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GENERAL POLICIES 

100 

101.   Introduction 

The policy statements contained in this manual are supplemental to the Bylaws of the 

MO-ARK District and the Kiwanis International Bylaws.  This manual contains all poli-

cies approved by the MO-ARK District Board.  Any prior action of the Board not con-

tained in this policy manual is no longer the current policy of the MO-ARK Kiwanis Dis-

trict. 

These policies remain in effect until revised by a succeeding District Board.  The Bylaws 

contained herein are the current Bylaws of the MO-ARK District of Kiwanis. 
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The District Board approved this initial compilation of the policies of the MO-ARK District 

on ___________, 2015. 

102.    PREFACE 

1. DEFINITION: 

A policy is a basic principle by which the District Board guides the                                                       

affairs of the MO-ARK District of Kiwanis International. 

A procedure is an established method or manner by which the Bylaws and Poli-

cies of the MO-ARK District of Kiwanis International are implemented. 

2. PURPOSE OF THE MO-ARK DISTRICT OF KIWANIS INTERNATIONAL 

The purposes and objectives of Kiwanis International and the MO-ARK District 

are: 

a. to promote service, friendship, and understanding among persons in the com-

munity and throughout the world. 

b. to promote the interests of district clubs to Kiwanis International.  This is to 

promote two-way communication. 

3. PURPOSE:   

The purpose of any Policy and Procedure Manual adopted for the MO-ARK Ki-

wanis District will be to: 

 a. Make for a more efficient operation of the District. 

 b. Furnish operational guidelines to District and Club officers. 

c. Be the Standard Operating Procedure for the District on all matters, which it 

covers. 

d. To accumulate in one document all current District policies.  Any prior policies             

not contained in this manual on its adoption are not effective as the policy of     

the District until subsequently adopted. 

 

4. SCOPE AND LIMITATIONS: 

a. Policies and procedures must be in conformity with the Bylaws and Policies of  

Kiwanis International and with the Bylaws of the MO-ARK District. 
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b. A policy or procedure may be adopted by a majority of the District Board and, 

once adopted, will remain in effect until amended or repealed by the same or 

subsequent District Board. 

c. Rescinded or modified policies or procedures will be retained in a file in the 

MO-ARK District Office for approximately seven years from the date of rescission 

or modification for reference purposes. 

d. Changes to existing policies and procedures will be assigned the same num-

ber )Section), and will indicate in parentheses at the end of the paragraph, the 

date of the Board meeting at which the paragraph was adopted or altered. 

e. New policy or procedure subjects will be assigned a new number to avoid con-

flicts with old or rescinded policies. 

f. All policies or procedures will reflect the Board meeting when the District Board 

adopted the policy and the minutes should establish clearly what policy was 

adopted. 

g. A copy of the Policy and Procedure Manual will be given to each Lieutenant 

Governor-Elect during their training session. 

h. A copy of the Policy and Procedure Manual will be made available on the MO-

ARK Web Site www.mo-ark.org. 

103. SERVICE PROJECT ï DEFINITION 

A service project is an activity, consistent with the Objects, objectives and policies of 

Kiwanis International, devised or planned by a Kiwanis Club or a club committee and 

performed by Club members for the benefit of others. 

106.  ALCOHOLIC BEVERAGES 

1. Alcoholic beverages shall not be served or consumed during a regular Kiwanis 

meeting.  A regular Kiwanis meeting is defined as the regular weekly or biweekly 

meeting of the membership of a Kiwanis club, beginning and ending with the 

ringing or the bell.  Alcohol will not be served at a Kiwanis Club Board of Direc-

tors meeting. 

2. Alcoholic beverages may be served at official functions, other than a regular 

meeting, or board of directors meeting if food is served.  An official function is de-

fined as follows:  (1) an official function is one in which attendance is granted un-

der the Official attendance Rules.  (2) An official function begins when the presid-

ing officer calls the meeting to order and is concluded also by his/her order. 
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109.  ORGANIZATION OF THE MO-ARK DISTRICT 

Kiwanis International celebrates its birthday on January 21, 1915, with the forming of 

the Kiwanis Club of Detroit. 

The MO-ARK District was officially formed in  (place)          in   (month)    of 19___. 

110.  STANDING COMMITTEES 

Standing Committees:  MO-ARK District shall have standing chairpersons or commit-

tees on: 

 

1.  Aktion Club 

2. Builders Club 

3. Bylaws and Policies 

4. Children and Youth Services 

5. Circle K 

6. District Convention 

7. Finance 

8. Fund Raising 

9. Growth/New Club Building 

10. Human and Spiritual Values 

11. Insurance Risk 

12. International Convention 

13. Key Club 

14. Key Leader 

15. Kiwanis Education 

16. Kiwanis International Foundation 

17. K Kids 

18. Membership 
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19. Public Relations 

20. Service 

21. Youth Protection 

 

The District Governor may appoint additional chairpersons or committees. 

 

112.  ATTENDANCE RULES, OFFICIAL 

 

The official attendance rules for all clubs in the District shall be those rules adopted by 

the Board of Trustees of Kiwanis International. 

 

115.  CHARTER PRESENTATIONS 

 

The Governor shall make the presentations of a charter to a new Kiwanis Club in this 

District.  In the event the Governor is unable to present the charter, he/she shall desig-

nate a District Officer or Past District Officer to make the presentation.  The District shall 

reimburse the District Governor or his/her substitute for reasonable hotel and meal ex-

pense, as well as mileage for the travel. 

 

118.  COMMUNITY SERVICE ACTIVITIES 

 

One of the objects of Kiwanis International is ñTo provide, through Kiwanis Clubs, a 

practical means to form enduring friendships, render altruistic service, and to build bet-

ter communities.ò  In applying this Object of Kiwanis, Kiwanis Clubs have developed 

and engaged in various community service activities.  The following principles are rec-

ognized as reflecting the opinion of Kiwanis regarding community service activities. 

 

Each Kiwanis Club has absolute autonomy in the selection of its community service ac-

tivities.  There is no desire to regulate or prescribe community service activities to be 
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engaged in by each Kiwanis Club, provided the activity is legal and does not adversely 

reflect upon Kiwanis and its objectives. 

 

Kiwanis International offers objectives adopted by each administration, which are inter-

pretations in activity of the Objects of Kiwanis, as the basis of a program of community 

service, but no club is required to confine its community service work to those objec-

tives. 

 

For the guidance of Kiwanis Clubs, the following rules are suggested for use in selecting 

community service activities: 

 

1.  No Kiwanis Club should make a practice of endorsing projects, no matter how 

meritorious, unless the club is willing and prepared to assume its full share of the 

responsibility for the accomplishment of that which it endorses. 

2. Where a Chamber of Commerce or Boards of Trade exists, a Kiwanis Club 

should not assume its functions, but Kiwanians should be members of, and ac-

tive in, such organizations as representative citizens interested in the general 

welfare of their community.  Every effort should be made to avoid duplication of 

effort in community service activities. 

3. In selecting its community service activities, a Kiwanis Club should cooperate 

with existing organizations rather than create new agencies, unless existing or-

ganizations are unable to accomplish the purpose and objectives. 

4. As a general principle, no Kiwanis Club administration, without the approving 

vote of the clubôs membership, should accept a community service obligation, 

which shall extend longer than the end of the club administration in which the ac-

tivity is adopted.  Such a principle should not preclude, however, the adoption of 

similar objective, or the same objective, by succeeding administrations. 

5. In its community service activities, a Kiwanis Club is most successful in seeking 

out community needs, arousing the citizens to their responsibility and furnishing 

leadership for the enterprise.  While Kiwanis is primarily interested in the service, 

which it can render, clubs should not overlook the value of appropriate publicity 

and public relations. 
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6. Community service activities requiring Kiwanis memberôs personal involvement 

and time are more in accord with Kiwanis service ideals than activities requiring 

only monetary contribution. 

7. The MO-ARK District shall not require clubs to contribute funds to any specific 

organization or agency. 

 

121.  ENDORSEMENTS 

 

Listed below are policies for responding to inquiries from Kiwanis clubs and/or any of 

the K-Family clubs, which have been contacted by organizations outside of Kiwanis 

requesting aid in sponsoring their programs: 

 

1.  Clubs should avoid officially endorsing the policies and programs of outside or-

ganizations. 

2. Inviting a speaker to appear before the club is not to be considered an endorse-

ment, since the Kiwanis tradition is to use the club-meeting program as an ñopen 

forumò for the presentation of all aspects of an issue and all points of view. 

3. Utilization of a specific piece of material for the furtherance of a Kiwanis Clubôs 

own program is considered endorsement of the organization producing such a 

supplementary aid or product.  This emphasizes the importance of careful selec-

tion. 

4. The development of a public meeting and the utilization of a speaker from a spe-

cific outside organization should be handled so that it will not constitute endorse-

ment in the eyes of the community.  If the meeting is billed under the name of the 

organization with Kiwanis sponsorship, endorsement is certainly implied. 

5. Endorsement of Other Enterprises 

a. A Kiwanis Club will not give its endorsement to any movement, which it 

is not actively supporting. 

b. A Kiwanis Club will not accept membership in an organization under 

the name of Kiwanis International. 
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c. A Kiwanis Club should not consider any membership relationship to 

any organization whose work is not wholly related to some recognized 

objective or policy of Kiwanis International. 

d. A Kiwanis Club shall not consider a membership relationship in any 

organization whose purposes are not thoroughly worthy, whose pro-

gram is not clearly and definitely defined and whose leadership is not 

active. 

e. A Kiwanis Club shall not be related to any other organization except 

through the action of the District Board.  

 

125.  DISTRICT DIRECTORY 

 

The District Executive Director shall produce an online copy of the District Directory as 

soon  as is practical after the beginning of the new Kiwanis year but no later than Octo-

ber 15
th
.  The Directory shall contain a listing (including telephone numbers, and email 

addresses) of the District Officers; District Administrators of Circle K, Key Club, Builders 

Club, K-Kids, and Committee Chairs; International Counselor; a listing of the Clubs in 

each Division and a map of the State showing the location of each Division; each Club 

and its President, Secretary, Key Number, date of charter, time and place of meeting; 

the officers of the MO-ARK Foundation, Circle K and Key Club; a listing of all Past Gov-

ernors of the District; a calendar of important dates and such other information as the 

Executive Director and Governor shall deem appropriate. 

 

A copy will be available to Kiwanians on the MO-ARK District website, www.mo-ark.or 

 

The District office will not provide any mailing list or District Directory to any non-Kiwanis 

organization without the specific direction of the District Board. 

 

126.  KIWANIGRAM ï OFFICIAL PUBLICATION OF MO-ARK DISTRICT 

 

The Bulletin Editor shall cause to be published and mailed/emailed to each MO-ARK 

Kiwanian; and such other persons as the Governor shall direct, a District newspaper, on 
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a monthly basis throughout each year.  The Bulletin Editor shall act as Editor and the 

contents shall be the Governorôs message, Committee reports, upcoming District calen-

dar events, club and division standings, articles of interest to the District and such other 

materials as directed by the Governor. 

 

The Kiwanigram shall, when requested and when space in the opinion of the Editor is 

available, contain articles and advertisements for the Kiwanis Clubs of the District.  Arti-

cles and ads which support Kiwanis Club projects and/or are designed to raise funds 

paid into a Kiwanis Club shall be run at no cost. 

 

The size and content of the requested article or ad shall be at the discretion of the Edi-

tor.  

 

127.  INCORPORATION OF CLUBS 

 

1.  A club, after receiving its charter, must incorporate subject to the approval of the 

international Board of Trustees, but only by the name designated in its charter, 

such as Kiwanis Club of _______________, and said club shall agree, as a con-

dition precedent to incorporation, that it will, as an incorporated body, abide by 

the Bylaws of Kiwanis International and the MO-ARK District then in force or 

thereafter, from time to time, adopted. 

2. Every Kiwanis Club shall be incorporated within one year following the presenta-

tion of its charter. 

If at the end of a six month period following the charting the incorporation has not 

been completed, the District Governor and District Secretary-Treasurer shall give 

the matter immediate attention and report to the District Board. 

 

130.  INCORPORATION OF FOUNDATIONS 

The approval of Kiwanis International will not be given to any foundation bearing or us-

ing the name of MO-ARK District Kiwanis or the emblem of Kiwanis until such organiza-

tion shall have met the following requirements: 

1. The organization must be incorporated. 



 MO-ARK District Policy and Procedure Manual 

14 

2. The nonprofit nature of the organization must appear from its articles. 

3. The articles must show a definite commitment of the organization funds to a 

charitable, educational, and/or scientific use. 

4. The organization name must include the name of the sponsoring club or area. 

5. Either the articles or an agreement executed by the charitable cooperation sub-

sequent to filing of the articles must show responsibility to Kiwanis International 

by providing (a) that the corporation and its members will at all times abide and 

be governed and controlled by the Bylaws and Policies of Kiwanis International 

now in force and hereafter from time to time adopted, insofar any provision of 

such Bylaws may be applicable; (b) that the corporation will comply with all such 

conditions and requirements as Kiwanis International may prescribe; (c) that no 

amendment to the Articles of incorporation shall be made without the consent of 

Kiwanis International. 

6. The article must assure control of the organization by Kiwanians by providing that 

the members, officers, directors, and trustees of the corporation shall be active or 

senior members in good standing of the sponsoring Kiwanis Club or Clubs. 

7. Foundations sponsored by Kiwanis groups shall sign agreement similar to those 

signed by clubs providing that whenever requested by the Board of Trustees of 

Kiwanis International the corporation shall dissolve or change its form of organi-

zation and they shall not be required to include such provision in the Articles of 

Incorporation. 

8. No Kiwanis approved foundation shall bear the name of any living individual as 

part of the foundation title. 

136.  OFFICIAL INSIGNIAS AND GARMENTS 

 

145.  OFFICIAL NAME OF A KIWANIS CLUB 

1.  The official name of a Kiwanis Club shall commence with the three words                

ñKiwanis Club of é..ò 

2.  In selection of a name, brevity is desirable.  Where this is the only Kiwanis Club 

in the city, the fourth word in the name would be the geographical location or corpo-

rate entity.  This would be followed with the unabbreviated name of state or prov-

ince.  (Example:  Kiwanis Club of Somewhere, Missouri) 
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3.  Where two communities are involved and it is considered desirable to incorpo-

rate the names of both communities, the two names could be joined with a hyphen. 

4.  When a club is locating in a city where there is already a Kiwanis Club, which  

the name of the corporate entity, then either a geographical or community name 

could follow or precede the city name.  (Example:  Kiwanis Club of Southeast 

Somewhere, Missouri) 

5.  In selecting a name there is no objection to using as part of the name some his-

torical or colorful adjective that is part of the history of the area where the club is 

located.  Clubs should be cautioned not to use geographical, historical, or commu-

nity names that have previously been used in the District. 

6.  The name of the club shall be lettered on the club banner as it appears in the 

bylaws. 

148.  EMBLEMS 

1.  The official emblem or insignia of Kiwanis shall be such as in from time to time  

established by the International Board of Trustees. 

2.  The official emblem and insignia of Kiwanis is protected by copyright.  Neither 

the official emblem, nor any facsimile, nor reproduction thereof, shall be used with-

out the specific permission and authority of the Board of Trustees of Kiwanis Inter-

national. 

3.  A Kiwanian who has been elected to but has not served in an office of Kiwanis 

shall not be entitled to the insignia or any other recognition of a past holder of such 

office.  A Kiwanian who has been elected to an office, and who actually served any 

portion of the term of office, shall be entitled to the insignia and any other recogni-

tion as a past holder of such office. 

4.  The purpose of the Kiwanis name, emblem and insignia is to identify with Kiwa-

nis International an individual, a group of individuals, a piece of printed matter, an 

object, or an article.  Permission to use the Kiwanis name or emblem in any manner 

shall be granted only if the permitted use is appropriate to the ideals, Objects and 

objectives of Kiwanis International. 

In passing upon requests for permission to use the name or emblem of Kiwanis In-

ternational, the following standards will guide the General office in determining the 

propriety of the proposed use.  The name, emblem or insignia shall not be used on 

an article or subject: 

a. Which is in poor taste, or 
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b. Which is to be used as part of a business promotion, or 

c. Which is of inferior quality or poor workmanship, or 

d. On which the name, emblem or insignia is inaccurately or inartistically repro-

duced, or 

e. In the normal use of which the name, emblem or insignia would be defaced or 

distorted, or 

f. Which will be stood, walked, or sat upon, or 

g. In conjunction or association with the name or trade make of a commercial 

enterprise, or 

h. Which is to be offered for sale to the general public other than as a fund rais-

ing project of a Kiwanis Club, or 

i. Which may contain or be used with alcoholic beverages, or 

j. Which may be used for gambling purposes, or 

k. Which will substantially compete with similar items listed in the Official Kiwa-

nis Supplies Catalog. 

151.  FLAGS 

1.  Display of flag 

All United States Kiwanis clubs are urged to display the United States flag at eve-

ry Kiwanis Meeting. 

2.  Protocol 

In the United States, the display and use of and Pledge to the flag of the United 

States shall be in accordance with the official flag code as adopted by the United 

States Congress.  Currently, the flag should be at the speakerôs right. 

154.  INTERCLUBS 

The District inter-clubs Chair will publish the policy for qualifying interclub meeting in the 

October issue of the Kiwanigam. 

157.  INSURANCE 

It is not the function of Kiwanis International, the MO-ARK District, or a Kiwanis Club to 

provide or to participate in a plan for the provision for life insurance for Kiwanis mem-

bers.  However, through a per member assessment annually, liability insurance will be 
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provided for the club and for members when on a Kiwanis activity as stipulated in Article 

XIX, Section 1 of the International Bylaws. 

160.  LIEUTENANT GOVERNORS ï ASSISTANT TO 

This District organization does not provide for assistant Lieutenant Governors.  Howev-

er, the Lieutenant Governors shall avail themselves of the services of the Lieutenant 

Governors-Elect and the Past Lieutenant Governors.  The Lieutenant Governors are ex-

pected to contact the Lieutenant Governor-elect and the Past Lieutenant Governors 

when their services are needed. 

165.  TERMS OF DISTRICT CHAIRS 

Service as a District Committee Chair or Administrator is at the discretion of the District 

Governor.  All District Committee Chairs and Administrators must be a Kiwanis member 

in good standing.  It is suggested but not required, that no District Chair or Administrator 

should serve in the same activity for more than two consecutive years.  In certain cases 

which interface with KI, like Key Club, Circle K, Builders Club, K-Kids, International 

Foundation and the Aktion Committees, it is recognized that successive terms of one 

Administrator or Chair may be desirable. 

168.  CANDIDATES FOR KIWANIS INTERNATIONAL OFFICE 

1. Purpose 

Districts may offer candidates for election to the positions od Kiwanis Internation-

al Trustee, Vice President, President-Elect, and president at the Kiwanis Interna-

tional Convention.  Kiwanis International Bylaws require that any candidate be an 

active member of a Kiwanis club and be in good standing; be a Past District Gov-

ernor; and be endorsed by the Past District Governors Committee, the District 

Board, or the delegate body of the District at convention. 

 Districts may have only one member of the Kiwanis International Board at a time 

and there must be a one year ñdark yearò between District representation on the 

Kiwanis International Board. 

2.       Qualifications of Candidate 

a. Must be a Past District Governor 

b. Must express the written commitment to devote the time and financial assets          

to serve. 

c. Must express the written commitment to meet the financial obligations to run 

effective and appropriate campaigns.  It has been the history of the MO-ARK Dis-

trict that the candidate bares the expense of their campaign.   While the District, 

the MO-ARK Fund or other sources may offer limited financial support, the candi-
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date should not expect financial support and must be prepared to incur the cost. 

d. Must be endorsed by the majority vote of the Past Governorsô Council. 

e. Must be endorsed by the District Board or delegate body at District convention. 

3. Procedure 

a. At least one year prior to the election, any potential candidate shall advise the 

District Governor and International Leadership Committee Chair of their interest 

in becoming a candidate.  The Governor and the International Leadership Com-

mittee Chair shall notify all Past District Governors and the International Leader-

ship Committee of the Interest. 

b. The Governor and International Leadership Committee Chair shall request any 

other potential candidates to state their interest and establish a time line for po-

tential candidates to make their case to the Past Governorsô Council. 

c. The Past Governorsô Council shall endorse or withhold endorsement of the 

candidacy.  The criteria shall be the best interest of the District and Kiwanis Inter-

national.  Consideration shall be given to the history and performance of the can-

didate in the District and the potential for their being elected. 

d. the Past Governorsô Council shall only endorse one candidate, and may elect 

to withhold its endorsement of all candidates. 

e. Upon the endorsement of the Past Governorsô Council, the candidate shall ob-

tain the endorsement of the District Board or the Delegate body at District con-

vention (preferably both, if time allows). 

169.    INTERNATIONAL LEADERSHIP COMMITTEE 

1. Committee Purpose 

The International Leadership Committee shall be formed each year for the purpose of: 

a. Evaluating and making recommendations to the District Board and delegates 

to the International Convention concerning candidates for Kiwanis Internation-

al office; proposed amendments to the Kiwanis International By Laws; and 

proposed resolutions to be offered at the Kiwanis International convention; 

b.  Evaluate and/or recommend proposed actions of the District Board which af-

fect the purposes of the committees; and 

c. When the MO-ARK District has a candidate for international office, to promote 

that candidacy. 

2. Committee Formation 



 MO-ARK District Policy and Procedure Manual 

19 

In those years when the MO-ARK District does not have a candidate for international 

office or a member of the Kiwanis International Board, the Committee shall consist of: 

a. A Chair appointed by the District Governor, in consultation with the Past Gov-

ernorsô Council.  This individual shall be a Past District Governor and be an 

active member of a club in the MO-ARK District; All current and past Kiwanis 

International Officers who are an active member of a club in the MO-ARK Dis-

trict;  

b. The District Governor, Governor Elect, Immediate Past Governor, and Secre-

tary/Treasurer; 

c. Two members appointed by the District Governor.  These individuals shall be 

the Past MO-ARK District Governors and be an active member of a club in 

the MO-ARK District; 

d. Two members appointed by the District Governor.  These individuals shall be 

Past Lieutenant Governors and be an active member of a club in the MO-

ARK District. 

e. Such other members as the Governor shall determine appropriate. 

In those years when the MO-ARK District has a candidate for International office or a 

member of the Kiwanis International Board, the International Leadership Committee ap-

pointments shall be made by members of the International Leadership Committee. the 

candidate for International Office or the International Board.  Those who serve on the 

International Leadership Committee by virtue of the District Office or Kiwanis Interna-

tional Office they hold or have held shall continue to serve as members of the Interna-

tional Leadership Committee. 

3.  Administration of Funds 

In addition to the Chair, in any year that the Committee maintains, receives or raises 

any funds, a MO-ARK District Kiwanis Treasurer shall be appointed by the Chair from 

among the members of the committee.  The treasurer shall accurately maintain a record 

of all funds received and disbursed.  The committee on its own initiative may raise funds 

or receive funds from the District or from any other source, including public contribu-

tions.  Funds shall be distributed only in support of the objectives of the committee and 

is directed by a majority vote of the committee members.  Surplus funds may be invest-

ed at the direction of a majority of the committee.  Records of the finances of the com-

mittee shall be available to the District Officers and District Board upon request. 

4. Record Keeping 
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Recognizing that discussion of candidates, prior commitments of the District and prior 

commitments to the MO-ARK District to raise issues which necessarily need to be held 

in confidence, no record except as to the final decisions of the committee to support or 

not support a candidate shall be kept.  The Chair shall maintain a record of all recom-

mendations of the committee and that record shall be delivered to the District Governor 

and be provided to all subsequent International Leadership Committee Chairs. 

5. Committee Procedure 

Any request for endorsement of any other Districts candidate for International office, in-

cluding but not limited to the request for a nomination or second, shall be referred to the 

Chair of the International Leadership Committee for report to the committee. 

The Chair of the International Leadership Committee shall be the official spokesperson 

for the International Leadership Committee. 

The Committee and its Chair shall be governed by the decision of the MO-ARK Districtôs 

candidate for International office or member of the International Board (when MO-ARK 

has one). 

Deliberations of the committee shall consider the historical relationships with Districts 

and prior commitments. 

The District Governor shall be kept well informed of any action of the committee. 

The committee shall meet on an ñas neededò basis and may meet in person, telephoni-

cally, by email, or other such manner acceptable to a majority of the committee. 

6.  District Caucus at International Convention 

A caucus of the District delegates to any International Convention shall be held.  All del-

egates are required to attend.  The meeting shall be conducted by the International 

Leadership Committee and moderated by the International Leadership Chair. 

At the caucus, knowledgeable individuals will be assigned and be prepared to discuss 

1.) candidates, 2.) amendments, and 3.) resolutions.  To the extent that time allows all 

others wishing to be heard on these matters will be heard.  The International Leadership 

Committee will make recommendations to the delegates based on its consideration of 

the qualifications of the candidates and/or the appropriateness of amendments and res-

olutions.  If delegates do not have personal preferences, the recommendations of the 

International Leadership Committee should be given priority consideration for the dele-

gateôs vote. 

7. Reserved Seating at Delegate Sessions of the International Convention 
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Where matters requiring a vote are to be considered at a convention session, adequate 

seating on the first row or most accessible area of the District seating should be re-

served for the District Officers, Past Governors, and members of the International Lead-

ership Committee to allow prompt consultation among these persons and members of 

other Districts when necessary. 

171.  Earl Collins FOUNDATION 

The Earl Collins Foundation, Inc. is a separate corporation governed by its own officers 

and Board of directors.  The foundation is a 501c3 corporation. 

The foundation meets two times annually and more often if needed.  The Foundation 

Board will determine the projects it will support.  Funds are raised by contributions from 

Kiwanians and clubs and are invested in federally insured accounts. 

The foundation was organized in 19__ and was established to assist the MO-ARK Dis-

trict of Kiwanis International in receiving tax deductible donations.  The Foundation, in 

addition to other projects, acts as a depository for funds set-aside for future purposes 

such as local scholarships. 

An annual financial report will be submitted to the Board. 

172.  CLUB STATUS 

1.  Club in Good Standing 

To be ñin good standing,ò a Kiwanis club most comply with the Essential Actions  

of a Kiwanis club as defined by the International Board, which are as follows: 

a. Comply with all provisions of the Bylaws, Policies, and Procedures of Kiwanis 

International and its district. 

b. Comply with the current Standard Form for Club Bylaws, modified as ap-

proved by the International Board of Trustees. 

c. Implement community service projects, including those that support Young 

Children Priority One and district goals for the Worldwide Service Project (if 

any). 

d. Sponsor or support a K-Kids Club, Builders Club, Key Club, or Circle K Club. 

e. Maintain an active membership of not less than fifteen (15); set a goal of a net 

increase of at least one (1) member per year; and stage pre-induction orienta-

tion and formal induction of nw members.  Pay dues, subscriptions, and other 
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obligations to Kiwanis International and its district within ninety (0) days after 

such amounts are due. 

f. Meets at least twice monthly with a well-managed, informative, and fun club 

meeting which contains an informative program and follows a timed agenda. 

g. Schedule board meetings at least once a month. 

h. Monies received from fund-raising projects in which the public participates of 

from members or others for service activities sponsored by the club, shall be 

segregated from the administrative funds and shall be used only for charita-

ble, religious, and eleemosynary activities. 

i. Complete the annual club organization, including the election and reporting of 

officers and the appointment of committees. 

j. Have the incoming President and Secretary participate in Club Leadership 

Education. 

k. Participate in district and division activities, including the fulfillment of its club 

delegate obligation to district conventions. 

l. File all reports as required by Kiwanis International and by the District. 

 

2. Club ñNot in Good Standingò 

A Kiwanis Club is ñnot in good standingò when it fails to meet any of the require-

ments set forth above and is so determined by the District Board or the Interna-

tional Board of Trustees. 

3. Action taken by the District Board 

 

a.  Before the District Board finds that a Kiwanis Club is not in good standing, a 

written notice of violation(s) must be sent to the Club President, Club Secre-

tary, Lieutenant Governor, and the Executive Director of Kiwanis Internation-

al. 

b. Such club will be given at least thirty (30) days to respond to such violation(s), 

and may request a hearing on such violation(s) before the District Board. 
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c. When a District Board finds that a Kiwanis Club is not in good standing, such 

District Board may either refer the entire matter to the International Board or 

place the club on probation for a period not to exceed six (6) months. 

(1) A copy of the findings and conditions to be met to eliminate the proba-

tion must be sent to the Club President, Club Secretary, Lieutenant 

Governor, and Executive Director of Kiwanis International. 

(2) If the club makes improvements, the probation may be extended b y 

the District Board for an additional period not to exceed three (3) 

months. 

d.  At any time the entire matter, together with a copy of all proceedings, corre-

spondence, and their recommendations, may be referred by the Club, or the 

District Board to the International Board of Trustees, or the International 

Board of Trustees may initiate a review of such proceedings. 

4.  Action to be taken by the International Board of Trustees. 

Failure to pay dues or other financial obligations to Kiwanis International or the Dis-

trict for disciplinary action. 

Dues and subscriptions are due to Kiwanis International thirty (30) days from the bill-

ing statement. 

 Steps to follow before a club can be designated ñNot in Good Standingò 

a. Before the International Board of Trustees finds that a Kiwanis Club is ñnot in 

good standingò a written notice of the violation must be sent to the Club Presi-

dent, Club Secretary, District Governor, District Secretary-Treasurer, and Lieu-

tenant Governor.  Such club will be given at least thirty (30) days to respond to 

such violation(s). 

b. When the International Board of Trustees finds that a Kiwanis Club is ñnot in 

good standingò such Board may suspend service to the club and/or place the 

club on probation for a period not to exceed six (6) months.  A copy of the find-

ings and conditions to be met to eliminate the probation must be sent to the Club 

President, Club Secretary, District Governor, District Secretary-Treasurer, and 

Division Lieutenant Governor.  If the club makes improvements, the probation 

may be extended for an additional period not to exceed  three (3) months. 

c. If the violations have not been corrected by the club within the probation period, 

the International Board may, under International Bylaws Article IV, suspend or 

revoke the clubôs charter and/or prevent the club from using the Kiwanis mark(s). 
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175.  TRADITION AND PROTOCOL 

1. SEATING ARRANGEMENTS (With spouse or partner if attending) 

FOR VISIT OF INTERNATIONAL PRESIDENT (or other International Officer) 

Invocator 

Other honored guest(s) in order of importance   

Secretary-Treasurer 

Lieutenant Governor, Host Division 

Governor-Elect International 

Presiding Governor, Host 

Other program participants 

International Officer(s) Immediate 

Past Governor 

Club President ï Host City 

Other honored guest(s) 

Song Leader 

FOR VISIT OF DISTRICT GOVERNOR 

   Invocator 

   Lieutenant Governor, Host Division 

   Governor-Elect 

   Governor 

   President, Host Club 

   Other Program Participant(s) 

   International Officer(s) 

   Other Honored Guest(s) District 

   Secretary-Treasurer 

   Song Leader 

FOR VISIT OF LIEUTENANT GOVERNOR 

   Invocator 

   Other honored guest(s) in order of importance 

   Lieutenant Governor 

   Club President 

   Other program participant(s) 

   Vice-President 

   Club Secretary 

   Song Leader 
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2.  TERMINOLOGY 

 a. All committee heads shall be called chairs or administrators. 

 b. All references to members should be gender neutral. 

176.  District Advisory Committee 

The District Governor may at his or her discretion form an Advisory Committee to 

advise him or her. 

179.  Notification of Death of Hospitalization of Past Governor/Spouse or Cur-

rent Board Member. 

In the event of the death or hospitalization of a Past./Governor/Spouse or current 

Board Member, a notification will be sent to the MO-ARK District Governor and Sec-

retary-Treasurer.  Flowers will be sent from the MO-ARK District. 

 

 

 

200 

Administrative Procedures 

200.  ADMINISTRATIVE PROCEDURE 

Administrative procedure is a method or manner by which the District Officers shall 

exercise the powers of the District in directing, managing, supervising, and control-

ling the business operations and funds of the District. 

210.  DELINQUENT CLUBS, FINANCIAL ARRANGEMENTS WITH, AT CONVEN-

TIONS 

Prior to the District Convention, any financially delinquent clubs shall be notified that 

their official delegates cannot be seated unless the financial obligations to the Dis-

trict have been met. 

Frequently a member of a delinquent club arrives at a District Convention without 

knowledge of the clubôs delinquency.  The District Secretary-Treasurer working with 

the credentials Committee shall be authorized to cooperate with the clubôs repre-

sentative in an endeavor to have the obligations cared for through communication 

with the club, by acceptance of a personal check or note of the representative or in 
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some other way deemed mutually satisfactory to bring the club into good standing by 

payment of the obligation in order that the club may be ñofficially representedò by its 

member. 

215.  NEW CLUBS 

1.  Charter Presentation 

The Governor shall officially present the charter to each new club organized during 

his/her year as Governor.  If unable to present on charter night, he/she may appoint 

a District Officer or Past District Officer to act in his/her absence. 

a. The presiding officer at the charter presentation shall be the Lieutenant Gov-

ernor in office when the club was officially organized.  In his/her absence the 

Governor shall appoint the presiding officer. 

b. The new club gift from the Kiwanis International shall be a Club Secretaryôs 

kit.  The cost of any gifts shall be prorated, by the Lieutenant Governor, 

among the clubs in the division, or the Lieutenant Governor may arrange for 

specific gifts from specific clubs. 

c. New clubs shall send the following Dues per Charter Member to the District 

Office.  This is a onetime only for mailing new member add fees to the District 

Office.  After Charter night all fees are sent to Kiwanis International.  (Verify 

new member dues structure.) 

d. New Clubs will send Kiwanis International $50.00 for each New or Charter 

member. 

 

220.  CLUB DISSOLUTION 

1.  The Board of Directors should meet and vote to bring this before the clubôs     

membership. 

2.  Written notification shall be sent to all members of the club no less than two 

(2) weeks prior to the meeting. 

3.  Approval of two-thirds (2/3) of the members present at the meeting. 

4.  If approved/passed, the club is required to satisfy all debts owed to Kiwanis 

International, District, and any debts they may owe in general. 

5.  The club should distribute any remaining funds and/or assets from the Service 

Account to the charities for which the funds were raised, or to the Kiwanis Inter-

national Foundation.  The membership will decide how to distribute the funds 

from the Administrative Account after all bills and obligations are satisfied. 
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6.  If the club is incorporated, they must dissolve the corporation with the state 

the club resides in. 

7.  A letter should be sent to Kiwanis International stating the club has dissolved, 

effective date, number of members at the meeting, number in favor of the disso-

lution.  A copy should also be sent to the District office and Lieutenant Governor.  

The Lieutenant Governor should retrieve the gong, gavel, and banners of the 

club. 

8.  Members of the club should be encouraged to join another club within 6 

months to avoid paying additional processing fees. 

225.  GUIDELINES FOR ELECTION OF DISTRICT OFFICERS 

See ARTICLE X DISTRICT BYLAWS 

226.  CANDIDATES RUNNING FOR DISTRICT LEVEL OFFICE 

1. Shall announce candidacy for Secretary-Treasurer on or after October 1 and 

before March 14 of the administrative year during which the election will take 

place. 

2.  The official notification of candidacy shall be in the form of a letter of intent ap-

proved by his/her Kiwanis Club and delivered to the Secretary-Treasurer by the 

candidate. 

3.  Once candidates have declared their candidacy, they will be considered a 

candidate until the Secretary-Treasurer receives a letter of withdrawal.  The Sec-

retary-Treasurer shall acknowledge the withdrawal.  Notification of withdrawal will 

be sent to the District Board and the Chair or the Screening and Nominating 

committee. 

4.  A candidate for District Secretary-Treasurer shall not announce or campaign 

directly or indirectly until October 1 of the administrative year in which the elec-

tion will occur. 

5.  District policies for campaigning shall be sent to each announced candidate 

by the District Office. 

6.  When requested by an announced candidate, the District Office shall provide 

an electronic database of the following:  Lt. Governors, Lt. Governors-elect, Club 

Presidents, Club Secretaries, District Committee Chairs, and Past District Gover-

nors.  At the option of candidate, the District Officer shall provide two (2) sets of 

mailing labels in lieu of the database file. 

7.  An announced candidate may send promotional material to any Kiwanian af-

ter the Secretary-Treasurer has received notification of candidacy. 

8.  All candidates will be invited as observers at Board Meetings and Finance and 

Budget meetings. 
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227.  INFORMATION OF CONFERENCES, CONVENTIONS, AND GENERAL CAM-

PAIGNING 

 1.  The author of any campaign communication must be clearly identified. 

2.  Convention site campaign activity shall only be conducted at the candidateôs 

convention space and the candidateôs own hospitality site is described as hotel or 

convention center function space and adjoining hallways and foyers.  Candidates 

will assure that campaign supporters and workers do not block entry and exit way 

to convention facilities.  Each candidate will be provided with one standard cost-

free space at Mid-Year and district Convention.  Promotional material and up-

keep of space shall be at candidateôs own expense. 

3.  All campaign material shall be prohibited on stage during any conference or 

convention session and by presenters at any seminar and when on duty on be-

half of any District Committee. 

228.  ACTIVE AND PERSONAL CAMPAIGNING 

1.  All candidates shall be responsible for the actions of their committees and 

supporters, and shall accept full responsibility for their campaigns. 

2.  A campaign visit may be made to a division function, other than the division of 

the candidateôs primary club, only be written invitation by the Lt. Governor.  If an 

invitation is extended to one candidate, that candidate must inform the Lt. Gover-

nor extending the invitation that all candidates for the same office must be invited 

to the same meeting. 

3.  Same wording above applies to a Club meeting and the Club President. 

4.  Campaigning or campaign material of any kind is not permitted at the official 

visit of the Governor. 

5.  A candidate and committee members shall promote only their candidacy and 

shall not campaign against any other candidate. 

6.  Candidates shall not solicit or allow the aid of members of Kiwanis Service 

leadership Programs in their campaign. 

7.  Candidate Campaign Chair will provided the Screening and Nominating Com-

mittee Chair and the District Office with a list of all their campaign committee 

members. 

229.   ELECTION OF TRUSTEES 

The election of Trustees shall be held in accordance with Article X of the MO-ARK By-

laws.  (Refer to District Bylaws, Article X, Section 3). 
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230.  ELECTION OF LIEUTENANT GOVERNORS AND LIEUTENANT GOVERNORS-

ELECT 

The election of Lieutenant Governor and Lieutenant Governor-elect shall be held in ac-

cordance with Article X of the MO-ARK Bylaws.  (Refer to District Bylaws, Article X, 

Section 2.) 

235.  PROCEDURE FOR CHANGING CLUB NAME 

In order for a club to change its name, the club must accomplish the following: 

1.  Written approval from the division (Lt. Governor) of the proposed name; 

2. Written approval from the District Office of the proposed new name that will 

be sent to Kiwanis International; 

3. After approval, amend or update Clubôs Bylaws to change the club name to 

that name which has been approved; (Two copies of the amended or updated 

bylaws must be sent to Kiwanis International.) 

4. The club must also amend its Articles of Incorporation to change its corporate 

name to that name which has been approved.  (A copy of the Certified 

Amendment, showing date of filing by the State, must be sent to Kiwanis In-

ternational.) 

When all necessary materials have been received, Kiwanis International will issue the 

official change in name. 

NOTE:  When a club is in the process of changing its name, the club cannot use the 

new name until it receives notification, in writing, that the new name has officially been 

issued by Kiwanis International.  To do otherwise, would simply create confusion upon 

the part of the Division, District, and Kiwanis International Office. 

All materials must be sent to: 

Kiwanis International 

Attn:  Club Services Department 

3636 Woodview Trace 

Indianapolis, Indiana 46268-3196 

(317) 875-8755 or 1-800-KIWANIS (1-800-549-2647) 

240.  PROCEDURE FOR ADDING/DELETING/CHANGING DIVISION BOUNDARIES 
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From time to time there may be a need to change Division boundaries or split divisions 

due to club growth.  Proposals for such changes can be petitioned by either the effected 

club(s), the Lieutenant Governor, or District Board. Steps for such procedure shall be as 

follows: 

1.  Lieutenant Governor Request: 

When such changes are recommended by the Lieutenant Governor, he/she must 

supply the District Board duly signed Letters of each club president and secretary 

describing the desire of their respective board. 

2. Club Request: 

Clubs can petition directly to the District Board upon request of their official 

board.  In turn, the District Board shall notify the Lieutenant Governor and togeth-

er they will seek letters of recommendation or denial from affected clubs.  The 

matter will be submitted to the District Board for final action. 

3. District Board Request: 

When the request comes directly from the District Board, the Lieutenant Gover-

nor will be notified, and responses from the clubs will be solicited by the District 

Board. 

In any and all cases, final decisions rest with the MO-ARK District Board., as division 

boundaries are primarily established for efficient District Administration.  Though the 

Board is empowered to make the final decision, club desires are to be considered as 

viable input. 

Regardless of the method of solicitation, the Governor shall appoint a committee to 

examine all facts of the change, and their recommendation shall be considered at 

the next scheduled board meeting. 

In case of a new Division, they must have their Lieutenant Governor-Designate 

elected, and he/she must have attended the Governor-electôs Lt. Governor training 

or arrangements made for training. 

Unless unusual circumstances dictate otherwise, all changes of division boundaries 

shall be effective on October 1 of the next administrative year.  If the Governor-Elect 

objects, in that event, the changes shall become effective the October 1
st
 one year 

later. 

250.  REVIEW OF PAID AND APPOINTED ADMINISTRATORS 

An Administrative Review Council consisting of the District Secretary-Treasurer, 

Governor-elect, Governor, Immediate Past Governor, and the Chairman of the Past 

Governors Committee, will review all appointed and paid administrative personnel.  
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The normal administrators to be reviewed annually for job performance are Circle K 

Administrator, Key Club Administrator, Builders Club Administrator, and K-Kids Ad-

ministrator.  The review will be presented to the Board. 

 

 

 

 

300 

Budget and Finance 

301.  ACCOUNTING RECORDS AND PROCEDURES 

Accounting records shall be maintained and accounting procedures will be followed 

in accordance with generally accepted accounting principles.  District will control its 

finances through an adequate budget system, and financial matters will be conduct-

ed on sound, conservative principles. 

305.  FINANCE AND BUDGET COMMITTEE 

Section 1.  The District Board of Trustees shall act as the Finance and Budget Com-

mittee. 

The functions of the Board of Trustees, in regards to finance and budget are: 

A. To know the operating plan and procedures of the MO-ARK District and its finan-

cial status. 

B. To analyze the annual budget as presented to the Board and to approve the 

budget at the District Convention.  Review the reports of financial operations and 

the annual reports of the auditors for the District and its Service Leadership Pro-

grams, and to make any recommendations concerning such reports to the Board. 

C. To determine the financial effect of matters considered by the Board. 

D. To examine carefully and regularly the accounting system of the District Office. 

E. Any money request (outside of the budget limits or new) shall come to commit-

tee, then to the Board for approval. 

Section 2.  Request for Funds not Budgeted 
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A.  Any request for funds not budgeted shall be in writing to the District Secretary/

Treasurer, and sais request shall be handled as a request for a budget change or 

modification.  Such request shall be considered on the basis of need and the fi-

nancial status of the District at the time the request is made. 

B. Expenditures authorized or obligations incurred by the District Officers, Commit-

tee members or any persons for non-budgeted items will be the personal respon-

sibility of the person authorizing the expenditure or obligation. 

Section 3.  Meetings 

A.  In addition to the initial Budget meeting, which is held before May 1
st
, the Fi-

nance and Budget Committee will meet at least three times during the adminis-

trative year.  The Finance and Budget Committee will meet at such a time and 

place as the Chairperson of the Committee may designate. 

B. Special meetings may be called by the Governor, the chairperson, or a majority 

of the committee. 

C. At least two weeks written notice shall be given for a regular meeting.  Special 

committee meetings will have 72 hours of notice required. 

D. A quorum of the Finance and Budget Committee shall consist of a majority of the 

members of said committee. 

Section 4.  Purpose of Meeting 

A.  First meeting (prior to May 1) prepare General Budget and confirm District Con-

vention Budget. 

B. Second meeting prior to District Convention Financial Operations to date, budget 

changes and variations. 

C. Third meeting prior to Mid-Winter Conference Financial Operations to date, budg-

et changes and variations.  Preliminary District Convention Budget. 

Section 5.  Review of Contracts and Agreements 

To carry out its functions and responsibilities, the Finance and Budget Committee 

may review all contracts, insurance policies, salary schedules, leases and other doc-

uments pertinent to the financial structure of the District. 

306.  BONDING 

The District Board and assistants who handle funds shall be bonded. 
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307.  AUDIT OF RECORDS 

The audit of records shall be held in accordance with Article XV of the MO-ARK By-

laws.  (Refer to District Bylaws, Article XV, Section 3). 

 

308.  PAYMENT PROCEDURE 

All checks of the District will require one signature.  Persons eligible to sign will be 

authorized by the current Board. 

309.  DEPOSITORY INSTITUTIONS 

The Board will approve all depository institutions 

310.  TRAVEL FUNDS and OTHER EXPENSES 

The committee on Budget and Finance shall consider available travel and reim-

bursement funds in the budget for District Officers and certain committee chairs.  

Reimbursement of travel and other expenses shall be provided for in the approved 

budget. 

311.  REIMBURSEMENT OF TRAVEL and OTHER PAYMENTS 

1.  The District Secretary/Treasurer shall fulfill requests for reimbursement of ex-

penses  in accordance with the district policies and budget. 

 

 

313.  DISTRICT INVESTMENT POLICY 

A.  The finance and Budget Committee shall review the District procedure for the in-

vestment of funds. 

B.  A subcommittee consisting of the executive Director, the District Secretary-

Treasurer, and the Finance Committee Chairperson shall have the authority to select 

financial institutions, purchase and/or sell securities and/or reinvest proceeds from 

the sale or maturity of securities in accordance with current investment policy. 

Such as:  Investment of funds shall be permitted for a term not to exceed four years 

in savings accounts of banks, savings and loan associations, United States govern-

ment or agency obligations, mutual funds and other appropriate money instruments.  
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Such investments will be made taking into consideration the probable time that such 

funds will be used, rate of return, liquidity, and safety of funds. 

314.  TRUSTEE EXPENSE 

The District Board of Trustees will determine what Trustee expenses will be reim-

bursed and will budget for the expenses.  Mileage reimbursement shall be based on 

round-trip mileage to Board Meetings, District Convention, and three (3) visits to 

each Division.  In addition, an allowance will be made for International Convention 

expenses and for incidental expenses such as postage and telephone, the amounts 

for these payments are to be determined by the Board of Trustees and are not in-

tended to fully compensate the Trustee for their out of pocket expenses. 

Payments are determined by the District Secretary/Treasurer. 

The amount budgeted for attendance at the International Convention shall be paid 

after  the Convention and only if the Trustee attends the convention.  Any unused 

amounts for Trustee expenses or allowances should be returned to the General 

Funds. 

315.  LIEUTENANT GOVERNOR EXPENSE 

The District Board of Trustees will determine what Lt. Governor expenses will be re-

imbursed and will budget for the expenses.  Mileage reimbursement shall be based 

on round-trip mileage to Board Meetings, District Convention, and three (3) visits to 

each club.  In addition, an allowance will be made for International Convention ex-

penses and for incidental expenses such as postage and telephone, the amounts for 

these payments are to be determined by the Board of Trustees and are not intended 

to fully compensate the Lt. Governor for their out of pocket expenses. 

Payments are determined by the District Secretary/Treasurer. 

The amount budgeted for attendance at the International Convention and District 

Convention shall be paid at the Convention and only if the Lt. Governor attends the 

convention.  Any unused amounts for Lieutenant Governor expenses or allowances 

should be returned to the General Funds. 

No funds shall be budgeted for expenses of Lt. Governor-Elect except that an allow-

ance may be included in the Budget to encourage attendance at the International 

Convention and District Convention prior to the Lt. Governor-elect becoming Lt. Gov-

ernor.  The Board of Trustees will make the decision on Lt. Governor-elect expens-

es. 

324.  FUND RAISING 
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1.  Monies received by Kiwanis Clubs from fund-raising projects in which the public        

participates for the activities sponsored by the club shall be segregated from the ad-

ministrative funds of the club and shall be used only for the charitable, educational, 

religious, and eleemosynary activities of the clubs.  Expenses of fundraisers may be 

paid out of these fund-raising monies. 

2.  For the purpose of clarifying the intent of its official policy, the Board makes the 

following interpretation concerning the provisions of Section 8 of Article IV of the In-

ternational Bylaws, which reads as follows: 

ñChartered clubs may participate in lotteries, raffles, drawings, or other games of 

chance, provided they are not in contravention of the laws, mores, customs, and tra-

ditions of the country, of the state, of the location in which the club exist.ò 

Such approval so granted does not constitute official endorsement of such activities 

by the MO-ARK District. 

3. ñNothing contained herein shall permit any chartered club by its activities to im-

pugn the good name of Kiwanisò is interpreted to cover activities both within and 

without the meetings of the club as determined by the Board. 

4. In view of the tendency of some clubs to overlap their respective area for solicit-

ing funds, clubs in overlapping areas shall meet jointly and agree upon soliciting 

procedure when one of the clubs proposes to undertake a new solicitation pro-

ject.  Clubs and/or divisions who wish to expand these projects outside their Divi-

sion must obtain the approval of the Board. 

 

5. Clubs shall not be circularized for the sale of any commercial product, whether 

the same is sold by another Kiwanis Club or otherwise.  No club shall circularize 

other clubs for the promotion of any project or program outside of its District with-

out prior approval of Kiwanis International. 

 

339.  MEMBERSHIP DUES AND FEES 

1.  Annual per member club dues 

Annual per member club dues must be sufficient to cover payment of the following 

amounts: 

$20.00 District dues 
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$66.00 International Dues ï includes Intôl dues, Magazine, and Liability Insurance 

The above amounts are subject to change by convention delegate bodies. 

2.  Inducting new members into existing clubs 

New member fees shall be collected as follows: 

KI New member fee  $50  

MO-ARK Dues    20 

Total to KI     70 

340.  CLUBS, ADJUSTMENT OF FINANCIAL INDEBTEDNESS 

Should conditions within a club develop or circumstances arise which bring the club into 

financial difficulties, the facts shall be studies by the Board.  The history of the club shall 

be reviewed and should the facts warrant it, upon written approval of the Governor, ex-

tension of time may be granted and every effort made to assist the club in fulfilling its 

obligations.  Should conditions necessitate it, the Board may authorize cancellation of 

district indebtedness in order to save the club. 

 

 

 

 

 

 

 

 

 

 

 

 

 

400 
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AWARDS AND RECOGNITION 

405.  ACHIEVEMENT AWARDS 

The awards listed in this section are intended as continuing annual activities.  They 

make provisions for promoting recognition of exceptional and outstanding performance 

rendered throughout the administrative year. 

Their criteria and qualifying requirements are subject to change as conditions dictate. 

Each yearôs Governor, his/her Lt. Governors, and his/her District chairs are encouraged 

to consider other awards and recognitions that may help to achieve the goals of their 

respective area of responsibility. 

However, none should be undertaken without thorough planning and prior approval, in-

cluding a provision for adequate financing, personal or otherwise, is assured to carry 

forward the awards objectives. 

It must be understood that all awards and recognitions are for exceptional and continu-

ing performance throughout the administrative year. 

The District Committees responsible must develop rating criteria and be prepared to an-

nounce it to the membership no later than the first issue of the Kiwanigram of the ad-

ministrative year-copy deadline September 10. The following District and International 

Awards and recognitions are intended to recognize enthusiastic leadership, reward ad-

ministrative excellence, to encourage membership interest and improve program quality 

and generate productive activities: 

1. ADMINISTRATIVE EXCELLENCE AWARDS: 

Distinguished Club Award 

 Distinguished Lt. Governor Award 

2. MEMBERSHIP GROWTH AWARDS 

 

KI Growth Achievement 

New Club Building 

New sponsored K-Family Clubs 

 

3. SERVICE PROJECT AWARDS 
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Major emphasis Awards 

Young Child Priority One 

 

 

 

 

4. MEMBERSHIP INVOLVEMENT AWARDS 

 

Inter-clubbing Awards 

Outstanding Kiwanian Award 

Life Member 

     Any Kiwanian holding active, privileged or senior membership may be granted    

life member status on a one time payment of a fee of fifteen (15) times the annu-

al International dues.  Refer to the Administrative Manual or Policy and Proce-

dures for the current requirements. 

Legion of Honor 

     A Kiwanian who has held membership of twenty-five (25) years or more, not 

necessarily consecutive years, in any one or more Kiwanis clubs becomes eligi-

ble for the ñLegion of Honor.ò 

     Within the framework of the Legion of Honor plan, recognition shall be given 

each five year period of membership service beginning with twenty-five (25) 

years, with an appropriate certificate and insignia. 

 

5.  KIWANIS INTERNATIONAL FOUNDATION AWARDS 

NOTE:  All awards and recognitions are Banner Patches, unless otherwise not-

ed. 

 

6.  AWARD CLASSIFICATIONS 

Awards will be given to designated winning clubs in each membership size cate-

gory based upon the reported membership October 1
st
. 

Gold:  51 or more members 

Silver:  21- 50 members 

Bronze 1-20 members 
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425.  DISTINGUISHED CLUB AWARD 

These are awards by Kiwanis International.  Full information is supplied each year as to 

criteria and rules for qualifying. 

This banner patch award will be presented to the club at a district function following the 

administrative year in which it was earned. 

440.  AWARDS FOR MEMBERSHIP GROWTH 

Since membership retention and growth is an on-going concern of vital importance, it is 

expected that each earôs District Chair will develop an awards program to recognize out-

standing performance endeavor 

----- By individual Kiwanians 

----- By Kiwanis Clubs 

----- Or by Divisions 

Specific details for such awards and recognitions must have the approval of the Gover-

nor. 

The finalized program should be developed and available for announcing to the District 

membership at the beginning of the administrative year. 

455.  AWARDS FOR INTERCLUBBING 

A responsibility of the District Committee on Interclub Contest. 

PURPOSE OF INTERCLUBS 

To develop fellowship and involvement of club members with each other and with mem-

bers of other K-Family clubs; to exchange programs and ideas with other clubs, to the 

mutual benefit of each. 

460.  POLICY ON INTERCLUBS 

The rules for inter-clubs requirements, receiving banner patches, and filing monthly re-

ports will be published by the District Interclub Committee. 

470.  MO-ARK DISTRICT FOUNDATION ï EARL COLLINS -  AWARDS 

The District foundation has developed a banner patch available to clubs, based on their 

annual or accumulated contribution to the Foundation.  Complete information on this 

patch can be found on the MO-ARK website www.mo-ark.or 

480.  KIWANIS INTERNATIONAL FOUNDATION 
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A charitable foundation provides Kiwanians with an opportunity to perpetuate the ideals 

and principles of the organization, even after their death.  The Board of Trustees of Ki-

wanis International endorsed the idea after long study, and on April 4, 1939, an applica-

tion was filed for the creation of a not for profit organization.  The formal certificate was 

issued in Springfield, Illinois, on April 7, 1939, to the Kiwanis International Foundation, 

Inc. to more accurately reflect its scope. 

The International Foundation awards clubs who voluntarily contribute $5 per member to 

the annual KI Foundation Celebration.  Clubs with 19 members or less $100 minimum 

contribution per club. 

486.  GOVERNOR MEDALLION 

This award is in recognition of individuals whose service through Kiwanis has been an 

example to other club members, preferably beyond the local level.  The person should 

have held a recognizable leadership position within Kiwanis over a period of time.  Lon-

gevity of Kiwanis membership, by itself, shall not be criteria for this award.  The Gover-

nor may award a Governorôs Medallion on their own initiative and discretion.  The recipi-

ent will receive a medallion on a ribbon identifying the Kiwanian as an outstanding lead-

er. 

500 

CONVENTIONS and CONFERENCES 

505.  DISTRICT CONVENTIONS 

(See Article VIII, MO-ARK District Bylaws) 

The annual convention of the District shall be held at such place and date between 

March fifteen an September fifteen, as shall be mutually agreed to by the District Board 

and the Board of Trustees of Kiwanis International, except that no District Convention 

shall be held within a period of thirty (30) days following the convention of Kiwanis Inter-

national.  The District Convention is a District function and any profit or loss there from 

its attributable to the District. 

Special conventions of the District shall be called by the Governor upon the request of a 

majority of the chartered clubs in good standing, or upon the request of three fourths 

(3/4) of the members of the District Board. 

Before any District Convention is awarded to an city or area the following minimum re-

quirements should be considered: 

1.  An invitation from any chartered club for holding the annual convention in its city 

shall be delivered in writing to the District Secretary-Treasurer. 
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2. Sufficient first class hotel or motel rooms are committed. 

3. A suitable convention hall seating 500éwith an elevated stage, adequate lighting 

and electrical outlets, acceptable public address systems and the required num-

ber of separate meeting rooms for forums, clinics, and board meeting. 

4. Banquet facilities for 500 persons. 

5. Display rooms and areas in the mail flow of traffic for projects and displays. 

6. The Secretary-Treasurer shall select and District Board shall approve the Con-

vention site at least two years in advance.  The site of the District Convention 

shall be within the territorial limits of the District. 

7. The General Convention Chair shall be appointed by the person who will service 

as Governor during that convention. 

8. The official convention committee shall consist of the Governor, Governor elect, 

District Secretary-Treasurer and General Convention Chair.  The Governor for 

that convention year shall have final say in all matters. 

9. The committee will recommend a projected convention budget including the uni-

form registration for members and guest to the Board for approval by the end of 

October in the year prior to the date of the convention. 

10. The committee is charged with preparation of the Official Program including the 

selection of speakers. 

11. The method of handling hotel reservations and registrations shall be developed 

by the General Convention Committee. 

12. The General Convention Committee shall set the date after which no refunds will 

be made on cancellations or used fees paid. 

13. The General Convention Committee, through the Chair, shall file with the District 

Secretary-Treasurer three copies of a complete financial report of the convention 

within thirty (30) days after the event. 

14. The District Convention is a District affair and all funds are District funds. 

15. List of delegates, alternates, and delegates-t-large shall not be available to any 

group or individual before or during the convention for any purpose other than 

required by the bylaws or necessary for conducting the convention.  The list and 

updates of attendee shall be provided by electronic transmission to qualified can-

didates for District office at their request. 
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16. Exhibits allowed at District Convention shall be under the control of the General 

Convention Committee. 

17. In agreement with the provision of the District Bylaws, delegates-at-large are:  

District Governor; Governor-Elect; Secretary-Treasurer; Lieutenant Governors; 

active Past Governors in the MO-ARK District; and active Past Lieutenant Gover-

nors in the MO-ARK District. 

18. Attendance:  Every effort shall be made to have every club represented.  Con-

vention attendance shall be the responsibility of the District Governor and the 

General Chair as well as of the host club or clubs. 

19. The District Governor shall appoint the General Convention Chair and the Com-

mittee on Elections. Credentials, Resolutions, Bylaws, Sergeant-at-Arms, and the 

Parliamentarian.  Procedures will be established by these committees for vote 

counting, security ballots, approval of credentials, seating of delegates, pass-out 

check for delegates, complimentary meals, rooms, and other operating require-

ments of a successful convention. 

20. The District Convention Treasurer shall be bonded and/or included in an umbrel-

la bonding insurance policy written for the District. 

21. Club Presidents, Club President-Elects, and Club Secretaries are expected to 

attend. 

22. International Counselor and Partner if attending ï At the districtôs expense for the 

following will be provided: 

a.  Room and meals 

b. A dinner on Thursday night with the District Officers.  Arrangements for 

the dinner is the responsibility of the Governor-Elect. 

c. A gift ï Arrangements for the gift is the responsibility of the Governor-

elect. 

506.  DISTRICT CONFERENCES 

The District may hold a Mid-Winter Conference, the date and site to be selected by the 

District Governor. 

510.  DIVISION COUNCILS 

The Division Council shall be constituted as follows: 

1.  The Lieutenant Governor shall preside. 
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2. Council membership should include the Club Presidents, Club Secretaries, Im-

mediate Past Lt. Governor, and others as listed in the Division Agreement. 

3. Meetings, a minimum of four (4) per year shall be called by the Lieutenant Gover-

nor with due written notice to all members. 

4. As soon as possible, the Incoming Council shall meet and establish a schedule 

of meetings. 

5. If practical, the meetings should be held at different locations in the Division so 

as not to cause undue hardship on any members. 

6. The Lieutenant Governor should appoint one of the members to act as secretary. 
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600 

SPONSORED ORGANIZATIONS AND PROJECTS 

605.  CIRCLE K 

1.  The Governor-elect of Kiwanis will appoint the Circle K Administrator for his/her year 

as Governor no later than December 1 of the prior year. 

2.  Responsibilities of the Administrator: 

a. Assist Kiwanis Clubs in establishing Circle K Clubs and shall promote the con-

cept of continuing an effective sponsorship upon the part of the sponsoring Kiwa-

nis Club.  The Administrator shall be responsible for adequate supervision of the 

Circle K District organizationôs administrative functions with the Kiwanis District 

Boardôs approval.  

b. Report to the Kiwanis District Board on Circle K Club status. 

c. Certify any request for MO-ARK Outreach Fund. 

d. Certify to the District any request for reimbursement of travel or other expens-

es. 

e. Provide leadership training to Circle K Club District officers. 

f. Aid in building new Circle K Clubs in the District, in cooperation with local Kiwa-

nis Club sponsors. 

g. Work with Circle K Club District Officers in planning the Circle K District Con-

vention.  

h. Encourage, with the approval of the Kiwanis Governor, the attendance of the 

Circle K Club Governor at all Official District functions.  For the Kiwanis District 

Convention, the Circle K Governor will have the registration, meals, and hotel ex-

penses covered.  The MO-ARK District of CKI will in turn ensure that the Kiwanis 

District Governor and First Lady/Gent are covered for their attendance during the 
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Circle K District Convention.  Care should be taken that such invitations do not 

interfere unduly with the Participantôs education program. 

i. The administrator will attend at the request of the Kiwanis Governor Elect, the 

Lt. Governor-Elect training to provide information on the Circle K clubs in the MO-

ARK District. 

3.  The Administrator will provide the following: 

a. The names, addresses, and email of the current Circle K Board and Commit-

tee Chairs to the District Office. 

b. A list of all chartered Circle K Clubs in the District and their sponsoring Kiwanis 

Clubs. 

c. Information regarding required attendance and participation in Kiwanis District 

meetings. 

d. Any reports which the District, the Governor, or the Governor-elect will require. 

e. News copy for the Kiwanis District Bulletin.  Check with the Kiwanigram editor 

for deadlines. 

f. The Circle K Administrator shall approve any and all travel of the Circle K Club 

District Officers.  Any travel outside of the District, other than the Circle K Club 

International Convention shall require the approval/notification of the Kiwanis Dis-

trict Governor and the approval of the District Administrator. 

g. The District Administrator shall attend all Circle K Club Board meetings. 

h. The Circle K Club Administrator shall oversee and approve the location, fi-

nances, and workshops of the Circle K District Convention and other MO-ARK 

District events.  The District Administrator will provide the District Board a copy of 

the financial accounting of the convention or other event. 

4.  Finances 

a. All dues, both District and International, are mailed to Kiwanis International.  

Kiwanis International will then wire the District dues to Districtôs bank account.  

All other monies MUST be processed by the Kiwanis District Office. 

b. The Responsibility for the collection and follow up on the District and Interna-

tional dues is that of the Sponsoring Kiwanis Club. 

c. Suggested calendar for the Circle K administrative year. 
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May through October ï Identify potential new Circle K Clubs to be devel-

oped in the District during the coming year, and arrange for CKI Officers 

and Board to attend the Lt. Governor-Elect training conference. 

November ï Confirm that all Circle K Clubs have paid their dues to Kiwa-

nis International. 

December ï Confirm Circle K District Convention plans with the Circle K 

District Board; Forward to Circle K International the name of the city, 

dates, and hotel. 

January ï Review reactivation progress of all weak or non-meeting Circle 

K Clubs with sponsoring Kiwanis Clubs and Circle K District Officers. 

February through April ï Review final planning for District Circle K Con-

vention, hold convention and provide leadership training for new Circle K 

District Officers. 

May ï Complete chartering process for all newly formed Circle K Clubs. 

June, July, or August ï Attend Circle K International Convention. 

A detailed explanation of the Kiwanis Districtôs responsibilities for its Circle 

K District, as outlined in bulletin , (ñThe Circle K District ï Kiwanis District 

Functioningò) is available from Kiwanis International. 

610.  Key Club 

1.  The Governor-Elect of Kiwanis will appoint the Key Club Administrator for his/her 

year as Governor no later than December 1 of the prior year. 

2.  Responsibilities of the Administrator: 

a. Assist Kiwanis Clubs in establishing Key Clubs and shall promote the concept 

of continuing an effective sponsorship upon the part of the sponsoring Kiwanis 

Club.  The Administrator shall be responsible for adequate supervision of the Key 

Club District organizationôs administrative functions with the Kiwanis District 

Boardôs approval.  

b. Report to the Kiwanis District Board on Key Club status. 

c. Certify any request for MO-ARK Outreach Fund. 

d. Certify to the District any request for reimbursement of travel or other expens-

es. 
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e. Provide leadership training to Key Club District officers. 

f. Aid in building new Key Clubs in the District, in cooperation with local Kiwanis  

Club sponsors. 

g. Work with Key Club District Officers in planning the Key Club District Conven-

tion.  

h. Encourage, with the approval of the Kiwanis Governor, the attendance of the 

Key Club Governor at all Official District functions.  For the Kiwanis District Con-

vention, the Key Club Governor will have the registration, meals, and hotel ex-

penses covered.  The MO-ARK District will in turn ensure that the Kiwanis District 

Governor and First Lady/Gent are covered for their attendance during the Key 

Club District Convention.  Care should be taken that such invitations do not inter-

fere unduly with the Participantôs education program. 

i. Encourage the Key Club Officers and Board to meet with the Kiwanis Lt. Gov-

ernor-Elects at the Kiwanis Lt. Governor Training Retreat. 

 

3.  The Administrator will provide the following: 

a. The names, addresses, and email of the current Key Club Board and Commit-

tee Chairs to the District Office. 

b. A list of all chartered Key Clubs in the District and their sponsoring Kiwanis 

Clubs. 

c. Information regarding required attendance and participation in Kiwanis District 

meetings. 

d. Any reports which the District, the Governor, or the Governor-elect will require. 

e. News copy for the Kiwanis District Bulletin.  Check with the Kiwanigram editor 

for deadlines. 

f. The Key Club Administrator shall approve any and all travel of the Key Club rs.  

Any travel outside of the District, other than the Key Club International Conven-

tion  or Kiwanis Family Conferences shall require the approval/notification of the 

Kiwanis District Governor. 

g. The District Administrator shall attend all Key Club Board meetings.  The Dis-

trict Administrator shall also attend the MO-ARK Leadership Training Confer-

ence, MO-ARK District Rally, and the Key Club International Convention. 
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h. The Key Club Administrator shall oversee and approve the location, finances, 

and workshops of the Key Club District Convention.  The Kiwanis District Board 

must approve the convention budget. 

4.  Finances 

a. All dues, both District and International, are mailed to Kiwanis International.  

Kiwanis International will then wire the District dues to Districtôs bank account.  

All other monies MUST be processed by the Kiwanis District Office. 

b. The Responsibility for the collection and follow up on the District and Interna-

tional dues is that of the Sponsoring Kiwanis Club. 

620.  BUILDERS CLUB 

The Governor shall appoint the Builders Club Administrator for his/her year as Gover-

nor. 

Procedures and Responsibilities 

1. KIWANIS INTERNATIONAL 

 

a.  Supplies 

b. Accountability (number of clubs, etc.) to keep District informed. 

c. Newsletter 

d. Correspond with District Offices 

e. Correspond with District Administrator 

f. Issuance of Charter 

g. Revocation of Charter 

 

2. DISTRICT 

 

a.  Keep District Administrator informed of activities 

1. Number of clubs reporting (club to school and school to club) 

2. Forward Club reports to District Administrator 
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b.  Keep accurate list of active clubs 

c. Provide support services to Lieutenant Governors 

d. Forward request for information to District Administrator 

 

      3. DISTRICT ADMINISTRATOR 

a. Keep public relations materials and packets 

b. Have a supply of Builders Club pins and advisors pins on hand 

c. Be responsible to the Kiwanis Lt. Governors for information and supplies 

d. Be responsible to individual Kiwanis Clubs for: 

 1. Supplies 

 2. Advice 

  a.  How to start a club 

  b.  Approach to take 

  c.  Responsibilities to club 

  d.  Responsibilities to advisor 

  e,  Activities Builders Clubs may take 

  f.  How to keep clubs going from year to year 

 3.  Make presentations to 

  a.  Clubs 

  b.  School Districts 

  c.  Zone Conferences 

  d.  Division Council meetings 

 4.  Participate in installations, when possible.  Be responsible to keep the    

District informed. 

     4.  KIWANIS CLUBS RESPONSIBILITIES TO BUILDERS CLUBS. 

a. Responsible to Lt. Governor 

 1.  Reporting 

 2.  Activities 

b.  Working with school officials (Superintendent/Principal) 

c.  Working with School Advisor 

d.  Attend every meeting 

e.  Have two people directly responsible for Club 

f.   Have Builders Club participate with Kiwanis Club in community activities 

g.  Publicize activities 

h.  Give recognition to Builders Club and Advisors 

i.  Keep active in all Builders Club activities 
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j.  Request materials from District Administrator 

k.  Request Charter from Kiwanis International 

l.  Keep Lt. Governor and District Administrator informed 

621.  K-KIDS CLUBS 

The Governor shall appoint the K-Kids Administrator for his/her year as Governor. 

Procedures and Responsibilities 

1.  KIWANIS INTERNATIONAL 

a.  Supplies 

b.  Accountability (number of clubs, etc.) to keep District informed 

c.  Newsletter 

d.  Correspond with District Officers 

e. Correspond with District Administrator 

f. Issuance of Charter 

g. Revocation of Charter 

2.  DISTRICT 

a. Keep District Administrator informed of activities  

1. Number of clubs reporting (club to school and school to club) 

2. Forward club reports to District Administrator 

b.  Keep accurate list of active clubs. 

c. Provide support services to Lieutenant Governors 

d. Forward request for information to District Administrator. 

 

3. DISTRICT ADMINISTRATOR 

a.  Keep public relations material and packets 

b.  Have supply of K-Kids Club pins and advisor pins on hand 

c.  Be responsible to the Kiwanis Lieutenant Governors for information and                  

supplies. 

d.  Be responsible to individual Kiwanis Clubs for: 

  1. Supplies 

           2. Advice 

   a. How to start of club 



 MO-ARK District Policy and Procedure Manual 

51 

                      b. Approach to take 

                      c. Responsibilities to club 

                      d. Responsibilities to advisor 

                      e.  Activities Builders Clubs may take 

                      f.  How long to keep a club going from year to year 

3. Make presentations to: 

a.  Clubs 

b. School Districts 

c. Regional Conferences 

d. Division Council Meetings 

4. Participate in installations, when possible.  Be responsible to keep the Dis-

trict informed. 

4.KEY CLUB LIEUTENANT GOVERNORS RESPONSIBILITIES TO K-KIDS 

CLUBS 

5. KIWANIS CLUBS RESPONSIBILITIES TO K-KIDS CLUBS 

a. Responsible to Lieutenant Governor 

           1. Reporting 

 2.  Activities 

b. Working with school officials (superintendent/Principal)  

c. Working with school advisor 

d. Attend every meeting 

e.  Have two (2) people directly responsible for Club 

f. Have K-Kids Clubs participate with Kiwanis Club in community activities 

g. Publicize activities 

h. Give recognition to K-Kids Clubs and advisors 

i. Keep active in all K-Kids Clubs activities 

j. Request Materials from District Administrator 

k. Request Charter from Kiwanis International 

l. Keep Lieutenant Governor and District Administrator informed 

625.  AKTION CLUBS 

The Governors shall appoint the Aktion Club Administrator for his/her year as Governor. 
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700 

DUTIES AND RESPONSIBILITIES  

OF DISTRICT OFFICERS 

703.  LIEUTENANT GOVERNOR 

Some duties and responsibilities of the Lieutenant Governor of the MO-ARK District of 

Kiwanis International are as follows: 

The Lieutenant Governor is expected to: 

1. Fulfill the responsibilities of Lt. Governor as defined in the Bylaws, Policies, and 

Procedures of Kiwanis International. 

2. Serve as a member and attend meetings of the District Council. 

3. Develop a membership and growth plan for division and supervise its implemen-

tation. 
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4. Consult and assist clubs to comply with the Objects, Policies, and Procedures of 

Kiwanis International; to complete reports, and to submit payment of financial ob-

ligations. 

5. Make the required contact and official visits to clubs including a visit to the Club 

Board of Directors meeting. 

6. Make the Objects of Kiwanis a part of his/her agenda on club visits. 

7. Submit all required reports and respond to communications. 

8. Assist the Regional Trustee to plan and arrange for the Governorôs visit. 

9. Attend the training conference for Lt. Governors-Elect and all other conferences 

as required. 

10. Work with the assigned CLE trainer to organize the training of club officers and 

committee chairs. 

11. Actively promote the sponsored youth programs of Kiwanis. 

12. Hold divisional council meetings not less than quarterly. 

13. Meet with Past Lt. Governors in the division. 

14. Assist the Lt. Governor-designate by visiting clubs with him/her; provide copies of 

appropriate reports; and provide information on the strengths and weaknesses of 

clubs in the division. 

 

 

704. REGIONAL TRUSTEE 

DISTRICT TRUSTEEôS DUTIES AND RESPONSIBILITIES 

Prior to election as District Trustee of this Region of the Missouri-Arkansas District of 

Kiwanis International, each candidate will be fully informed of the Duties and Responsi-

bilities of the office. Upon election, the Trustee will sign the Consent form and agree to 

follow these duties as they are listed below: 

DUTIES: 

1. The Trusteeôs primary responsibility is to take an active role in decision-making 

and determining the course of district plans and programs, providing leadership 

in all areas.   
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2. Attendance and participation is required at all District Board meetings, your 

regional conferences and council meetings and all meetings of the district com-

mittees to which you are assigned. 

3. Be prepared to present status and progress reports at each board meeting for 

your regionôs divisions and clubs, and your assigned standing and any ad hoc 

district committees. 

4. Actively participate with the rest of the District Board in the ongoing develop-

ment of the District Strategic Plan and assist in the achievement of the goals and 

objectives, where appropriate. 

5. Actively participate with the rest of the District Board in developing, monitoring 

and modification of the districtôs annual operating budget. 

6. Actively participate with the rest of the District Board in creation of, modifica-

tion of and compliance with the district bylaws, policies and Kiwanis International 

bylaws. 

7. Actively participate with the rest of the District Board in managing risk at the 

district level, ensuring that standard liability limitation practices are pursued. 

8. Be open to new types of communication and other new technology that would 

benefit our district and regions. 

a. Be positive and respectful in all communications with others. 

b. Be sensitive to otherôs ideas and ways of doing things 

9. Ensure that the district boardôs obligations as the sponsoring entity for the Key 

Club and Circle K and Key Leader district organizations are met and that the Ki-

wanis district provides necessary resources for their continued growth and suc-

cess. 

10. Appoint and ensure the orientation of all committee chairpersons in their re-

gion who will serve as members of the corresponding district committees. 

11. Work to build a strong, viable relationship with divisional leadership. 

a.  Offer yourself as a Resource to the Lt. Governor in your region. 

b. Provide guidance and materials to regional committee chairpersons, Lt. 

Governors, Lt. Governors-elect and any club officers that request assis-

tance. 
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c. Have an open, efficient line of communication with the divisional leader-

ship 

d. Plan and schedule periodic meetings or talks with the Lt. Governors in 

your region by whatever means seem appropriate.  

e. Attend the Lt. Governor training session. 

12. Be the Kiwanis Educational resource for your respective regions. 

a. Be ready and willing to provide training as requested by district and divi-

sional leadership. 

b. Be aware of opportunities to educate your region with new programs 

from Kiwanis International. 

c. Continually work to improve attendance at Regional meetings. 

13. Always project the qualities and attributes of a good leader. 

a. Help identify, encourage, and train potential leaders within the clubs, 

division, and district. 

b. Strive to build the ñdesire to leadò in other Kiwanians. 

 

14. Work with the Lt. Governor to ensure the planning and staging of a Regional 

Conference/Governorôs visit for the purpose of membership training, election of 

the trustee, if necessary, and provide an opportunity for the region to meet and 

interact with the Governor. 

15. Assist the District Membership Committee and local division and club efforts 

in membership development and new club building activities in your region when 

requested. 

a. Share and explain new concepts for growth potential that is issued by 

Kiwanis International. 

b. Be the representative in your Region to help the LT. Governor with their 

growth efforts and help them with new club building.  

16. Constantly assess your region for needs in Kiwanis education, help with Ser-

vice Leadership programs, growth issues and any other items that you can assist 

with. 
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705.  SECRETARY-TREASURER 

Some duties and responsibilities of the Secretary-Treasurer of the MO-ARK District of 

Kiwanis International are as follows: 

After a person is appointed and approved per Article X, Section 1 of the MO-ARK Dis-

trict Bylaws by the Delegates to the Annual District Convention, 

The Secretary-Treasurer is expected to: 

1.  Make arrangements and commitments for District Convention site for his/her 

Governor year two (2) years in advance. 

2. Become conversant with the District Budget for that year and review the MO-

ARK District Policy and Procedure Manual, and Bylaws. 

3. Become acquainted with the incoming Lieutenant Governors and District Com-

mittee Chairs. 

4. Take minutes of all Board meetings beginning with the first Board meeting at the 

District Convention.  Also take minutes of the Delegate Session of the District 

Convention. Distribute minutes to appropriate personnel. 

5. May attend the International Council Meeting when called and attend the ses-

sions for the District Secretaries while there.  District Secretary-Treasurerôs part-

ner should also attend.  Attendance is at the Secretary-Treasurer expense, Inter-

national may pay some expenses.  The attendance of the District Secretary-

Treasurer is at that personôs option and is not subject to change by action of the 

District Board.   

6. May attend the Spring Conference for District Secretaries.  This meeting is also 

at your expense and your partner should not attend.  Kiwanis International may 

pay some expenses. 

7. Review the District Secretary-Treasurerôs manual from International.  

8. Give the financial report at all Board Meetings.   

9. Be responsible for keeping the District banner, flag, and gong.  For taking them 

to all District Conferences and Conventions. 

10. Be responsible for ñsetting upò and ñbreaking downò Board meetings, confer-

ences, training sessions, conventions, etc. 

11. Begin to work up a list of dates and sites for: 
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a. Lieutenant Governor-Electôs Training Conference, usually in conjunc-

tion with the Trusteeôs Retreat.. 

b. Mid-Winter Conference (usually held in February or March) 

c. Board Meetings (normally held before each training conference, at Dis-

trict Convention, and International Convention.) 

d. District Convention.  The District Convention site is limited to places 

that can handle 750 or more.  These places are usually booked up to 2

-3 years in advance.  Be sure to obtain the local clubôs agreement to 

host these meetings and convention.   

12. Operate the Hospitality Room at the International Convention with the personal 

and financial assistance of the Lt. Governors or with budgeted funds. 

13. Assist the Governor, under his/her direction, in getting reports from Lieutenant 

Governors and clubs and in any follow-up efforts he/she may request. 

14. Act with partner as support for the Governor and partner.  Learn to anticipate that 

they may need assistance and offer your help ahead of time for meetings, confer-

ences, training conferences, Board Meetings, Conventions, Lieutenant Governor 

reports, Club reports, etc. 

15. Review the District Policy and Procedure Manual and recommend to the Gover-

nor-Elect the appropriate changes and updates. 

16. Appoint District Lt. Governor-Elect Training Chair by March 1
st
 each year. 

710.  GOVERNOR-ELECT 

The year spent by the Governor-Elect really is in two parts.  Part One consist of 

functions performed solely by the Governor-Elect, and are not handled by any other 

of the Officers nor staff of the MO-ARK District.  Part two, which is time consuming, 

is related to plans and preparation for the next year as Governor.  The combination 

of both parts requires some time spent each week to fulfill the duties of the Office of 

Governor-Elect in the MO-ARK District of Kiwanis International. 

Part 1 

1. Have an informal meeting with your Lieutenant Governors-Elect at the District 

Convention. 

2. Attend Governor-Elect training conducted by Kiwanis International, usually held 

in Indianapolis. 
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a. Purchase theme pins for your year as Governor to be given to Lieutenant 

Governors, District Officers, District Committee Chairs, Past Governors, and 

others as you may chose. (This is an option and can be included in the Dis-

trict Budget.) 

b. Governor-Elects take a small gift, representative of the District, for fellow Gov-

ernor-Elects to the meeting, Kiwanis International will give guidance on what 

to bring (your expense). 

c. At this meeting you will be asked for the number of clubs you intend to build 

and be given your goal. 

d. Be prepared to present your District goals for the year. 

3. Attend Circle K and Key Club District Conventions, usually in February or March. 

a. Prepare remarks for Conventions. 

b. Install their officers 

c. Confirm Administrator for each Circle K and Key Club and send names to the 

District Office. 

4. Acquire and present a gift for the Governor and partner at the installation of Of-

ficerôs at District Convention.  Usually paid by the District. 

5. The International Counselor (who will be your counselor in your year, if assigned 

by Kiwanis International) may attend the District Convention.  Send letter of invi-

tation. 

a. You and your partner will be their official host and escorts. 

b. Contact them and coordinate their arrival, pick them up at the airport, etc. 

c. Convention committee should have flowers, etc. in their room. 

d. You are responsible for purchasing and presenting, at the luncheon, a gift for 

them.  The District will pay for gift. 

e. District will pay for room and all meals while they are in MO-ARK for the Dis-

trict Convention. 

6. Chair the District Re-Divisioning Committee. 

Part II 
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1. Set date, time, and place for Lt. Governor training in April or May, before the In-

ternational Convention. 

a. Select training conference leader ï may be chosen as leader for additional 

conferences also. 

b. Line up agenda. 

c. Line up faculty ï if additional trainers are needed. 

d. Will need VCR, TV, slide projector, tape recorder, screen, power point projec-

tor, etc. 

e. Distribute Lieutenant Governor Certificates of Election. 

f. Determine what should go into the Lieutenant Governor-Electôs training man-

ual. 

g. Arrange for CLE Chairperson.  Give contact information of each CLE trainer 

to each Lt. Governor to make necessary arrangements for their Division/

Region. 

2. Appointments 

a. Past Governors, if asked, will provide a list of suggested Kiwanians who have 

exhibited leadership qualities for your District Committee Appointments. 

b. Appoint Committee Chairs and confirm their acceptance by May 1
st
.  By May 

1
st
, obtain their address, phone numbers, email, and photos for the Directory. 

c. Name Circle K and Key Club Administrators no later than December 15.  

Their terms begin in the Spring after District Conventions. 

d. Select Chair of Past Governors ï usually your Governor when you were Lieu-

tenant Governor. 

e. Select chair and location for District Convention ï usually August ï select lo-

cal club host. 

f. Appoint a committee to judge annual reports ï Fall following your year. 

3. Prepare for visit of International President. 

a. Appoint a Chair if visit is scheduled in MO-ARK in your year. 

4. Review and recommend changes to the District Policy and Procedure Manual. 
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5. Prepare District Goals. 

6. Set up files for coming year. 

7. Prepare a message for the District Directory 

8. Determine what District awards you plan to give. 

9. Determine Inter-Club contest rules and points and reporting forms with Chair. 

10. Set up Spring Retreat for District Officers, Trustees, and Board and what to 

charge. 

11. Prepare District Budget in conformity with Section 305.  See Bylaws. 

12. Regional Governorôs visit: 

a.  Set dates with regional Trustees 

b. Prepare sample news release about your visit for Trustees to use. 

c. Provide photo of yourself for each Regional Trustee to use in newspaper. 

d. Prepare a suggested introduction for Trusteeôs use. 

e. Prepare speech. 

13. Have prepared agenda for all Board Meetings. 

a. Your first Board Meeting is at District Convention. 

1. Approve auditor 

2. Approve budget 

3. Approve depositories 

4. Approve signatory parties. 

14. Review with Kiwanis International the criteria for Distinguished Programs. 

15. Select place for each Board meeting and provide refreshments. 

715.  DISTRICT GOVERNOR ï DUTIES AND RESPONSIBILITIES 

1. Preside over meetings of the Board. 
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a. Determine agenda and distribute at least ten (10) days prior to meeting. 

b. Invite specific District committee chairs and others from whom reports 

or    information are requested. 

2.  Preside over general sessions at Mid-Winter Conferences. 

a. Determine agenda and provide inclusion in printed program. 

b. Invite specific individuals who are to be part of the official program. 

3. Represent the District at meetings of International Council. 

4. Represent the District at any meetings of District Governors called by the   Ki-

wanis International President. 

5. Establish and maintain a system of regular correspondence with Board mem-

bers for the purpose of coordinating activities and monitoring progress toward 

District goals. 

6. Establish and maintain a system of regular correspondence with Division Lt. 

Governors for the purpose of coordinating activities and monitoring progress to-

ward District and Division goals.  Provide support as appropriate. 

7. Establish and maintain a system of regular correspondence with District Com-

mittee Chairs and Past Governors for the purpose of coordinating activities and 

monitoring progress toward District goals.  Provide support as appropriate. 

8. Appoint special committees as necessary and coordinate their objectives. 

9.  Monitor annual budget and propose amendments to District Board, as neces-

sary. 

10. Prepare and submit columns for publication in each issue of the Kiwanigram 

and District website.  Include updates on District activities, upcoming events, and 

other matters of importance to general membership. 

11. Develop and publish a schedule of Official Visits to each Region in the Dis-

trict.  Coordinate visit and expectations with the Regional Trustee. 

12.  Prepare remarks to be used during Governorôs speech at official visit to each 

Region. 

13. Attend chartering ceremonies for all new clubs formed during the administra-

tive year.  Present charter to club officers.  Prepare remarks to be made as part 

of the formal charter presentation. 
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14. Be a visible leader for MO-ARK Kiwanis.  While the acceptance of invitations 

to visit individual Kiwanis Clubs is subject to the discretion of the Governor, be as 

available as possible to represent MO-ARK Kiwanis whenever requested.  When 

appropriate, arrange for a suitable stand-in if Governorôs attendance is not possi-

ble. 

15. Direct preparations for a visit to the MO-ARK District by the Kiwanis Interna-

tional President, should one be scheduled during the year.  Determine the agen-

da and activities for the visit.  Invite individuals who will be part of the formal pro-

gram or reception team. 

16. Establish and maintain a system of regular correspondence with the District 

Governors of Circle K and Key Club.  Monitor progress toward District goals and 

provide support as appropriate. 

17. Serve as a member of the MO-ARK Kiwanis Foundation Board. 

18. Preside over the annual MO-ARK District Convention.  Working closely with 

the host committee appointed previously: 

 a. develop and maintain an agenda for the convention 

 b. invite persons to be part of the official program 

 c. determine seating for head tables, etc. 

 d. coordinate the selection of award recipients to be honored 

 e. ensure timely completion of all business affairs of the convention to                                                                                                                                            

allow for the filing of a final convention report before September 30
th
. 

19. Prepare and submit year end reports as required by Kiwanis International by 

the deadline set. 

20. Review the following list of events where the governorôs attendance is nor-

mally expected or encouraged.  Include as many as possible in calendar for the 

year. 

a. Attendance is normally expected: 

 1. District Board Meetings 

 2.  Official visit to each Region 

 3. Charter presentations for newly formed clubs 

 4. Meetings of District Governors called by Kiwanis International                   

President, including International Council if held. 

 5. Kiwanis International Convention 

 6. MO-ARK District Convention 

 7. MO-ARK Circle K convention 

 8. MO-ARK Key Club Convention 

 9. Mid-Winter Conference 
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 10. Lt. Governor-elect training for succeeding year. 

 11. MO-ARK Kiwanis foundation Board meetings 

 12. Visit of Kiwanis International President to MO-ARK District, if           

scheduled during the year. 

b. Attendance is encouraged, but subject to the Governorôs discretion 

1. Visits to individual Kiwanis Clubs holding anniversaries, special events, 

or other activities as invited. 

2. Board meetings of Circle K and Key Club 

3. Key Club International Convention 

4. Circle K International Convention 

5. Past Governorôs Retreat 

6. Visit of Kiwanis International President to an adjoining district. 
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800 

DISTRICT BYLAWS 

802.  Refer to most recent revise District By-Laws 

804.  District By-laws Amendments 

Prior to a district convention, the Secretary-Treasurer will send copies of pro-

posed amendments to the Kiwanis International executive Director.  If a pro-

posed amendment appears to be in conflict with the Bylaws, Policies, or Proce-

dures of Kiwanis International and/or the Standard Form for District Bylaws, ap-

propriate guidance will be provided to the district officers by the Kiwanis Interna-

tional Executive Director or designee. 

Any amendment to district bylaws does not become effective until approved by 

the International Board. 

 

 

850. AMENDMENTS 

850.  Amendments to the Policy and Procedure Manual, if in conformity with the 

Bylaws of Kiwanis International, and the MO-ARK District Bylaws may be adopt-

ed by a two-thirds (2/3) vote of the members of the Board, voting at any Board 

meeting.  The Secretary-Treasurer shall send a copy of all proposed amend-

ments to each member of the Board not less than fourteen (14) days prior to the 

date of the Board meeting.   
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900 

 

Job Descriptions 

 

912.  BULLETIN EDITOR 

 

 

914.  BYLAWS AND POLICY COMMITTEE 

 

RESPONSIBILITY: 

 

Chair review the District Bylaws and District Policy and Procedures for any need-

ed amendments by May 1
st
. 

 

Ask the Secretary-Treasurer for any recommendations on amendments to Dis-

trict Bylaws and Policy and Procedures to be submitted by May 1
st
. 

 

Ask the Board for any recommendations for amendments to District Bylaws and 

Policy and Procedures to be submitted by May 1
st
. 

 

Ask the Past Governors for any recommendations for amendments for District 

Bylaws and Policy and Procedures to be submitted by May 1
st
. 
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Ask the Past Lt. Governor Council for any recommendations for amendments for 

District Bylaws or District Policy and Procedures by May 1
st
. 

 

Submit any proposed Bylaws or Policy amendments to the Board ten (10) dats 

prior to the Boardôs May meeting. 

 

Discuss the proposed District Bylaws and Policy and Procedures amendments at 

the May Board meeting. 

 

Submit the final proposed District Bylaws and Policy and Procedures amend-

ments to the Secretary-Treasurer by June 1
st
. 

 

Discuss proposed District Bylaws and Policy and Procedure Manual amend-

ments with the delegates at the District Convention, 

 

GOAL: 

 

To ensure that the District Bylaws and Policy and Procedures Manual is up to 

date at the beginning of each Kiwanis fiscal year. 

 

ACTION PLAN: 

 

Notify the organizations that will be asked to review the District Bylaws and Poli-

cy and Procedures of the requested due date by January 1
st
. 

 

918.  CIRCLE K ADMINISTRATOR 

 

PURPOSE:  Facilitate the development of leadership in College students. 
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Relationship to Kiwanis:  Circle K International is a college level quasi-

independent member f the Kiwanis family,  It joins with K-Kids, Builders Clubs, 

Key Clubs, and Aktion Clubs. 

 

Structure: 

 

 

DESIRED EXPERIENCE FOR CHAIR: 

 

Title:  Administrator, MO-ARK District of Circle K International 

 

Selection:  The Administrator is a committee chair chosen by the Governor of the 

MO-ARK District of Kiwanis. 

 

Required experience:  The Administrator must be a current member in good 

standing of a Kiwanis Club in MO-ARK. 

 

Suggested experience:  The Administrator should have experience in working 

with college students.  He/she should have experience in Circle K either in MO-

ARK or somewhere else.  He/she should demonstrate a history of progressive 

successful responsibility in Circle K.  He/she should have served as a Lt. Gover-

nor in the MO-ARK District of Kiwanis.  Finally, he/she should have a working 

knowledge of Circle K International organization and staffing. 

 

Required qualification for appointment:  Administrators and Assistant Administra-

tors must pass a background check. 

 

RESPONSIBILITIES: 
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1.  The Administrator must assure that all contractual arrangements (District 

Convention, District Officer Training Conference, Club Officer Training, etc.) 

protect the interests and principles of Circle K International and the MO-ARK 

District of Kiwanis.  Assistant Administrators may be assigned actual negotia-

tion of contracts with review and approval of the administrator. 

2. The Administrator must assign duties to the Assistant Administrators con-

sistent with the goals of the current board of the MO-ARK District of Circle K. 

3. The Administrator assures that his/her Assistant Administrators are properly 

trained regarding his/her expectations/goals for the year(s). 

4. The Administrator assures that the Board of the MO-ARK District of Circle K 

is trained for their responsibilities. 

5. The Administrator assures that Club leaders of Circle K are trained in their 

responsibilities. 

6. The Administrator attends the training sessions prepared by Circle K Interna-

tional for administrators and Governors, all Circle K of MO-ARK Board meet-

ings, then Fall training sessions, the Circle K District Convention, the Circle K 

International Convention, the Governor/Administrator Planning session, and 

the MO-ARK District of Kiwanis Board Meetings. 

7. The Administrator guides and supports the Circle K of MO-ARK by: 

a. Training the Board members 

b. Supervising Board meetings and assuring that actions taken are con-

sistent with Circle K International and Kiwanis principles and practices. 

c. Preparing proposals for Board consideration in addition to those prepared 

by the Governor of the MO-ARK District of Circle K International. 

d. Approving (or rejecting) reimbursement requests submitted by Board 

members. 

e. Approving (or rejecting) expenditures for conferences or activities of the 

MO-ARK District of Circle K International. 

f. Maintaining proper fiduciary controls over the Circle K credit card, the 

General Budget of Circle K, and the Convention Budget of Circle K. 
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g. Leading by example including active participation in Board Meetings, ob-

serving Circle K International and District policies and generally acting in a 

professional manner.  The Administrator and Assistant Administrators 

must remember that consumption of alcohol during a Circle K event is pro-

hibited. 

h. The Administrator and Assistant Administrators will develop goals for 

themselves for the Circle K administrative year beginning at the District 

Officer Training Conference in April of each year.  These goals will be pro-

vided to the Governor of the MO-ARK District of Kiwanis by October 1
st
 of 

each year. 

8. The Administrator reports regularly to the Governor of the MO-ARK District of 

Kiwanis International concerning the activities of the Administrator, the activi-

ties of the MO-ARK District of Circle K International, and other such matters 

which may impact the MO-ARK District of Kiwanis International. 

9. The Administrator communicates with the general Kiwanis membership and 

the general Circle K membership through articles in the Kiwanigram. 

10. The Administrator attends the Lt. Governor training conference to inform the 

new Lt. Governors about Circle K and the need to build and retain clubs at 

Colleges in MO-ARK. 

11. The Administrator and/or his/her Assistant Administrator(s) designee should 

contact colleges where current clubs exist to ascertain continued existence, 

recruitment dries, faculty sponsorship, and the completion of Kiwanis Club 

sponsorship responsibilities.  This activity should be completed no later than 

the end of September each year. 

920.  COMMUNITY SERVICE 

Purpose: To inspire the clubs of the MO-ARK District to increase participation in 

the areas of conservation, environment, pollution, public and business affairs, as 

well as other areas which the committee may deem pertinent. 

Desired experience:  To have held a leadership role and helped district service 

projects for their home club. 

Responsibilities: 

1.  To share with the Governor-Elect the overall goals and vision of the commit-

tee and to incorporate the Governor-Electôs goals in the final action plan. 

2. To write articles for the Kiwanigram on a timely basis. 
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3. To promote the efforts of the clubs of the MO-ARK District through the Ki-

wanigram articles and through workshops at the Mid-Winter Conference.  

4. To attend all meetings held by the Board. 

5. To collect the various community service projects being performed throughout 

the MO-ARK District through communication with the Club Presidents and di-

vision Lt. Governors.  This list should be updated throughout the year, pub-

lished, and shared with other clubs. 

6. To share with the next years incoming chair a report detailing a complete list 

of the community service projects performed by the various clubs and the MO

-ARK District. 

922.  DISTRICT CONVENTION 

District Convention shall be held each year in accordance with the MO-ARK District By-

laws, Article VIII. 

 

924.  EDUCATION AND TRAINING CHAIR 

This position should be appointed by April 1 of the Secretary-Treasurer year. 

Set goals, create action plans, and delivery to Governor by October 1. 

Job Description: 

To conduct and/or schedule the training for the following training sessions: 

Lt. Governor-Elect Training (Lt. Governor-Electôs year) This may be a separated    

responsibility. 

Club Leadership Education Training Schedule (Lt. Governor-Electôs year) 

Mid-Winter Conference (Governorôs year 

District Convention (Governorôs year) 

Expenses to be incurred ï (other than normal Kiwanis expenses such as attending con-

ferences and conventions, etc.) 

 mileage 

 postage 

 telephone 

 printing 

Financial Assistance: 

 No financial assistance is provided by the District. 
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Responsibilities: 

With the Governor-elect, determine the date and site of the Lt. Governor-Elect 

training. 

TO DO FOR THE LT. GOVERNOR-ELECT TRAINING. 

Assist the Lt. Governor-Elect, if requested: 

Create a calendar leading up to the Lt. Governor-Elect training. 

Mailing to the Lt. Governor-Elects 

Budget Committee 

Creation of Lt. Governor Manual 

Agenda for Lt. Governor-Elect training 

Select date and site for Lt. Governor-Elect make-up session. 

928.  FUND RAISING 

 

932.  FOUNDATION 

 

 

934.  GROWTH 

Purpose:  To promote membership recruitment, retention, and new club building. 

Desired experience for Chair: 

 Former Club President or Lt. Governor 

 Experienced in building successful clubs. 

 Positive communicator thatôs passionate about Kiwanis. 

Responsibilities: 

1.  By October 1, send a copy of the Committee Goals and Action Plan to the Gov-

ernor.  Include timelines for meeting the goals and a list of committee responsibil-

ities. 

2. Write a monthly article for the Kiwanigram motivating Kiwanians to recruit new 

members, to improve the club experience to help retain current members, and to 

assist in finding sites for new club building. 
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3. Make a presentation and/or provide handouts on Growth in the District at the Lt. 

Governor-Elect training. 

4. Assist Lt. Governors in developing a Growth Acton Plan for their Divisions. 

5. Contact Lt. Governors quarterly to offer assistance with their Growth Action 

Plans. 

6. Attend District Board meetings. 

7. Conduct training sessions as needed and requested throughout the District at 

Conferences and Conventions. 

8. Prepare an annual report explaining the progress of the committee for that ad-

ministrative year with recommendations for the future. 

936.  HUMAN AND SPIRITUAL VALUES COMMITTEE 

Purpose: 

Encourage, other Human and Spiritual Chairs, in the individual clubs, to promote the 

needs of Kiwanis community service, in their local communities and in the MO-ARK Dis-

trict. 

Responsibilities: 

 Encourage clubs to participate in Kiwanis designated prayer week services. 

 Arrange the Memorial Service at the MO-ARK District Convention 

Lead the prayer for opening session of training seminars.  If not lead, arrange for  

someone to pray at the opening. 

Encourage other club H & S Chairs to send cards and flowers when the need 

arises and to keep in touch with all other H&S Chairs for District needs. 

To keep our District on the correct Spiritual path to know how to continue to sup-

port in Love all people in all social standards and to make sure, when the oppor-

tunity arises, to take an active part in the community to serve the needs to make 

life better for someone else. 

Write an article for the Kiwanigram when requested and use this time to encour-

age those that read it to become an active member and participate in their clubs 

and communities.  Keep it positive and encouraging. 



 MO-ARK District Policy and Procedure Manual 

73 

By October 1
st
, send the Governor the committee goals and the action plan, with 

time lines for meeting the goals, and a list of committee responsibilities. 

938.  INSURANCE RISK MANAGEMENT 

Purpose: 

To communicate to the district membership the scope and limitations of the general lia-

bility program provided by Kiwanis International. 

Responsibilities: 

1. To learn and understand the contents of the General Liability Risk Management 

Packet and be a resource for the clubs of the District on the utilization of the ma-

terials in the packet. 

2. To submit risk management articles to the District Bulletin. 

3. To conduct workshops at district conventions and training sessions. 

4. To identify with the club President or President-elect the safety coordinator for 

the club, 

5. To insure that club safety coordinators are trained and are actively insuring that 

all club activities are conducted in compliance with safety guidelines. 

6. To make presentations to clubs and district committees as requested. 

7. To communicate with the Kiwanis International Rick Manager regarding district 

and club activities and issues as they arise. 

8. To attend District Risk Manager training provided by Kiwanis International. 

9. By October 1, send the Governor the Committee Goals and an Action Plan, with 

timelines for meeting the goals, and a list of Committee responsibilities. 

Experience: 

A background in Property and Casualty Insurance as an agent or insurance company 

employee; or an attorney familiar with negligence and liability law; a person with good 

business background having ownership or management experience. 

The ability to speak in public and to conduct workshops and training sessions. 

940.  INTERCLUB 
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The District Inter-clubs Chair will publish the policy for qualifying interclub meeting in the 

October issue of the Kiwanigram. 

942.  INTERNATIONAL CONVENTION 

Purpose:  The purpose of this committee is to encourage members of the MO-ARK Dis-

trict to attend the International Convention.  This includes making arrangements for 

transportation, meeting rooms, and the District Dinner.  Pre and post tours ar rhe discre-

tion of the chairperson with approval of the Governor. 

Desired Experience:  The Chairperson should have served as a Lt. Governor and at-

tended at least two (2) State and International Conventions.  He/she should be familiar 

with travel, meeting planning, financial dealing, and be able to seek the best deals for 

the MO-ARK District.  He/she must be financially accountable. 

This person should be appointed in the spring of the Governor-Electôs year. 

Responsibilities:  This will depend on the desires of the Governor and may include 

some or all of these responsibilities: 

1. Promote the International Convention. 

2. Contact the hotel assigned by KI to arrange necessary rooms (meeting and hos-

pitality suites) 

3. Locate a facility for the District Dinner (the night is determined by KI).  Arrange 

for tickets for delegates attending the program, head table seating, and table 

decorations.  Transportation to and from the event may be included depending 

on the venue. 

4. Check on the possibility of any pre and post tour for interested MO-ARK Kiwani-

ans. 

5. Select a theme to promote the destination, and prepare promotional materials. 

6. Prepare and distribute information at the District Convention, as well as the Mid-

Winter Conference. 

7. Keep an accounting of all delegates as they register and if they are attending the 

dinner. 

8. Work with the District Secretary-Treasurer in handling District Dinner finances. 

9. Be visible at the MO-ARK Convention, Mid-Winter Conference, Board Meetings, 

and the International Convention to answer questions from the MO-ARK Delega-

tion. 
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10. In short, everything that the MO-ARK District will need while at the International 

Convention is the Chairpersonôs responsibility. 

Timetable: 

1. In June (13 months in advance): Start looking for possibilities for the District Din-

ner.  Depending on the location of the convention start thinking about promotion-

al ideas for the destination.  Contact the Convention and Visitors Bureau of the 

convention city to study options and make contacts. 

2. July:  Secure items for a display at the District Convention.  KI should start as-

signing hotels and tentative agendas at this time. 

3. November:  All contracts should be finalized for the dinner, meeting rooms, tours, 

and transportation. 

4. January:  Registration begins for convention.  Be sure that everyone knowds 

what forms need to be completed and when (i.e. registration, housing, dinner, 

election of club delegates, and airline transportation.) 

5. February and March:  Continue to promote the convention at the MO-ARK Mid-

Winter Conference.  Review all time tables for deposits and payments. 

6. May and June: Finalize everything.   Check on which Divisions have completed 

registrations.  Make contact with those who have not. 

7. Continuous:  You will be the answer person for all questions regarding every-

thing.  Be sure that you pay special attention to ñFirst Timersò and make them 

feel welcome. 

Cost of being On To International Chairperson:  In addition to the many hours spent pre-

paring for the meeting, there is a financial cost to the chairperson.  This is not a budget-

ed item for the MO-ARK District; therefore promotional costs are paid personally by the 

chairperson.  These will include printing, promotional items, travel, and supplies. In ad-

dition to these expenses would be the financial responsibility associated with attending 

the board meetings, District Convention, Mid-Winter Conference, the International Con-

vention as these are personal expenses incurred by every District Committee Chairper-

son. 

944.  INTERNATIONAL UNDERSTANDING 

 

946.  KEY CLUB ADMINISTRATOR 
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948.  KEY LEADER PROGRAM 

Purpose:  To coordinate and facilitate the Key Leader Program for the MO-ARK District, 

making it possible for youth in the 9
th
 through 12

th
 grades to begin a process of personal 

leadership growth and development. 

Desired Experience for Chair:  Should have some experience in working with teenagers 

as well as personal leadership experience. 

Responsibilities: 

1. By October 1, send the Governor the Committee Goals and the Action Plan, with 

time lines for meeting goals, and a list of committee responsibilities. 

2. Write a monthly article for the Kiwanigram promoting Key Leader Program and 

encouraging club to recruit participants and to make financial contributions in 

support of the programs. 

3. Conduct Key Leader training classes at the District Convention and/or Mid-Winter 

Conference. 

4. Be available to conduct Key Leader Program briefings at division or club training 

events. 

5. Develop a budget line proposal which would make it possible to travel to clubs 

and divisions throughout MO-ARK to educate members on the value of recruiting 

students to participate and to financially support the Key Leader Program. 

6. Provide a budget line to make funds available to purchase materials which could 

be used to update, improve, or enhance presentations. 

7. Attend District Board meetings. 

8. Prepare a report for the in-coming Chair. 

950.  KIWANIS INTERNATIONAL FOUNDATION 

 

952.  K-KIDS ADMINISTRATOR 
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PURPOSE:  Develop and support to Kiwanis Internationalôs and MO-ARK Districtôs pro-

grams for elementary school aged youth to include the programs offered under ñKiwanis 

Kidsò; K-Kids, Terrific Kids, and Bring Up Grades (B.U.G.) 

DESIRED EXPERIENCE FOR CHAIR: 

1. A working knowledge of K-Kids programs. 

2. Familiar with Terrific Kids and B.U.G. programs 

3. Comfortable with computer technology 

4. Money for expenses 

5. Knows how to delegate 

6. Time management, organized, creative, flexible, self-starter 

7. Speaking skills, motivator, recruiter/trainer 

8. Experience with youth organizations: educator, scout leader, etc. 

RESPONSIBILITIES: 

Provide current information on K-Kids charters, who has paid, who is building to the Lt. 

Governors and district Board. 

Participate in Kiwanis District Convention by supplying an exhibit and conducting a fo-

rum about Kiwanis Kids. 

Suggest growth goals for the district. 

Determine program budget and propose budget to the Board. 

Coordinate activities with other Sponsored Youth Program Administrators. 

Coordinate and promote annual awards program. 

Incorporate District Award winners into Kiwanis Family District Convention. 

Attend District Administrators Conference conducted by Kiwanis International annually. 

Develop a ñto doò calendar 

Prepare regular articles for the Kiwanigram promoting and educating the membership 

about the various Kiwanis Kids Programs. 

Provide information to be posted on the District Web Site. 
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Provide each club and advisor with current information concerning their programs, con-

tests, and reports, sharing information which may prove beneficial during the year. 

Find, locate, and train Kiwanians to serve on a committee for Kiwanis Kids. 

Develop a speakerôs bureau identifying qualified SOAP speakers in various areas of the 

district. 

Communicate regularly with Lt. Governors through emails, newsletters, etc. 

Attend club charter presentations 

Be available to provide programs to clubs who are looking for information about the Ki-

wanis Kids Programs. 

Provide assistance to clubs and individuals who are building new K-Kids clubs. 

Provide information to KI for Magazine and web site articles. 

Maintain a complete list of faculty and Kiwanis Advisors and their addresses. 

Maintain a complete list of K-Kids Clubs and their current status. 

Encourage clubs to recognize and thank their advisors. 

Organize an annual leadership training session for members of K-Kids, their advisors, 

and interest parents coordinating with Builders Club, Key Club, and Circle K. 

Prepare and present programs for training at Mid-Winter Conference or District Conven-

tion to promote additional growth in Kiwanis Kids. 

Develop materials for use by the clubs and/or their advisors such as educational materi-

als. 

Maintain a supply of books, pamphlets, and other materials to promote the Kiwanis Kids 

programs. 

Prepare visual displays for training sessions, Mid-Winter, and District Convention. 

954.  LAWS, PROCEDURES, AND REGULATIONS 

The Chair will request, no later than May 1
st
, that the Governor appoint a Policy and 

Procedure Committee to review the Policy and Procedure Manual and make recom-

mendations for proposed amendments to the follow yearôs Board by July 1
st
.  The com-

mittee will request that the Governor place the Policy and Procedure amendments on 

the Board meeting agenda at District Convention. 
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The Chair will review all proposed amendments to the District Bylaws and submit the 

proposed amendments to Kiwanis International for approval ninety (90) days prior to the 

District Convention. 

The Chair will review all actions by the Board to insure that the actions do not violate 

District Bylaws or District Policy and Procedures. 

The Chair will insure that all amendments to the District Bylaws are enacted by Kiwanis 

International and will be changed in the District Bylaws. 

956.  STRATEGIC PLANNING COMMITTEE 

1.  Review and develop plans to address significant issues affecting the future opera-

tions of the MO-ARK District on a three (3) to ten (10) tear time frame. 

2.  Convene the Strategic Planning Committee as necessary when issues to be ad-

dressed have been identified. 

3.  Maintain records of issues considered and status of discussions to be provided to 

succeeding committee members. 

4.   Attend District Board meetings to make reports on activity as requested by the Dis-

trict Governor. 

5.  Submit articles to the Kiwanigram as appropriate to keep general membership updat-

ed on issues facing the future of Kiwanis in MO-ARK. 

6.  By October 1
st
, send the Governor the Committee Goals and the Action Plan, with 

time lines for meeting the goals, and a list of Committee responsibilities. 

958.  MEMBERSHIP, GROWTH, AND RETENTION 

PURPOSE:  To develop strategies to grow and strengthen clubsô membership through-

out the MO-ARK District. 

DESIRED EXPERIENCE FOR CHAIR:  The Chairperson needs to have served as 

membership chairperson of his/her individual club as well as assisted in the creation of 

a new Kiwanis Club. 

RESPONSIBILITIES:    

1.  Develop a District wide committee with a committee person from each division. 

2. Write a monthly article for the Kiwanigram promoting strategies how to increase 

and retain membership. 
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3. By October 1
st
, send the Governor the Committee Goals and Action Plan, with 

time lines for meeting the goals, and a list of Committee responsibilities. 

960.  NEW CLUB BUILDING 

PURPOSE:  The purpose is to educate, encourage, and promote the importance of 

building new Kiwanis Clubs to the MO-ARK District membership. 

DESIRED EXPERIENCE:  The desired experience for the chair is that the chair has had 

the experience of building or helping to build a Kiwanis Club and enjoys it. 

DUTIES AND RESPONSIBILITIES: 

By October 1
st
, send the Governor the Committee Goals and an Action Plan, with time 

line for meeting the goals, and a list of Committee responsibilities. 

The Chair has the following duties and responsibilities: 

To be as actively involved as possible in building or helping to build new Kiwanis Clubs 

in the MO-ARK District. 

To respond to and assist all Lt. Governors, Club Presidents, or any other New Club 

Builder which wishes to build a new Kiwanis Club in the District. 

To keep the Governor and District Growth Committee informed of new club building ac-

tivities in our district. 

To try to schedule the Club Development Manager (CDM) from Kiwanis International, 

which serves our district, to be involved in all new clubs being built in our district. 

To educate and train the recruiters of the new clubôs sponsor on how to build a new 

club. 

To make sure the paperwork on a new club is processed to Kiwanis International in a 

timely manner. 

If requested, be willing to travel to clubs which wish to sponsor a new club to give a 

presentation on ñHow to Build a New Club.ò 

To encourage sponsoring clubs of a new club to be knowledgeable of the Kiwanis Inter-

national Membership Development Manual. 

To make sure that all prospective new clubs in our district have had the very best help 

they can get from us in getting chartered.  To attend District Board meetings, Growth 

Summit meeting, and other meetings deemed good for the committee. 
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To be able to conduct training sessions at District Conferences and Conventions. 

To write a monthly article for the MO-ARK Kiwanian on new club building which edu-

cates, encourages, and promotes such in our District. 

To attend the pre-organizational and organizational meetings of our new Kiwanis Clubs, 

if needed. 

To attend charter banquets of new clubs. 

To send a congratulations and thank you letter on behalf of our district to each sponsor-

ing club of a new club and to the new club. 

To write a written report of each year and submit it to the following yearôs chairperson. 

962.  INTERNATIONAL LEADERSHIP COMMITTEE 

The ILC is charged with advising the District Board and membership on KI elections, 

proposed amendments to the KI Bylaws, proposed Resolutions presented to the KI con-

vention and the election of MO-ARK District Kiwanians to KI office. 

The Chair is appointed by the Governor or when the District has a candidate for KI of-

fice or a member of the KI Board by that individual. 

The Chair should be a Past MO-ARK Governor, be active in the District and on the In-

ternational level, be a regular attendee of the District and International conventions and 

be willing to devote significant time and effort in support of the ILC. 

Personal contacts with other districts and KI officers and past officers are important.  

Familiarity with KI governance is a positive. 

964.  PARLIAMENTARIAN 

The Parliamentarian is a consultant who advises the Governor and others, MO=ARK 

District Bylaws Article XVIII, Section 1,  on matters of parliamentary procedure.  Their 

roll is advisory only since parliamentary law gives the chair alone the power to rule on 

questions of order or parliamentary inquiry. 

The Parliamentarian should be present at convention delegate sessions and at other 

times when requested by the Governor. 

The Parliamentarian should be familiar with parliamentary procedure and specifically 

with the most recent revisions of Robertôs Rule of Order. 

966.  PAST DISTRICT GOVERNORôS CHAIR 
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968.  PAST LT. GOVERNORôS COUNCIL 

 

970.  DISTRICT PHOTOGRAPHER 

Purpose:  To document with photography the Districtôs events such as the Mid-Winter 

Conference and the District Convention. 

RESPONSIBILITIES: 

1.  To photograph the opening session of the Mid-Winter Conference and the Dis-

trict Convention. 

2. To photograph the Governor interacting with Kiwanis members and Class Lead-

ers in the training classes. 

3. To photograph all on-going projects for the District. 

4. After each event send a photo CD to the District Office for archiving. 

972.  PUBLIC RELATIONS AND MARKETING 

PURPOSE:  To encourage effective PR and marketing activities within clubs throughout 

the MO-ARK District by providing guidance, examples, and encouragement. 

DESIRED EXPERIENCE FOR CHAIR:  Keen interest in promoting Kiwanis at club, dis-

trict, and international level, good verbal and written communication skills as well as en-

thusiastic and inspirational leadership skills. 

RESPONSIBILITIES:   

1.  Submit articles for the Kiwanigram to provide examples of good public relations 

and marketing techniques and promote use of KI standards. 

2. Provide PR and Marketing training at the Mid-Winter Conference and-or District 

Convention, as requested. 

3. Disseminate PR and marketing information to clubs throughout the year to en-

courage use of KI materials and standards. 

4. Provide an exhibit of PR and Marketing materials at the Mid-Winter Conference 

and District Convention. 

5. Attend District Board Meetings to stay abreast of District and Club activities. 
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6. By October 1
st
, send the Governor the Committee Goals and an Action Plan, with 

time lines for meeting the goals, and a list of committee responsibilities. 

974.  RESOLUTIONS COMMITTEE 

     1.  Prepare resolutions as requested by the Governor for special occasions. 

     2.  Prepare and present resolutions for consideration of the delegate body at the                           

annual MO-ARK District Convention including memorial, ceremonial, inspirational,          

and congratulatory resolutions as may be requested by the District Board or the           

Governor. 

     3.  Consultation with the Governor and the District Board as directed by Governor or               

Board. 

     4.  Such other duties as assigned by the Governor or District Board. 

980.  SPECIAL SERVICE PROJECT 

 

984.  TECHNOLOGY/WEBMASTER 

PURPOSE:  To maintain the district web site, and to provide advice and guidance to of-

fice and clubs on technology.  To educate clubs and members on ways to use technolo-

gy to improve clubs and communication which may result in better member communica-

tion, retention, and recruitment. 

DESIRED EXPERIENCE FOR CHAIR:  Experience with developing and maintaining 

web sites including experience with various software programs.  Should have experi-

ence conveying information about new technology to others and willingness to learn 

new ways to do web support. 

RESPONSIBILITIES:   

By October 1
st
, send the Governor the Committee Goals and an Action Plan, with time 

lines for meeting the goals, and a list of Committee responsibilities. 

1. To maintain district web site, make updates as necessary, contact with KI web 

master/computer staff. 

2. The monthly articles on technology for the Kiwanigram. 

3. Answer questions clubs and members have on technology in the clubs. 

4. Work with District Office on technology needs for district office. 
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5. Present seminars on technology at training events. 

6. Get pictures and information for web site. 

986.  YOUNG CHILDREN PRIORITY ONE 

PURPOSE:  To educate the MO-ARK membership of the need for Kiwanis involvement 

in the lives of children from pre-natal to age five (5). 

DESIRED EXPERIENCE FOR CHAIR:  To have been a YCPO Chair for their local club 

or to have participated in District, Division, or Club level YCPO projects. 

RESPONSIBILITIES:  To encourage participation in YCPO projects by focusing on the 

following: 

1.  Write interesting and factual articles for the Kiwanigram with the purpose of edu-

cating members of the needs of young children and sharing project ideas from 

other Districts and MO-ARK District clubs. 

2. Provide speaking programs to the District clubs about the projects available to 

them. 

3. Share the story of the Worldwide Service Project and any new Projects that will 

be forthcoming. 

4. Attend the District Board meeting and share the projects that have been reported 

from the Divisions and Clubs. 

5. Conduct training classes at the Mid-Winter Conference. 

6. By October 1
st
, send the Governor the Committee Goals and an Action Plan, with 

time lines for meeting the goals, and a list of Committee responsibilities. 

 

 

 

 

 

 

 

 


