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Introduction

The District 6 Guidelines are intended to be a set of traditions and ideas/examples for the District Leadership Team (also referred as TRIO). In all cases, the Toastmasters International District Administrative Bylaws and policies take precedence. They are intended to be a guide for district leadership teams. From time to time circumstances may dictate a departure from these. There are several guidelines that merit special attention and are footnoted throughout this document. The Immediate Past District Governor is a key advisor to District Governor as requested for District protocols and traditions. 

Resources:
· Toastmasters International Web site: www.members.toastmasters.org
· The District Governor obtains the District password from TI and shares as appropriate with team members. The secure sign-on for the TI District web site allows officers to view & record data for the district.

· District Officers Manual – please read for a lot of useful information…and policies! This manual is given to the District TRIO and Division Governors.
· Put on a Good Show – present a copy of this manual to all conference chairs, TELI 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).

· List of Plaques/Supplies the District Governor purchases and has engraved at start of TM year. (Traditionally – include example of wording)
· List of  District Committee Chairs and who appoints each chair
· Committee Chair Position Descriptions and ideas
· Script for Conferences/Conventions (& detailed task list)
· Script for TELIs  (& detailed task list)


DISTRICT CONFERENCES, CONVENTIONS, AND TELIs
RESPONSIBILITIES OF DISTRICT 6 OFFICERS AT DISTRICT EVENTS
1. Spring Convention:  Leadership Kickoff Meeting Spring Conference Breakfast. District Officers are elected at the Convention and the Leadership Kickoff meeting has traditionally been held for the newly elected team the Sunday morning of convention weekend. See more detail under Leadership Meetings in this document.

2. Fall Conference & Spring Convention: The Division Governor of the Host Division customarily chairs the Hospitality Committee for the conference or convention. Hosting a District Conference is an honor, and therefore it is expected that the host division governor and division club members will participate in the conference as greeters or volunteers.
a. The District Governor may introduce the Host Division Governor during Friday night festivities or opening ceremonies.

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

3. Fall Conference & Spring Convention: The Lieutenant Governor of Education and Training 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.
4. Fall Conference, Spring Convention & TELIs: The LGET works with Division Governors to assign them as Session Conveners. The LGET may ask Area Governors to do this role if Div Govs are not available. The conveners introduce the educational presenters or seminar presenters (conferences & TELIs). Additionally, the Conference or TELI chair works with the Division Governor to assign a Session Sergeant At Arms as needed for the session.

a. Convener duties: The LGET works with the TELI or Education chair to assemble a convener pack. The convener pack typically includes a large envelope with: Presenter introduction, event reminder announcements, packet of session evaluation forms, timing cards, timing device, speaker recognition (certificate and/or gift). Conveners are asked to pick up packet from the registration desk. The TELI committee & District Trio determine the announcements required for the events. The announcements may be different depending on the time of day.
b.  The Division Governor, or assigned convener picks up the convener pack from the event registration table (pre-assembled by the LGET), introduces the speaker, times the session (must end on time), assist the presenter as needed, make announcements at the end of the session, present recognition gift and will hand out, collect and return the completed session survey to the registration desk or LGET.  

AWARDS AND RECOGNITION AT EVENTS
1. Fall Conference & Spring Convention: Dignitary Processional. The processional marks the official beginning of the evening banquets. The LGM traditionally acts as leader & organizer for the dignitary parade. This parade includes: All current district officers & their spouses/partners/escort, PDGs and their spouse/partner/escort, International officers & their spouses/partners/escort and other visiting dignitaries as chosen by the District Governor.
· Obtain a list of Dignitaries & their order of march-in from the District Governor 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 Governor.
2. Spring Convention: Pin Ceremony - Traveling Officer Pins are presented to Division Governors and the District Trio from the previous year governors during the pin ceremony. These pins are worn by the recipients during their year of service and then passed on to the next leadership team. 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 Convention (following election at the business meeting.) 
3. Spring Convention: DTM Recognition by the LGET – (typically at Spring Convention but determined by Trio): The Lieutenant Governor of Education and Training is provided a portion of the Saturday Morning General Session at Spring Convention (usually Saturday breakfast) to conduct Distinguished Toastmaster Award recognition and present a DTM medallion (purchased by the District).

a. The LGET contacts all new DTMs prior to Spring Convention 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.
4. Spring Convention: Lorin Pollmann Award  - using criteria on application a person or club is selected by the District Leadership Team for this award (Speechcraft). Typically the LGET holds over sight of this award due to their close working relationship to the nominees. Typically the LGET presents this award during the District Spring Convention luncheon. Calls for nominations are typically done beginning in March through emails to the District leadership team, posting on the District 6 web site, mailings to club & district officers and in the District Digest. Deadlines for nominations must coincide with enough time select winners and engrave award plaques prior to the Spring Convention.
5. Spring Convention: Lou Novak Award (excellence in club building) – using criteria on application a person is selected by the District Leadership Team for this award. Typically LGM presents the award at the District Spring Convention due to their close working relationship to the nominees. Calls for nominations are typically done beginning in March through emails to the District leadership team, posting on the District 6 web site, mailings to club & district officers and in the District Digest. Deadlines for nominations must coincide with enough time select winners and engrave award plaques prior to the Spring Convention.

6. Spring Convention: Don Murray Award (outstanding “behind the scenes” Toastmaster over the years) - using criteria on application a person is selected by the District Leadership Team for this award. Typically the DG has oversight and presents this award – the highest award given to a non-district officer.  Calls for nominations are typically done beginning in March through emails to the District leadership team, posting on the District 6 web site, mailings to club & district officers and in the District Digest. Deadlines for nominations must coincide with enough time select winners and engrave award plaques prior to the Spring Convention.
7. Spring Convention: Alex P. Smetka Award (for outstanding support by a PDG)  - the criteria and winner for this award is chosen by the current District Governor and presented at the District Spring Convention during the award luncheon. This award has not always been presented. It is up to the discretion of the current DG. An award plaque is typically presented.
8. Spring Convention: Communication and Leadership Award – one or two C&L Awards may be presented by the District per year, per TI guidelines. One is presented at the Spring Convention and one at the Fall Conference. Typically, when only one is award it is presented at the Spring Convention. If the District Governor chooses to present a second Communication and Leadership Award during the Toastmaster year, the other would be presented at the Fall Conference. 
a. In order to be a recipient, one must be able to attend the Conference/Convention, receive the award in person, and present a 15-20 minute talk during the C&L Award Luncheon. 
b. Names for a possible recipient will be put forth by the Communication and Leadership Chair for consideration by the District Governor and Lieutenant Governors. The final decision will be made by the District Governor. This process must be communicated clearly to the C&L chair.
9. Spring Convention:  Award to Outgoing DG (soon to be immediate Past DG): The IPDG will recognize the Outgoing District Governor with a plaque and a Past District Governor pin at the Spring Convention Banquet (includes 5-7 min. speech from outgoing DG).

10. Spring Convention: The 25-Year Club. This club is an honorary group for Toastmasters who have been members for 25+ years. Each year at the Spring Convention the members are recognized for their years as a member. The District may provide refreshments for the group and provide a meeting room at the Spring Convention (usually during the day on Saturday). It is customary for the District Governor to make a brief welcome presentation to the 25-Year members at the beginning of the hour-long meeting and may help to present awards.  Contact information confirming members is assembled by the DG or designee. The DG communicates with the chair of the group who gives information for who is at each milestone. Certificates & pin (available from TI) are awarded for the following milestones:  25, 30, 35, 40, 45, and 50+. Typically the District covers the cost of these milestone certificates & pin tags. The DG or designee prints certificates & assembles pin tags for presentation at the 25 Year Club meeting. 

11. Spring Convention: Past District Governors (PDG) Club. This club is an honorary group for Past District Governors. Each year the PDG group elects a president who communicates with the current DG. Each year The District recognizes the past & current service of all PDGs. The District will typically provide refreshments for the PDG group (open for all PDGs) and provide a meeting room at the Spring Convention (usually during the day on Saturday). It is customary for the District Governor to make a brief welcome presentation to the PDGs at the beginning of the hour-long meeting held during the Spring Convention.  This group is a social group.

12. TELI – July: District Toastmaster of the Year Award (see TI guidelines) - The District Trio and the Division Governors (of the year of service) meet to evaluate all of the division Award nominees. They then choose a District Toastmaster of the Year, usually by acclimation. The District Governor (of the year of service) typically makes this presentation at the July TELI. 
13. TELI - July: Area Governor of the Year Award -involves a two part selection process. The Division Governor (of the year of service) chooses a Division Area Governor of the Year from the Area Governors in the Division that year. He/she in turn submits this selection to the District Governor (of the year of service). The District Trio and the Division Governors (of the year of service) meet to evaluate all of the division nominees. They then choose a District Area Governor of the Year by acclimation. An engraved award is typically presented by the LGM (of the year of service).
14. TELI - July: Division Governor of the Year – typically, in collaboration with the LGET & LGM, the District Governor (of the year of service) chooses the Division Governor of the Year. 

15. TELI - July: Phoenix Award –This is a District 6 Award presented by the LGM (of the year of service). This award 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 TELI award ceremony. 
16. TELI - July: The order of award presentations at the July TELI should reflect the importance of the award. The Trio working together determines who will present each of these 3 key year end awards noted just above (AGOTY, DivGOTY, and TMOTY). 

a. The most significant honor is the District Toastmaster of the Year. To reflect this, the protocol for announcing these is typically in the following order:

b. Division Toastmaster of the Year (Announced by the Division Governors)
c. Division Area Governor of the Year (Announced by the Division Governors)

d. District Division Governor of the Year (announced by the LGM of the prior TM year and is announced prior to the District Area Governor of the Year)

e. District Area Governor of the Year (announced by the Lt. Governor of Education and Training of the prior Toastmaster Year and is always announced next to last)

f. District Toastmaster of the Year (announced by the District Governor of the prior Toastmaster Year and is always announced last)

g. The recipients may only receive these awards once.

17. TELI - July: District 6 awards plaques are budgeted for purchased and engraved for the Division Governor of the Year, the Area Governor of the Year, Toastmaster of the Year, Phoenix Awards and other awards determined by the Trio.
18. Appreciation gifts are purchased by the district for educational presenters at the District Convention, Conference, and two TELIs.
a. Common appreciation gifts are budgeted and are usually $25.00 (as of 2008) per person.
b. Appreciation budgeted value of $25-$50 are purchased by the District for visiting dignitaries.

19. The Elusive Gilded Gavel (aka “The EGG”) is a traveling trophy. The LGM 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.

FALL CONFERENCE ROLES – Contest/Judging
1. The Fall Conference includes a Friday night side contest (determined by District team) and the Saturday evening Humorous Speech Contest. 

2. The District Governor, together with the Trio, chooses the Toastmaster of Side Contest (Table Topics, Evaluation, or Tall Tales).

3. The LGM holds the pre-contest meeting with the chosen Toastmaster and contestants. 
4. The LGET holds the pre-contest meeting with the chief judge and judging team.
5. The LGM Serves as the Toastmaster of the Humorous Speech Contest and holds the pre-contest meeting with the contestants.

6. The LGET holds the pre-contest meeting for the Humorous Speech contest with the chief judge and judging team.
7. The LGET, also the official Contest Chair of all contests, works with the Division governors 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.
8. If any officer is unwilling or unable to perform any duties at the District Conference/Convention, the Senior District Officer appoints a replacement.

SPRING CONVENTION ROLES – Contest/Judging
1. The Spring Convention includes a Friday night side contest (determined by District team) and the Saturday evening International Speech Contest. 

2. The District Governor, together with the Trio, chooses the Toastmaster of Side Contest (Table Topics, Evaluation, or Tall Tales).

3. The LGM holds the pre-contest meeting for the side contest with the chosen Toastmaster and the contestants.

4. The LGET holds the pre-contest meeting for the side contest with the chief judge and the judging team.

5. The LGET serves as the Toastmaster of the International Speech Contest and holds the pre-contest meeting with the contestants.
6. The LGM holds the pre-contest meeting with the chief judge for the International Speech contest and the judging team.

7. The LGET, also the official Contest Chair of all contests, works with the Division governors 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.

8. The LGET works directly with the Division Governors to collect all required forms prior to contest day. The LGET also communicates with the contestants the location, date & time of the pre-contest meeting and contest. The LGM also asks the Division Governors to keep their 2nd place winners apprised of the contest details should the first place contestant become unavailable to compete.

9. If any officer is unwilling or unable to perform any duties at the District Conference/Convention, the Senior District Officer appoints a replacement.

LOCATION AND HOSTING OF DISTRICT CONFERENCES
1. The Fall Conference location is chosen in advance by the officer who will be the District Governor during the year that the event will occur. 
· A location outside the (seven county) Twin Cities metropolitan area is typically selected. The conference has been held as far north as Thunder Bay, Ont., as far south as Austin, MN, and as far west as Marshall, MN.

· It is customary to rotate the location around the district so that travel is at times more convenient for toastmasters from various locations throughout the district.
· The District Governor is encouraged to be mindful of the distances that some Toastmasters must travel to attend this event, and be as fair as possible when selecting a Fall Conference location.
· The site selected must have facilities (breakout rooms, a ballroom or large hall for meal events, etc.) that will accommodate the expected attendance of the Fall Conference. Choose the site early and have contract signed a year in advance of the event (whenever possible).
· The sitting DG is required to sign all contracts - something to keep in mind when planning in advance. 
2. CONVENTIONS AND TELI  Contract Renewals

· Room blocks cannot be tied to District 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.

· Negotiate Food & Beverage (F&B) minimums as low as possible.
· IMPORTANT NOTE: F&B minimums do not include gratuity, service charges or taxes. 

· Ask your other key team members help negotiate as needed, and examine the contract for all details. Ask someone who has experience – including past DGs. Do everything you can to prevent getting surprises that will cost the District extra dollars.

· History actual: (2006-2008) TELI Food & Beverage – 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.

· Conference/conventions: Keep F& B no higher than 8000-10000 total for all F&B. Look at past experience to know how much lower you can go.

· Know if cash bar may/may not be incl. in minimum F&B.

· Based on 4 meals (Fri. night, Sat. BF, Lunch, Dinner) & Snacks for Hospitality

· Know/Negotiate all extra fees – EVERYTHING is negotiable

· AV costs including tech time (negotiate a discount). Know the details.

· Room setup costs/Rental Fees

· Cash Bar minimums and open/close times

3. The Fall Conference is often held at the end of October. 
· Canadian Thanksgiving (2nd Monday in October), US Thanksgiving (Fourth Thursday in November), or religious holidays. 
· When planning the Fall Conference, it is also important to keep in mind that the Fall Contest season is bounded by Labor Day and the Conference itself. (Thus, a mid October Conference would require that club, area, and division contests all occur between Labor Day and the Conference.)  Some club contests may need to be held before Labor Day – important to communicate to Area & Division Governors.
4. The Spring Convention location is chosen in advance by the officer who will be the District Governor during the year that the event will occur. 
· 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 Convention.

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

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

5. At each District Conference/Convention, the convention chair(s) for the following conference/convention will present a 5-10 minute promotional feature to encourage attendance.
6. District Trio/Conference Chair/PRO – it is customary for someone to attend each division contest to promote the Fall Conference or Spring Convention.



PROTOCOL FOR INTERNATIONAL OFFICER AND DIRECTOR VISITS

1. District 6 follows the District Administrative Bylaws, and protocols for International Officer and Director Visits as outlined in the District Leadership Handbook.
2. Complimentary conference registration and meal tickets are provided for the International Officer/Director and spouse (or guest). The conference committee budget will cover the cost of the visiting Director’s lodging. One official visit occurs each year.  Toastmasters International covers the travel costs.
3. As a courtesy, complimentary accommodation and other expenses will be provided for a Presidential visit, if not reimbursed by Toastmasters International. Other expenses are only approved by the District Governor & District Treasurer.
4. Club Prospect Visits with visiting International officer - District 6 will plan extension (new club prospect) visits for the International Officer or Director prior to the start of the District Conference/Convention.  The DG and LGM often selects a Visit Chair to pre-arrange these visits (working in collaboration with the LGM). There is a packet of information sent to District Governor prior to the dignitary visit. The DG may request this packet early from TI.
5. The International Officer or Director will be invited to present an educational seminar, and will be invited to present an address at the opening ceremonies or during the opening session Saturday morning. The visiting director may be given the courtesy to make a very short acknowledgement on Saturday night, as approved by the DG. The contest and other District presentations will typically fill the Saturday evening program.  


DISTRICT LEADERSHIP Strategies & Tasks
1. The District “Trio” includes the District Governor, Lieutenant Governor of Education and Training, and Lieutenant Governor of Marketing. The District Trio has typically met regularly - twice each month throughout the Toastmasters year to discuss strategies for achieving Distinguished Goals. The Trio often invites other leaders & key personnel to attend: the District Assistant, Public Relations Officer, Conference Chair, District Treasurer, Area Governor Trainer, District Secretary or others. The Trio determines modalities for how they need to communicate regularly to strategize & meet District goals.
2. District Governor – Tasks & other duties:
a. District Membership Lists – 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 Lieutenant Governors. Appropriate data should also be given to the Division Governors. 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 DG

b. Late Dues Collection- This role is typically taken by the District Governor working with the Trio. The DG does this to allow the LGM to focus on new clubs, and to ensure the District Governor is aware of the club position at these critical times of the year. 

i. Immediately following the 9/30 and 3/31 dues deadlines, the District Governor will work with the Division Governors to monitor dues collection and get all dues in.
ii. Roughly a month after dues are due, the District Governor will take ownership of communications to get outstanding dues in – asking others for assistance as needed.
c. Contacting Clubs at year end – The District Leadership team led by the District Governor may initiate a phone calling campaign to encourage clubs to achieve their club goals. The District Governor and the Lt. Governor of Education and Training 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 LGM is exempted if the new club goal has not been reached. Involve Division Governors & other leaders as necessary.


LEADERSHIP MEETINGS AND TRAINING

1. Leadership Kickoff Meeting - Each year a special Leadership Kickoff Meeting is held on the Sunday immediately following the Spring Convention. The incoming District Governor, incoming LGET, and incoming LGM host this meeting with the newly elected Division Governors. 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 convention, and to make several important decisions regarding the upcoming year.
The incoming DG prepares for this meeting in advance & provides the following:

· Attendees for this meeting include newly elected or appointed for the incoming year: District Trio, Division Governors, PRO, District Treasurer & Secretary, and Immediate PDG. The DG may also choose to invite other key personnel for presentation or to present key information: District Assistant, Directory Chair, District Photographer, Webmaster or others. The incoming DG 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).

· Agenda that includes some sort of ice breaker for all leaders so that everyone gets to know everyone.

· New Leader contact information (Names, TM Designation, titles, Address, e-mail, telephone).

· Proposed District Calendar for the upcoming year. Include key training dates, deadlines, conferences, TELIs and important deadlines.
· A gift from the District. Past gifts have been a TM canvas portfolio, a TM pen or other TM merchandise.
· Agenda items include: Selecting Division Contest dates for Fall & Spring, Select secondary contests for Fall and Spring (Table topics, Tall Tales or Evaluation contests), selection/appointment of Area Governors and assistants.
· Other items as Trio decide.

2. Area and Division Governor Training 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 Governor and the LGET work closely with the Area & Division Governor training 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.

a. These meetings usually run from 8AM to 12:30 PM.
b. Agendas are provided once content is determined. The DG approves the final agenda and may ask a designee to print & help set-up.

c. All Area Governors and Division Governors should be expected to attend all six meetings during the year. Substitutes may at times be allowed to attend, but require District Governor approval. Take attendance at every event & have a process for storing your data.
d. Arrange a location that has sufficient room for 50+ attendees in classroom or seminar forma 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.

e. Provide continental breakfast for the leaders attending training. Work within your budget to either cater or have designated team provides 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 SA’s determines amount of food & how to get it delivered & set up.
f. The last division and area governor meeting of the year is the transition meeting usually May or June. Incoming Area & Division Governors are invited to attend and transition activities are planned.
3. Division Governors have key roles at the TELIs, the Fall Conference, and the Spring Convention and should plan to attend all four events. Communicate expectations early in your tenure.
4. Area Governors are encouraged to attend the TELIs, the Fall Conference, and the Spring Convention, and may be enlisted to assist on various committees.



DUTIES OF THE 
IMMEDIATE PAST DISTRICT GOVERNOR

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

2. The Immediate Past District Governor will typically serve as Chair of the Nominating Committee if appointed by the District Governor.

3. A Roast of the Immediate Past District Governor often occurs at the Fall Conference Saturday Luncheon.  The Roast Master may be any volunteer acceptable to the IPDG. The DG should ask the IPDG who they would prefer.
4. The Immediate Past District Governor and spouse are seated at the head table dinners, Fall Conference, and the Spring Convention. The IPDG also sits at the head table during TELIs. 
5. The Immediate Past District Governor will typically serve as Chair of the District Guidelines Review Committee if appointed by the District Governor.



ROLE OF PAST DISTRICT 6 GOVERNORS
1. The role of the Past District Governors (collectively) is to: 

a. Serve as a resource group to address certain tasks at the bidding of the District Governor. 

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 Governor usually selects the Communication and Leadership (C&L) Chair. The C&L Chair recommends candidates for the C&L Award. The District Governor selects the recipient.

d. Comprise the pool from which the District Governor selects the District Historian.
e. Comprise the pool from which the District Governor selects the Credentials Chair.

f. Provide a report to the District Governor of the activities of the PDG club, pursuant to supporting the District mission, at the Spring Convention business meeting or at an otherwise specified location.


POLICY AND 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 Fall & Spring Conventions have served to offset expenses. In the recent years the amounts raised from these auctions have ranged $500-$2000.
2. Request for company/corporate donations for conference/convention – a great way to involve companies that sponsor clubs.
3. Sponsorship of breaks, booths at educational events.
4. Donations for display of Toastmaster appropriate items (books, etc.)



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

a. Public Relations Officer
b. District Treasurer
c. District Secretary 
d. Area Governors in District 6 are appointed by the District Governor with direct oversight and team leadership shared with the Division Governor. 
The following is a list of the current committee chairs and support team members. All are appointed by the incoming District Governor.  *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. Nominating Committee Chair. The Immediate Past District Governor is typically appointed to this role. The nominating committee procedures are described in the District Administrative Bylaws (DAB).
b. District Sergeant At Arms. In some years, two Co-Sergeants at Arms have been appointed.  These roles are not official “District Offices”.
c. Area Governor Trainer (or co-trainers)
d. Audit Committee Chair (May be a CPA, a financial professional who knows TI policies or a PDG comfortable with financial matters).
e. Budget and Finance Chair  - someone familiar with budgets & overall finance

f. Communication and Leadership (C&L) Chair. The District Governor typically appoints a Past District Governor to this role.
g. Credentials Chair. The District Governor usually appoints a Past District Governor to this role.
h. Data Coordinator – someone comfortable & with excellent working knowledge of MS Excel. This person manager the directory data base, digest labels and group email routing.

i. District Assistant – 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.

j. District Guidelines Review Chair – The District Governor typically appoints the Immediate Past District Governor to review these Guidelines.
k. Directory Editor  - has the ability to layout directory, working with the data coordinator and meet deadlines for printing
l. Digest Editor – ability to use software necessary to layout articles and content for 2 District Digests (Newsletters) per year. The editor works with the DG to obtain content from other leaders, establish deadlines and select a printer/mailer for the Digest. It is strongly suggested that the Editor & their assistants have high attention to detail and possess excellent writing & editing skills.

m. Fall Conference Co-Chair – The LGET working with the DG selects

n. Follow-Up Chair – DG selects a member to help with calls/e-mails for follow up dues collection, officer training, proxy collection or other administrative follow up.

o. Historian – The District Governor appoints a PDG to this role.
p. International Director/Officer Visit Chair
q. Resource Center Chair – selected by LGET

r. AV Chair – selected by the DG or LGET

s. Team District Event Chair – selected by the DG

t. Parliamentarian –selected by the DG

u. Photographer – selected by the DG

v. Spring Convention Chair(s) – Selected by the DG/LGET

w. Web Editor/ Web master – selected by the DG
1) The following is a list of current committee chairs appointed by the incoming Lieutenant Governor of Education and Training.
a) District Chief Judge (LGET) – Must have excellent knowledge of Contest Rules and Procedures.

b) Realignment Chair – must have working knowledge of clubs in district
c) TELI Chair
d) Speechcraft Chair
e) Speaker’s Bureau Chair
f) Youth Leadership Chair

2) The following is a list of current committee chairs appointed by the incoming Lieutenant Governor of Marketing

a) Club Coach Trainer

b) New club chair (extension) – prospecting chair
c) Demonstration team leader or chair

3) Appointed by the Public Relations Officer

a) State Fair 
b) Education MN Chair

4) All District leadership roles are intended to be one-time-only opportunities. This process allows the District to continuously identify and involve new leaders at all levels of the organization. The District Governor should identify Area Governors who have never previously served (as Area Governors, Division Governors, or Past District Governors.) 


EXPENSES, REIMBURSEMENT, AND FINANCIAL REPORTING
1. The District Governor along with the LGET & LGM works with the Budget & Finance Chair to lay-out and submit a budget for the upcoming year. Know TI reporting deadlines as they must be met as one requirement for achieving Distinguished District.

2. The DG works with the Budget & Finance chair to determine rationale for the budget & what amounts may be claimed for reimbursements. All are subject to TI policies & guidelines. Read all of your manuals presented by TI.

3. District, Division, Area and Committee Chairs will receive reimbursement for the expenses outlined in the District 6 Budget 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. 
4. Reimbursement requires the submission of expense report accounting and reimbursement forms provided by the District Treasurer. 

5. All expenses are subject to review by the District Treasurer and must be signed by the District Governor. All DG expenses must be reviewed & signed by the LGET and the District Treasurer.
6. Area and Division Governors are required to submit two semi-annual financial reports to record the expenses and income for each half-year period.

7. The District will purchase all District Trophies, District Award plaques and will provide reimbursement for Area and Division trophies and plaques as set forth in the District 6 Budget Rationale and within limits specified in the District Budget.


ANNUAL DISTRICT PURCHASES (Traditions)
1. District Pins (District Governor’s Theme) - Are ordered and paid for during the last quarter of the district year (April-June) for the following administration. These are typically ordered in May so that they arrive prior to the Regional Conference in June. The incoming District Governor may recognize attendees of the Regional Conference by handing them out to the attendees.

2. Name Badges - 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 district (April – June) for the following administration. These include name badges for area and division governors, the PRO, the Trio, District Secretary, District Treasurer, and other district leaders as approved by the incoming DG (within budget guidelines).

3. Resource Center Supplies - Upon completion of the Spring Convention, the district resource center chair is asked to inventory and replenish supplies to be for the Resource Center. These items are ordered and paid for during the last quarter of the district year for the following administration. The Resource Center chair will provide an inventory list to the District Treasurer after the Fall Conference and after the Spring Convention.
http://www.d6tm.org/District/Reference/D6Guidelines_61509_ResourceCenterInventoryFINAL_2009.xls
4. International Convention Pins - The district governor traditionally purchases 25-30 International Convention pins to recognize district attendees of the International Convention (usually about $4-5 each if budgeted).
5. Speech Contest Packets – We started purchasing the speech contest packets for both the Fall and Spring Contests for all Area Governors and Division Governors.  This expense is funded under Education and Training. It provides current materials for all area and division level contests and helps to provide current information for our leadership team in guiding the clubs as well. Distribution is in July and  January.


SPECIAL EVENTS
1. The District participates in the Minnesota State Fair each year to promote membership in Toastmasters.

a. A booth fee is paid by the district each year and is typically paid in March for the following August event. 

b. Admission tickets to the state fair are provided to the District for booth volunteer and are typically purchased in early July. These tickets are awarded to volunteers who work shifts at the Toastmasters booth. See addendum for State Fair Booth Procedures
2. The District participates in the Minnesota Education Association each year to promote membership in Toastmasters. This event is typically the 3rd Thursday in October. A booth fee is paid by the district each year.



DISTRICT BUSINESS MEETINGS

1. At Business Meetings – please refer to District Officer Manual for agendas & guidelines for business meetings. An example of past agenda is located in the addendum of this document.
2. Appoint someone to work directly with the Credentials chair, at least 30 days before the business meetings to collate paperwork for all those who carry a vote. See details in the District Officer Manual.
3. TI policies District Book – refer to this for rules of order and other policy questions.


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



REVIEW OF GUIDELINES 


These guidelines are reviewed by current TRIO and presented for review and updating by the Immediate Past District Governor (as appointed by DG). Revisions are presented to the DG prior to the Spring Convention.


DISTRICT EQUIPMENT
1. New Club Equipment – A portable lectern and stopwatch are provided to the District Governor, the Lieutenant Governor of Education and Training, and the Lieutenant Governor of Marketing for the purpose of conducting demo meetings and other Toastmasters Public Relations. The outgoing District Governor shall turn over his/her equipment to the incoming Lieutenant Governor of Marketing. 
2. District Banner - The LGM is responsible for making sure the district banner is displayed at conventions and other district events. The LGM may delegate this task, but must ensure that all district banners are on site at district events. Currently the SAA are storing the banner.
3. The Elusive Gilded Gavel (aka “the EGG”) belongs to District 6. No club may claim ownership of the traveling gavel.

4. Division Governor Pins and District Trio Pins are property of the district. These pins are passed on to incoming officers at the Spring Convention.

5. District Governor, working with SA audits and maintains a list of electronic equipment (and date purchased) and other supplies. Transfer list to incoming leaders.


EVENT ATTENDANCE BY THE DISTRICT TRIO
1. Division Contest Attendance – One or two members of the Trio attends each division contest. All three may attend. When all three attend, the LGET is the contest supervisor and will attend the contestant meeting with the Toastmaster. The LGM will attend the Judges meeting and oversees the ballot counting with the Chief Judge.

2. Charter Parties - One of the Trio will try to attend each charter party. The district governor 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 LGM may present the Charter Member Certificates and the Mentor/Sponsor Certificates. These assignments may be delegated to the division governor where the club charters.  Oversight: LGM. 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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3. International Convention – In District 6, it is expected that the senior three officers (Trio) all attend the International Convention. The Immediate Past District Governor may also attend. Expenses/reimbursed according to budget, ask DG or Treasurer for allotments and share information with officers so they may plan appropriately.


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 Governor Banner. A representative from the home club of the District Governor and a representative of the home club of the District Governor Elect (LGET) formally exchange the Home Club of the District Governor Banner at the Spring Convention (during the evening banquet).
3. The District Banner is kept by the LGM each year. The District Banner is displayed at the Fall Conference, the Spring Convention, TELIs and the Region IV Conference.  Currently the SAA are storing the District Banner.
4. Invocations at Conventions and Conferences. The following roles are assigned each year as follows: (List roles)
a. The Saturday Evening Invocation at the Spring Convention is made by the Lieutenant Governor of Marketing Elect.



SPECIAL RULES OF PROCEDURE

NOMINATING PROCEDURES – see TI policies & procedures – available online.
ELECTION OF OFFICERS – see TI policies & procedures – available online


MISCELLANEOUS PROCEDURES
1. The District Governor is the Publisher of the District 6 Digest, 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 Governor is responsible for the content.
a) The District 6 Digest is the District 6 Newsletter. It is published at least two times per year. One issue is published and mailed at least a month prior to the Fall Conference and another is published and mailed at least a month prior to the Spring Convention. The mailings go to all District Members. The primary purpose of these two mailings is to promote the conferences, provide information/recognition of District activities and provide members useful information supporting the mission of Toastmasters. A registration form is included within the Digest.
b) The District Directory 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 Governor. The layout is typically done by the Digest Editor working directly with the District Data Coordinator.  * Need procedure
i) The Directory is distributed to all of the officers of every club or to at least 4 officers in the club (budget dependent), to the Past District Governors, and to the District Officer Team (Area Governors, Division Governors, District Trio, and appointees) as budgeted.

(1) The Directory is typically mailed to the PDGs.

(2) The Directory is often distributed to Area and Division Governors at one of the bimonthly leadership training meetings or at contests to save the cost of mailings.

(3) Area Governors are responsible for distributing the directories to all of their clubs. Club Presidents are responsible for distributing them to the club officer team.  This is a good opportunity for AG’s to visit with clubs.
2) District Proxies are mailed out to all of the District Clubs at least a month prior to the Spring Convention. This may be done via the District Digest, by regular mail or by email – whatever the team deems the best way to distribute & get them returned. 

3) Holiday Card - The District Trio may choose to send a holiday card to the District Clubs that includes a message supporting the mission of Toastmasters. This is usually done in early December and will typically include a letter from the District Governor with a state of the District message if budgeted and appropriate to the goals of the District success plan. Cards/letters are sent to:
· Club Presidents
· District officers & committee chairs - incl. Area & Division Governors
· Past District Governors
· Other Region Officers:
· International directors, officers at TI
· Other DGs in Region IV
4) Education Letter -  LGET sends out an education letter 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
5) Magnificent 7 clubs – A certificate is sent to any club that has all seven club officers trained during the Round One training and Round Two Club Officer training.  A Magnificent 7 ribbon is awarded at the Spring Convention breakfast to any club that has all seven officers trained for both Club Officer Training.  Sample certificate
http://www.d6tm.org/District/Reference/D6Guidelines_61509_MagnificentSevenLetter.doc
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6) Free TELI registrations – At the leadership training sessions, past practice included a free TELI 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 educational event.
7) Leadership Manuals – LGET will order in the spring the Division Governor and Area Governor leadership manuals from TI.  As the expected incoming District Governor, he/she is responsible for ordering binders and drilling of the manuals for distribution to the incoming DG’s leadership team.  The cost of these materials is incurred generally in May-June.
8) Holiday Party – The District Governor plans and invites district leadership to a holiday party.  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 it is not reimbursed by the district. 
9) Welcome Party - On July 1st the District Governor can 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 it is not reimbursed by the district. 
10)  New Club Spring Convention Breakfast - Invitation from the LGM for one person from each new club for the TM year to attend the Spring Convention Breakfast at no cost. Each new club is recognized during the breakfast program.
11)  10 for 10 clubs – At the July TELI, the LGET 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.
12) Team event - If the district governor 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
13)  Coffee Chats - Division Governors meeting with District Governor to talk about any concerns, issues without an agenda or time limit.  Had the Division Governors host the session on the months that district leadership training did not occur.
14)  Club President Training – Held two club president only trainings – one in June and one in January.  Brought in district leaders to present information that is important to the club president and also provided food at no cost.
http://www.d6tm.org/District/Reference/D6Guidelines_61509_PresidentTrainingEvaluation_20090128.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_PresidentTrainingBingo.doc
15)  First Timers - At both the Fall Conference and Spring Convention, created a First Timer Bingo card to be completed and turned into the registration desk.  Gave each First Timer an Outstanding TM pin.  Also gave out a brochure with district leadership information and photos.
http://www.d6tm.org/District/Reference/D6Guidelines_61509_FirstTimerBingo.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_FirstTimerBrochure.doc
16)  Club President Letters – Monthly letters to all club presidents and copied the Area and Division Governors as well.  Used to promote events, activities that are important for that month and flyers about upcoming events. Include a section with updates from the LGET and LGM.
17)  Proxies – Starting in March, the District Governor received club proxies for the International Convention.  (Regional proxies no longer applicable).  Spreadsheet with the listing of clubs in numerical order to track progress and use to follow-up on clubs that have not sent them back.
18) Education Incentives - Ordered education material for each division governor to get people to attend contests, earn CC’s , add new members to the clubs and be a distinguished club.  A drawing at conventions and TELI’s to award the materials.  Gave out certificates to the winning clubs so they could select the education materials from the Resource Center.
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
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.
District 6 Guidelines – Addendum Contents
1. List of Awards, Trophies for ordering at beginning of District Year.
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Awards_Examples2009.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Awards_Wording2009.doc
2. Committee Chair Position Descriptions
http://www.d6tm.org/District/Reference/D6Guidelines_61509_CommitteeChairDescriptions.doc
3. Conferences & Convention Script
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Script_SpringConvention2009.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Script_FallConference2008.doc
4. Conferences & Convention Task List
http://www.d6tm.org/District/Reference/D6Guidelines_61509_SpringConventionTaskList2009.doc
5. TELI Script/Example Announcements
http://www.d6tm.org/District/Reference/D6Guidelines_61509_TELI_Agenda_Feb2009.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_TELI_Agenda_Jul2007.doc
6. Kick-off Meeting Agenda
http://www.d6tm.org/District/Reference/D6Guidelines_61509_KickoffMeetingAgenda_20080518.doc
7. Example Announcements for Convention

8. Dignitary Processional List

9. Communication & Leadership Letter to Awardee
http://www.d6tm.org/District/Reference/D6Guidelines_61509_C&L_Letter.doc 
10. The Elusive Gilded Gavel – aka “The EGG” Rules

11. Area & Division Governor Expectations

12. District Business Meeting Agenda: Fall & Spring
http://www.d6tm.org/District/Reference/D6Guidelines_61509_DistrictBusinessMeeting_Fall2004.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_DistrictBusinessMeeting_Spring2009.doc
13. Budgets for TELI 

http://www.d6tm.org/District/Reference/D6Guidelines_61509_TELIBudgetJul2008.xls
http://www.d6tm.org/District/Reference/D6Guidelines_61509_TELIBudgetFeb2009.xls
14. Budgets for conference and convention

http://www.d6tm.org/District/Reference/D6Guidelines_61509_FallConferenceBudget2008.xls
http://www.d6tm.org/District/Reference/D6Guidelines_61509_SpringConventionBudget2009.xls
15. Leadership Training Agenda
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Agenda_Training_20080621.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Agenda_Training_20080823.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Agenda_Training_20090117.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Agenda_Training_20090321.doc
http://www.d6tm.org/District/Reference/D6Guidelines_61509_Agenda_Training_20090516.doc
16. Proxy spreadsheet for International Convention

http://www.d6tm.org/District/Reference/D6Guidelines_61509_ProxiesFor2009.xls
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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
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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
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Awarded to

	         Super Speakers

		     Congratulations!



Joan Watson, DTM		      September 25, 2007

Lt Gov Education & Training		








