Responsibilities of an Assistant Governor

Attends the Assistant Governor training session.

Assists the DGE at Pre-PETS, PETS, and DLTA.

Works with the DG and DGE to develop goals for the District and to advise on
District committee selections.

Meets with and assists the incoming presidents of the clubs in their assigned Area
before the beginning of the Rotary year to discuss the clubs’ goals, plans, and
objectives and to review the completed “Planning Guide for Effective Rotary Clubs”,
the Club Goal Form For Membership, and the TRF Fund Development Club Goal
Report Form. Following the review, forwards copies to the DG (for the year covered
by the plan).

Visits each club in their Area regularly with a minimum of one visit each quarter of
the Rotary year, keeping the DG informed of the status of the clubs. Suggests ways
to enhance Rotary development and address problems.

Holds regularly scheduled joint meetings (preferably monthly but no less than
quarterly) with club presidents to discuss the business of the clubs including resources
available to them.

Advises and assists club presidents in preparing for visits of the DG and assists the
DG during visits to the Area clubs.

Encourages clubs to follow through on requests and recommendations of the DG,
monitors each club’s performance with respect to service projects, encourages a
Public Relations effort at the local club level.

Assists clubs to submit required reports in a timely manner.

Attends and actively promotes attendance at the District Conference, the District
Leadership Training Assembly, and other District meetings.

Participates in Rotary Foundation programs, annual and special giving events, and
other special assignments, if able to do so.

Encourages development of future District leaders including new AGs.

Represents the DG if the DG is unable to attend any special function and makes
special visits as requested.

Helps organize intercity or area meetings and assists club executives by serving as a
speaker and in other useful ways.

Ensures timely completion of the Memo of Club Visit as requested by the DG.
Assists clubs to establish new clubs within the Area.

A.2 Responsibilities of the District Secretary

Retain and be responsible for all of the historical records of the District and act as the
chief archivist of District records.

Take and maintain the minutes of District meetings and distribute minutes to
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members of the District Council in a timely manner.

Maintain an inventory of all District equipment including, but not limited to, fax
machines, computer software, and office equipment. Each year, an update on current
custody will be entered into District records.

Liaise with the District’s insurance carriers on insurance matters.

Gather and organize resolutions and present them at the District Conference.

Assist District officers as necessary but not as a “personal secretary”.

Responsibilities of the District Treasurer

Maintain District financial records except for those of committees that are authorized
to maintain individual accounting.

Receive and deposit all funds and make all authorized disbursements.

Maintain books of accounts on all funds coming under the Treasurer’s jurisdiction.
On retirement from office, deliver to the successor Treasurer all books of accounts
and any properties of the District in the possession of the Treasurer.

Issue financial statements monthly to the DG, the DGE, and the Finance Committee
Chair. Issue financial statements quarterly to members of the District Council.

Pay, in a timely manner, requests for payments that have been approved by the
appropriate committee chairs or District officers.

Assist in an annual, independent review of the District financial records.

File tax returns as required in the USA and Canada.

Provide independent oversight and review for those committees maintaining
individual accounting.

Serve as an ex-officio non-voting member of the Finance Committee.

Responsibilities of the District Trainer

For PETS, the District Leadership Training Assembly, and Assistant Governor
training, the District Trainer shall:

a) In cooperation with the DGE, plan program content and schedules.

b) Secure speakers, training leaders, and other volunteer positions as selected or

approved by the DGE.

c) Develop a training sequence and material for training leaders
Assist with the development of training for Rotaract / Interact club leaders
Carry out other training tasks as required
Serve as a member of the District Leadership Training Assembly Committee and
closely coordinate and advise on matters of meeting site logistical matters and the
registration process.
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Appendix B — Responsibilities of the District Rotary
Foundation Committee

B.1 Structure

The District Rotary Foundation Committee will consist of an appointed Chair and eight
additional members. The DRFC Chair will be appointed for a three year term and this individual
should have significant knowledge of, commitment to, and experience with Rotary Foundation
activities. The DG, in consultation with the DRFC Chair, the immediate PDG and the DGE,
shall appoint members to the DRFC. The members will serve as chairs of the seven
subcommittees listed below. In addition, one member will serve as Treasurer to account for
funds entrusted to the DRFC.

B.2 Responsibilities of the DRFC Chair

The complete listing of the responsibilities is shown in the District Rotary Foundation
Committee Manual. Among these responsibilities are:
e With the direct leadership of the DG, works with committee to plan, coordinate, and
evaluate all district Foundation activities
e Represents the DRFC in the District Designated Fund allocation process and signs the
SHARE Decision Worksheet submitted to The Rotary Foundation.
e Presents annually a minimum of two District Rotary Foundation Seminars.
e Assists the DGE in establishing Foundation goals for their term

B.3 Training

Members of the DRFC are expected to attend a Rotary Foundation Seminar conducted by Zone
leaders. In addition, all DRFC members are expected to attend and participate in the District
Leadership Training Assembly and other district training meetings.

B.4 Subcommittees

The Chairs of the individual subcommittees serve as members of the District Rotary Foundation
Committee.

B.4.1 Annual Giving

Purpose: The Annual Giving Subcommittee is responsible for designing and implementing a
comprehensive and effective district program to achieve the District’s Annual Programs Fund
giving goal.

B.4.2 Permanent Fund / Major Gifts

Purpose:  The Permanent Fund Subcommittee is responsible for securing Benefactor
commitments, Bequest Society members, and for soliciting major gifts from those capable
individuals in a continuing effort to grow the Permanent Fund.
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B.4.3 Ambassadorial Scholarships & Peace Scholars

Purpose: The Scholarship Subcommittee is responsible for promoting club and district
participation in the Ambassadorial Scholarships, Grants for University Teachers, and Rotary
Centers for International Studies in Peace and Conflict resolution, and for ensuring that careful
attention is paid to four basic elements — Promotion and Selection, Orientation, Hosting Scholars,
and Alumni Outreach.

B.4.4 Vocational Training Teams

Purpose: The Vocational training Team (VTT) Subcommittee is responsible for promoting club
and district participation in the VTT program, preparing the outbound VTT Team for their
exchange, and for planning and implementing the visiting VTT Team host itinerary. VTT
policies are shown in Appendix F.

B.4.5 Grants

Purpose: The Grants Subcommittee is responsible for assisting clubs in developing ways to
participate in international service projects as well as informing Rotary clubs and/or district
project committees planning such projects of the Foundation grants that can help them. The
Grants Subcommittee Chair is responsible for reviewing all grant applications sponsored by
member clubs and the district itself, and for certifying that all applications are complete and
accurate prior to submission to The Rotary Foundation.

B.4.6 PolioPlus

Purpose:  The District PolioPlus Subcommittee is responsible for supporting Rotary’s
commitment to polio eradication and is responsible for encouraging participation in PolioPlus
activities by all Rotarians.

B.4.7 Alumni

Purpose: The Alumni Subcommittee helps to ensure that the Foundation’s valuable resource of
program alumni is involved in Rotary activities. The committee will build and maintain lists of
past VTT team members and Ambassadorial and Peace Scholars.

B.5 DRFC Area Representatives

The DRFC Chair, in consultation with the DG, will appoint a representative in each Area of the
District. The DRFC Area Representative will establish a close working relationship with club
presidents and club Foundation chairs in the Area. They will assist in coordinating Foundation
activities in the Area and will assist in the Foundation promotion, education, and fundraising
activities of the clubs. They will also work closely with the AG of their Area.
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Appendix C - Responsibilities of Other District Committees
C.1 Responsibilities of the Finance Committee

C.1.1 Appointment
Members of the committee other than the Governor categories shall be appointed for a term of

three years and will not normally be appointed to a consecutive term. Members should be
qualified and experienced in business management and geographically dispersed in the District.

C.1.2 Membership

Membership of the District Finance Committee shall consist of eight members as follows:
e Two Members at-large *

District Treasurer (ex-officio non-voting)

DG

DGE

DGN

Immediate Past DG

District Finance Chair

* New Members to be appointed by the DG, with one member from the Canadian side of the
District and one member from the US side of the District.

C.1.3 Vacancies
In case of a vacancy, the DG shall appoint a qualified Rotarian to fill the unexpired term.

C.1.4 Annual Review

The Finance Committee shall conduct an annual, independent review of the District financial
records as described in Article IV Budget and Fiscal Policy. It is the responsibility of the Finance
Committee to annually review the overall “projected cash flow” for the following three years and
if the “Restricted Funds” fall below 45% of the annual “Expense Budget”, then the committee
shall recommend a proper amount of a dues increase.

C.1.5 Fiscal Policy Review

Annually, the Finance Committee will review the District fiscal policies and the reimbursement
items and rates. Any required changes will be recommended to the District Council.

C.2 Responsibilities of the Membership Committee

e Support AGs and clubs by developing and maintaining expertise in matters pertaining to
membership growth, development, and retention by:
o Maintaining up-to-date knowledge of model practices, proven to be effective.
o Maintaining knowledge of resources available.
o Providing educational opportunities to meet identified need.
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o Maintaining knowledge of the requirements and processes for establishing new
clubs.
o Obtaining membership statistics for the District.
o Directing membership enquiries and referrals from RI, as appropriate.
e Support the DG in matters relating to membership, including liaison on awards and
recognition.
« Liaise with Zone Coordinator on membership matters, as appropriate.
o Keeping District Council apprised of key issues relating to membership.

C.3 Responsibilities of the Nominating Committee

C.31 Membership and qualification

The Nominating Committee shall consist of eight Rotarians appointed by the DG to serve terms
as indicated. Committee members will not be appointed for consecutive terms.

e Two Past DGs to serve staggered two-year terms serving first as Committee Vice-Chair
and then as Committee Chair.

e One member from each listed geographical group of areas to serve a two-year term. Each
member must be a full term past club president. The selected member will alternate
between the areas in each geographical area group

Areas 1A/1B & 2A/2B
Areas 3 & 4A/4B
Areas 5 & 6A/6B
Areas 7 & 8
Areas 9A/9B & 10
e One current Assistant Governor to serve a one-year term.

C.3.2 Meetings

The Nominating Committee shall meet annually, normally in the autumn, to select a DGND and
as necessary to select the District Representative to the Council on Legislation. The committee
will hold such other meetings as required. The district must select the nominee for DG not more
than 30 months, but not less than 24 months, prior to the day of taking office.

C.3.3 Solicitation of Candidates

The Nominating Committee shall actively solicit club nominations in the fall of each year. The
committee shall receive proposals for DGND from any of the clubs in the District. In the event
the candidate proposed is not a member of the proposing club, concurrence of the club of which
the candidate is a member shall first be obtained. Proposals shall be received on or before such
date as may be determined by the Chair of the Nominating Committee. Each candidate proposed
must possess the qualifications established by RI and be willing to serve if selected. Regardless
of the candidates proposed, the Nominating Committee will seek out qualified Rotarians from
among the clubs in the District and it shall not be limited in its selection to those names
submitted by clubs. The committee shall nominate the best-qualified Rotarian who is available
to serve as DG. In all committee balloting, a majority is required to carry the motion.
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C.3.4 Selection

The Nominating Committee shall meet for the purpose of interviewing proposed candidates.
After interviewing proposed candidates, the Nominating Committee meeting as a whole shall
select the best-qualified candidate to serve as DG.

C.3.5 Reporting and Announcement

The Nominating Committee shall complete its work and the Chair will notify the DG of the
candidate selected no later than one week following the decision of the Nominating Committee.
The DG will, within one week of receiving the report, announce to the clubs of the District the
name and club of the nominee and set a deadline for the proposal of alternate candidates. This
deadline shall be at least two weeks after the announcement by the DG.

C.3.6 Final Selection

The nominee selected by the Nominating Committee may be challenged and any club may
propose an alternative candidate. Alternative candidates must have been suggested to the
Nominating Committee for consideration. A challenge must be submitted in writing to the DG
who will determine whether the challenge is valid in accordance with the requirements of the
Bylaws of Rotary International. The DG will promptly notify all clubs about any valid
challenge. Where no valid challenge is made, the DG shall declare the candidate of the
Nominating Committee as DGN. Where a challenge is valid, the DGN will be selected by
election at the District Conference.

C.3.7 Council on Legislation Representative

In the year two years preceding the convening of the Council on Legislation, the Nominating
Committee will also convene to select the District Representative to the Rotary International
Council on Legislation. The nominating committee procedure shall be based on the nominating
committee procedure for the DG described above. The selection procedure, including any
challenges and a resulting election, shall be conducted and completed in the year two years
preceding the council. Any required balloting in case of challenges will be conducted at the
District Conference.

C.4 Responsibilities of the PR & Communications Committee

C.4.1 Internal Audience
To serve the internal audience, the PR&C Committee will:

e Publish a printed District Directory each year in June for the next Rotary year and
distribute it to clubs and members of the District Council.

e Publish a DG’s Newsletter monthly (or as directed by the DG) and distribute it
electronically via the District website.

e Maintain a District website to provide a general portal to information on a number of
Rotary subjects of interest to members. The website will be the responsibility of the
District Webmaster who may recruit the services others to assist to keep the website up to
date and dynamic.
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e Assist in training club leaders in PR matters at the annual District Leadership Training
Assembly.

e Help promote attendance by Rotarians at the annual Rotary International Convention and
the District Conference.

C.4.2 External Audience
To serve the external audience and the general interests of Rotary, the PR&C Committee will:

e Employ a public relations network made up of club PR Committee Chairs and PR
Directors to provide motivation and to share ideas among clubs to help raise the clubs’
profile in their communities. Members of the network, coached by members of the
District PR&C committee will be encouraged to attend the District Leadership Training
Assembly (DLTA) to learn the skills they need to develop a relationship with the media
and to employ proven PR tools.

e Provide advice on PR to the District Conference Committee to help promote the event in
the host community by engaging members of the municipal, State and Provincial
governments, the Chambers of Commerce, the Better Business Bureau, and related
organizations to raise awareness of the event and the benefits that will accrue to the host
community by the presence of several hundred Rotarians in their midst for a weekend.

e Ensure that the District website presents an attractive appearance and a positive
impression to the public.

e Create and maintain a Crisis Communication Plan for PR in the event of a critical
incident.

D5020-Policy-Manual-v3f.doc 32



Rotary District 5020 Policy Manual

Appendix D — District Reimbursement Policy

The Finance Committee will review the Reimbursement Policy annually and set rates as
appropriate

Reasonable and proper expenses incurred in the performance of responsibilities are reimbursed

as follows:

1. Mileage: 60% of the prevailing governmental rates in B.C. and Washington
State and is to be reviewed annually.

2. Ferry tickets @ cost. Walk-on is encouraged whenever practical

3. Lodging: Reimbursable rate will be based upon standard single room
4. Meals: Reimbursable only on overnight stays

5. Alcoholic beverages No reimbursement allowed

6. Telephone, Fax At cost

7. Postage At cost

8. Printing/Photography At cost

9. Photocopy At cost

10.  Parking At cost

The District Council must approve any modification to the above, in advance

Spouse/Partner expenses are not normally reimbursed unless attendance is expected or requested
by the DG. Chairs may request prior approval from the DG on an individual case basis.

Participation in club fundraising activities including routine club draws or raffles is an individual
choice and is not reimbursable.

Routine attendance at events of the District or individual clubs is not normally reimbursed.
When District Officers, Committee Chairs, or Members are official participants at an event
representing the district or attending in an official capacity, the expense may be reimbursed.
Meal expenses for Assistant Governors making required club visits are incurred by the visited
club and the club should be so advised.

GOVERNOR(S) AND ASSISTANT GOVERNOR(S) EXPENSES

1. Expenses incurred by the Governor(s) and Assistant Governor(s) will not be applied
to a committee without the prior approval of the committee chair.

2. The Governor(s) and Assistant Governor(s) have their own travel/expense budgets.

3. The committee may choose to fund some of the expenses when the Governor(s) and
Assistant Governor(s) are invited to participate.

4. Expenses incurred by incoming Assistant Governors, to attend the DLTA
immediately prior to assuming office, will be reimbursed.

5. AGs are reimbursed for double occupancy at PETS. If the AG wishes a single room,
they must pay the extra amount.
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REIMBURSEMENT PROCEDURE
1. Committee members must send their requests to their committee chair for approval.
2. Committee chair, approves or modifies, and sends to District Treasurer for payment in
accordance with Appendix E.

IT IS THE RESPONSIBILITY OF EACH COMMITTEE CHAIR TO KEEP EXPENSES WITHIN
THE ALLOCATED BUDGET.
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Appendix E - Reimbursement Approval Process
To be provided annually to each District Committee Chair.

The Treasurer will not release funds unless these steps are followed.

The term “Chair” as used below means the Chair of the committee that is expending District
funds.

e Chair pre-approves expenditures by the committee.

e Chair approves bills for payment by signing them “Approved for payment” followed

by a personal signature and date.

e Chair provides a statement showing total budget, expenditures and balance to date.

e Chair sends bills and copies of receipts to Treasurer for payment.

e Treasurer pays bills if within budget.

Excess Expenditure Conditions
There are times when unforeseen events occur that may cause expenditures to exceed budget. As
soon as possible, Chairs will:

e Notify the DG and Treasurer.

e Document the situation and make recommendations.

The DG and the Treasurer will determine what action to take.

If the decision is not to advance the funds:
e The committee will be left to its own devices to raise the needed money.
e The committee may appeal to the District Council.

End of Rotary year procedures
Statements must be received no later than August 15 following the Rotary year to be eligible for
payment. Requests after this date will not be honoured.

A member of District Council requesting to be reimbursed in another currency (e.g., Canadian
expenses but reimbursed in American dollars), will be reimbursed by the Treasurer, using any
currency conversions required or requested, based solely on the published RI exchange rate on
the day of issue.
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Appendix F - Vocational Training Team Policy
INTRODUCTION
Rotary District 5020 is a Pilot District under The Rotary Foundation’s Future Vision Plan. As

such, the District annually sponsors Vocational Training Teams (VTTs) jointly funded by the
District and by TRF’s Global Grant program.

PURPOSE

The purpose of a VTT is to provide vocational training and other capacity-building projects in a
Rotary District located in a developing or under-developed county (“the Host District”). A key
goal is to provide training or projects that are sustainable over time.

EXPECTED OUTCOMES
e Vocational knowledge, skills, and experience will be transferred between the participants.
e Non-Rotarian participants will join Rotary after their VTT experience.
e Participants and Rotarians in each country will gain mutual understanding and good will.

TRF AREAS OF FOCUS

The TRF Areas of Focus around which a VTT is to be organized are:
Peace and conflict prevention/resolution

Disease prevention and treatment

Water and sanitation

Maternal and child health

Basic education and literacy

Economic and community development

DISTRICT VTT COMMITTEE

The District VTT Committee is a sub-committee of the District Rotary Foundation Committee.
The VTT Committee shall be composed of between seven and eleven Rotarians and a Chair.
The Chair and members of the Committee shall be appointed in accordance with the District
Policy Manual. Former VTT Team Leaders are expected to serve on the Committee. The
Immediate Past VTT Chair shall remain on the Committee for at least one year. The District
Rotary Foundation Committee Chair shall be an ex-officio member of the Committee.

Members of the Committee should:
e Dbe experienced with adult international exchange programs such as GSE or international
scholarship programs;
e have participated overseas in an international Rotary or similar project; or
e have significant overseas travel experience.

VTT PROJECT DEVELOPMENT PROCESS

Planning for a VTT usually begins at the RI Convention when the new DGE (DGE) meets other
DGEs from around the world. The new RI President Elect usually hosts a reception at which
DGEs can develop contacts. Project development then proceeds as follows:
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e The DGE requests that the budget for the following Rotary year include a suitable
provision for a VTT. This provision is made in the APF Share amount that the District
expects to receive.

e The DGE, in consultation with the VTT Chair, continues to develop contacts with DGEs
in developing countries to identify a willing Host District, an Area of Focus, and the
specific training or other project to be accomplished by the team (“the Project”).

e To the extent possible, the DGE and VTT Chair will select a Host District that is also
interested in sending a VTT to our District so the increased international understanding
will be achieved in both directions.

e The VTT Chair takes over the Project development process to prepare the detailed
schedule and budget.

VTT FUNDING

The VTT Chair shall, in consultation with the Host District, prepare a budget for each VTT
Project, subject to the usual budgeting processes within our District. The VTT Chair is the lead
person responsible for coordinating with the Host District in submitting a grant request for the
Project to TRF for matching World Fund funds.

VTT COMPOSITION

A VTT consists of at least one Rotarian Team Leader and a minimum of four team members
selected by the District VTT Committee. All Team Members and Team Leaders must have
careers linked to the Area of Focus and the Project chosen for the team, but they are not required
to each have the same profession.

TEAM LEADER

The Team Leader shall be a Rotarian who is a member in good standing of a club within
the District. The ideal Team Leader will be active in Rotary work. Also, the Team
Leader should be a person with experience traveling to other countries outside Canada
and the United States. An Alternate Team Leader with similar qualifications shall also be
chosen.

TEAM MEMBERS

There shall be at least four Team Members and two alternates. Team Members who are
non-Rotarians must reside or be employed within the District. Rotarians who are
members of clubs within the District may participate as Team Members if they have the
needed skills. Non-Rotarian Team Members shall not be related to a Rotarian parent,
sibling, grandparent, aunt, or uncle. ldeally, Team Members will be between the ages of
25 and 40.

VTT SELECTION

The VTT Committee shall meet at a central location within the District at least six months before
a VTT is scheduled to travel to select the Team Leader, Team Members, and alternates. In order
to recruit the best possible Team Members, the Committee shall, in advance of the selection
meeting, make its best efforts to publish the nature of the planned VTT and the date and location
of the selection meeting. The Team Leader and Team Members shall be selected by the
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Committee from those qualified persons who have submitted applications in advance of the
selection meeting. The Team Leader and Alternate Team Leader will assist the Committee in the
selection of Team Members.

VTT PREPARATION

Once selected, the VTT should meet at least once a month at an agreed location to study the
culture, history, and government of the Host District, and to make any necessary preparations for
the Project. The VTT budget will provide for the cost of these meetings.

When feasible, the VTT should obtain rudimentary instruction in the native language of the Host
District. The VTT budget will provide for the cost of such instruction.

A Team Member may be dismissed from the VTT prior to departure if, in the sole judgment of
the VTT Committee Chair, the Team Member fails to adequately participate in preparation for
the Project or engages in behaviour incompatible with the other team members.

VTT TRAVEL, EXPENSES, AND OTHER PROVISIONS

The District, together with the Host District and The Rotary Foundation, will provide for the
VTT’s travel expenses to and from the Host District, visa costs, room and board in the Host
District, and any other expenses reasonably related to the Project. Any incidental expenses such
as for personal items or gifts shall be the responsibility of each Team Member.

All travel will be in Tourist Class or equivalent. The entire VTT must travel together to the Host
District. Team Members may, with prior approval of the VTT Chair, engage in independent
travel after completion of the team’s Project at their own expense over return air fare.

Team Members may not be accompanied by a spouse, significant other, or other persons not on
the team during the term of the Project.

All Team Members shall, prior to departure, certify to the VTT Chair that they have adequate
medical insurance effective in the Host District during the term of the Project. Also prior to
departure, all Team Members shall provide certification by a proper medical professional that
they are fit to travel to the Host District and have any necessary immunizations. The VTT
Committee will provide forms for such certifications.

If a Team Member is ordered to return home during the Project for illegal or improper behaviour,
the Team Member shall reimburse the District for all travel expenses.

VTT PARTICIPATION AT DISTRICT CONFERENCES

To increase international understanding, it is desirable that the VTTs attend the District
Conferences in the Host District and in our District. However, the principal objectives of the
Project should not be compromised by making such attendance a requirement of the Project
schedule.
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Appendix G — Disaster Relief Policy

POLICY:

Consistent with the intent and practices of Rl and TRF, District 5020 will not directly engage in
providing relief in the event of natural or manmade disasters. Such activities are more
appropriately within the mission of other organizations. District 5020 will encourage its clubs
and the membership therein to be supportive of the disaster relief agencies of their own choosing.

The District Council of District 5020, through the DG and the Service Projects Chair, will be
made aware of other Rotary clubs and Districts within the affected geographic area of the
disaster that have established reputable, secure financial accounts so that clubs and Rotarians
may make direct support contributions to these Rotary organizations.

ACTIONS:

1. The Service Projects Chair through the International Service Committee Chair will act as
the central point of contact within District 5020 to answer questions concerning Rotary
organizations, as well as non-Rotary organizations, which have established disaster relief
funds.

2. The District Governor will forward to the Service Projects Chair any information
received from Rotary organizations within the affected geographic area so that
appropriate research can be conducted to make every reasonable attempt to validate the
security of any financial account established to support disaster relief actions.

3. The Service Projects Chair shall maintain a consolidated list of organizations that have
established reputations for providing immediate and effective disaster relief which will be
made available to District clubs. This list shall include: points of contact; descriptions of
the type of relief provided and any ongoing relationship with RI or District 5020

4. The Service Projects Chair may appoint a member of the International Service
Committee to act as the Disaster Relief Coordinator.

5. The AGs will provide assistance to the DG and the Service Projects Chair in making
rapid distribution of information regarding relief organizations.

6. All clubs shall encourage their members to support the efforts of disaster relief
organizations, and may conduct local fundraising drives to provide greater financial
impact.
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Appendix H — Crisis Communications Plan

INTRODUCTION

The purpose of this plan is to provide guidance to Rotary leaders in the approach that should be
taken in communications with the public and the media if an incident occurs within or involving
Rotary activities of our district. No one can be prepared for how they will react if they find
themselves in the midst of an embarrassing or tragic situation within a Rotary setting. The aim of
this document is to provide guidance should such an event occur.

GENERAL
Rotarians become involved in a number of situations that may result in them becoming the centre
of public and media attention such as:
Activities involving youth while under the supervision of Rotarians such as Rotary Youth
Exchange Students, RYLA Students, and members of Rotaract and Interact clubs.
Public fundraising events where alcohol is served that could result in over-consumption
by a Rotarian or member of the public leading to a traffic infraction or accident.
Use of inappropriate language in a public arena.

These three examples are not meant to be exclusive but are meant to give examples of situations
that, if something were to go wrong, might bring unwelcome, negative, public attention to
Rotary and Rotarians.

CHANNELS OF COMMUNICATION

Should an incident occur during a Rotary activity that focuses public attention on something that
is seen to have gone wrong, the first point of contact will likely be the president of the club
involved. It is important that the first point of Rotary contact provides a clear statement based on
fact using discretion to protect the privacy of individuals. A “No Comment” will not do. Better
to say: “The matter is under investigation and we’ll provide an accurate account once the facts
are known”. The statement is positive and indicates a pro-active approach to getting to the
bottom of the matter without appearing to hide behind a no comment.

It is important that the DG be contacted as soon as practicable to make him/her aware of the
details. The AG of the area where the club is located should also be contacted. The AG will act
as a liaison between the club and the media if the DG is not available.

The spokesperson should avoid being trapped by leading questions from the media and instead
tell the real story. Remain calm and do not assume or speculate what might have happened until
all the facts are known.

All Rotary leaders should review and understand RI’s Media Crisis Handbook, 515-EN.
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