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Introduction

The District 6 Guidelines are intended to be a set of formal and informal protocols for the District Leadership Team. In all cases, the Toastmasters International District Administrative Bylaws take precedence. They are intended to be a guide for district leadership teams. From time to time circumstances may dictate a departure from these, yet it is expected that they will be followed whenever possible. There are several guidelines that merit special attention and are footnoted throughout this document.


DISTRICT CONFERENCES, CONVENTIONS, AND TELIs
RESPONSIBILITIES OF DISTRICT 6 OFFICERS AT DISTRICT EVENTS
1. The District Fall event is called the Fall Conference. The District Spring Event is called the Spring Convention. District Officers are elected at the Convention.

2. It is customary for the Division Governors to choose the two side contests to be held during the upcoming district year. This selection process typically happens at the Leadership Kickoff Meeting.

3. The Division Governor of the Host Division shall chair the Hospitality Committee for the conference or convention. Greeters typically come from the host Division. Hosting a District Conference is an honor, and therefore it is expected that the host division governor and division club members will participate in the conference.
4. The District Governor will introduce the Host Division Governor during opening ceremonies. The host Division Governor typically will give a short welcome speech with the timing determined by the Conference Chair and District Governor.

5. The Lieutenant Governor of Education and Training shall make announcements at the end of the meal events and at the end of any plenary session. The Lieutenant Governor of Education and Training is often the convener of educational plenary sessions conducted by visiting speakers.
6. Division Governors shall serve as Session Conveners and introduce the educational presenters or seminar presenters. The conference chair will work with the Division Governor to assign a Session Sergeant At Arms as needed. The Division Governor will time the session, assist the presenter as needed, will make announcements at the end of the session, and will hand out and collect session surveys.
7. The District Governor will chair the District Business Meeting, with the Lieutenant Governor of Education and Training, Lieutenant Governor of Marketing, District Secretary, Treasurer, and Parliamentarian in attendance.
8. The District Governor shall serve as the Master of Ceremonies at all Meal Events. In addition District Officers will perform the following duties. 

AWARDS AND RECOGNITION AT EVENTS
1. Traveling Officer Pins are presented to Division Governors and the District Trio. These pins are worn by the recipients during their year of service and then passed on to the next leadership team. These pins are award to the incoming officer team during a ceremony typically held at the Saturday night banquet of the Spring Convention (following the business meeting.) The outgoing officer team presents their pins to the incoming officer team.
2. The Lieutenant Governor of Education and Training are typically provided a portion of the Saturday Morning General Session (usually breakfast) to conduct Distinguished Toastmaster award recognition. Recipients are asked in advance to bring their plaque to the session where it will be officially awarded. The District provides a DTM Medallion which is also awarded at the ceremony.

3. Each year the Lorin Pollmann award is selected by the District Lieutenant Governor of Marketing and presented at the District Spring Convention to a Toastmaster Club that has conducted Speechcraft sessions to help educate members of their community and to help promote membership growth in Toastmasters. A club may only receive this award once.
4. Each year the Lou Novak award is selected by the District Lieutenant Governor of Marketing and presented at the District Spring Convention to a Toastmasters member who significantly contributes to the growth of new clubs in District 6. The recipient may only receive this award once.

5. Each year the Don Murray award is selected by the District Lieutenant Governor of Education and Training and presented at the District Spring Convention to a Toastmaster who has worked hard beyond the club level without actually holding a district office. This award typically goes to a quiet, behind-the-scenes person whose contributions have helped the district and their fellow Toastmasters. The award is made without regard to club, area, or division affiliation. The recipient may only receive this award once.

6. In a given year the Alex P. Smetka award may be chosen by the current District Governor and presented at the District Spring Convention. The recipient is a Past District Governor who has been most helpful and/or most engaged throughout the Toastmaster year. The recipient may only receive this award once.

7. Only two (2) Communication and Leadership awards may be made per year. One is presented at the Spring Convention and one at the Fall Conference. Typically, only one awarded and is presented at the Spring Convention. If the District Governor chooses to present a second Communication and Leadership Award during the Toastmaster year, the other would be presented at the Fall Conference. 
a. In order to be a recipient, one must be able to attend the Conference/Convention, receive the award in person, and present a 15-20 minute talk.  

b. Names for a possible recipient will be put forth by the Communication and Leadership Chair for consideration by the District Governor and Lieutenant Governors. The final decision will be made by the District Governor.
8. The Toastmaster of the Year award involves a selection process that begins with the club. Each Club chooses a Club Toastmaster of the Year. Once this selection is made, a form is filled out and sent to the Area Governor. The Area Governor then chooses an Area Toastmaster of the Year from the pool of submissions received from the Clubs. He/she in turn submits this selection to the Division Governor. The Division Governor then chooses a Division Toastmaster of the Year from the pool of submissions received from the Areas. He/she in turn submits this selection to the District Governor. The District Trio and the Division Governors (of the year of service) meet to evaluate all of the division nominees. They then choose a District Toastmaster of the Year. The District Governor (of the year of service) typically makes this presentation at the July TELI. The recipient may only receive this award once.

9. The Area Governor of the Year award involves a two part selection process. The Division Governor (of the year of service) chooses a Division Area Governor of the Year from the Area Governors in the Division that year. He/she in turn submits this selection to the District Governor (of the year of service). The District Trio and the Division Governors (of the year of service) meet to evaluate all of the division nominees. They then choose a District Area Governor of the Year. The Lieutenant Governor of Education and Training (of the year of service) typically makes this presentation at the July TELI. The recipient may only receive this award once.

10. The District Governor (of the year of service) chooses the Division Governor of the Year recipient. He/she will typically ask the Lieutenant Governors for input and may ask them to participate in the selection process. The District Governor makes this presentation at the July TELI. The recipient may only receive this award once.

11. The order of award presentations at the TELI should reflect the importance of the award. The most significant honor is the District Toastmaster of the Year. To reflect this, the protocol for announcing these is typically in the following order:

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

c. District Division Governor of the Year (Announced by the District Governor of the prior Toastmaster Year and is announced prior to the District Area Governor of the Year)

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

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

12. District 6 will award plaques to the Division Governor of the Year, and the Area Governor of the Year.

13. The District will recognize the Outgoing Past District Governor with a plaque and a Past District Governor pin. These are presented by the Lieutenant Governor of Education and Training at the Spring Convention.
14. Each year the District recognizes the 25-Year Club. This club is an honorary society for Toastmasters who have been continuous members for a quarter century. The District will typically provide refreshments for the group and provide a meeting room at the Spring Convention (usually during the day on Saturday). It is customary for the District Governor to make a brief welcome presentation to the 25-Year members at the beginning of the hour-long meeting held during the Spring Convention.

15. Each year the District recognizes the Past District Governors (PDG) Club. This club is an honorary society for Past District Governors. The District will typically provide refreshments for the group and provide a meeting room at the Spring Convention (usually during the day on Saturday). It is customary for the District Governor to make a brief welcome presentation to the PDGs at the beginning of the hour-long meeting held during the Spring Convention.

16. The Tokens of appreciation are purchased by the district for educational presenters at the District Convention, Conference, and two TELIs.

17. Tokens of appreciation are purchased by the District for visiting dignitaries.

18. DTM Medallions are purchased by the District and awarded to recipients of the Distinguished Toastmaster Award. They are only given to recipients who attend the Fall Conference or at the Spring Convention.
19. The Elusive Gilded Gavel (EGG) is a traveling trophy. The LGM is the arbiter and rules keeper of the EGG. The rules are located at www.d6tm.org.

FALL CONFERENCE ROLES
1. The District Governor chooses the Contest Chair and Toastmaster of Side Contest (Table Topics, Evaluation, or Tall Tales). 

2. The Lieutenant Governor of Marketing Serves as the Toastmaster and Contest Chair the Humorous Speech Contest

SPRING CONVENTION ROLES
1. The District Governor chooses the Contest Chair and Toastmaster of Side Contest (Table Topics, Evaluation, or Tall Tales) 

2. The Lieutenant Governor of Education and Training Serves as the Toastmaster and Contest Chair of the International Speech Contest
3. If any officer is unwilling or unable to perform any duties at the District Conference/Convention, the Senior District Officer shall appoint a replacement.

LOCATION AND HOSTING OF DISTRICT CONFERENCES
1. The Fall Conference location is chosen in advance by the officer who will be the District Governor during the year that the event will occur. A location outside the (seven county) Twin Cities metropolitan area is typically selected. The conference has been held as far north as Thunder Bay, Ont., as far south as Austin, MN, and as far west as Marshall, MN. It is customary to rotate the location around the district so that travel is at times more convenient for toastmasters from various locations throughout the district. The District Governor is encouraged to be mindful of the distances that some Toastmasters must travel to attend this event, and be as fair as possible when selecting a Fall Conference location.

2. The site selected must have facilities (breakout rooms, a ballroom or large hall for meal events, etc.) that will accommodate the expected attendance of the Fall Conference. It is recommended that the site be chosen early and that a contract be signed a year in advance of the event (whenever possible).
3. The Fall Conference is often held at the end of October. The District Governor should take care to avoid scheduling the conference on a weekend that would conflict with the Canadian Thanksgiving (2nd Monday in October), US Thanksgiving (Fourth Thursday in November), or religious holidays, and the MEA (Minnesota Education Association). When planning the Fall Conference, it is also important to keep in mind that the Fall Contest season is bounded by Labor Day and the Conference itself. (Thus, a mid October Conference would require that club, area, and division contests all occur between Labor Day and the Conference.)
4. The Spring Convention location is chosen in advance by the officer who will be the District Governor during the year that the event will occur. A location within the Twin Cities metropolitan area is typically selected. It is customary to rotate the location around the metro divisions so that travel is periodically more convenient for toastmasters in a particular location within the district. The site selected must have facilities able to accommodate the expected attendance of the Spring Convention. 
5. The Spring Convention is often held during the last weekend in April (preferred) or in early May. The District Governor should take care to avoid scheduling the conference on a weekend that would conflict with Mother’s Day or religious holidays.

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


PROTOCOL FOR INTERNATIONAL OFFICER AND DIRECTOR VISITS

1. District 6 will adhere to the directives set forth in the District Administrative Bylaws, and protocols for International Officer and Director Visits as outlined in the District Leadership Handbook.
2. Complimentary conference registration and meal tickets will be provided for the International Officer/Director and spouse (or guest), and the conference committee will cover the cost of the visiting Director’s lodging. One official visit occurs each year.
3. As a courtesy, complimentary accommodation will be provided for a Presidential visit, if not reimbursed by Toastmasters International. 
4. District 6 will plan extension (new club prospect) visits for the International Officer or Director prior to the start of the District Conference/Convention.

5. The International Officer or Director will be invited to present an educational seminar, and will be invited to present an address at the opening ceremonies or during the opening session Saturday morning. The visiting director may be given the courtesy to make a very short acknowledgement on Saturday night. The contest and other District presentations will typically fill the Saturday evening program.


DISTRICT LEADERSHIP ROLES
1. The District Trio consists of the District Governor, the Lieutenant Governor of Education and Training, and the Lieutenant Governor of Marketing. The District Trio will typically meet twice each month throughout the Toastmasters year to discuss strategies for achieving Distinguished Goals. The Trio may invite others to attend such as the District Assistant, Public Relations Officer, etc.

2. District Governor

a. Obtaining District Membership Lists – At key points throughout the year, the District Governor will contact Toastmasters International to obtain a district membership list, district officer list, and non-renewing members list. These reports contain sensitive information and should be handled accordingly. Those who may need to use this data include the District Administrative Assistant, the District Directory Chair, and the Lieutenant Governors. The data may be divided by division and given to the Division Governors. Care must be taken to ensure that only those who need to know are provided this information.

b. Late Dues Collection- This role is typically taken by the District Governor. Immediately following the 9/30 and 3/31 dues deadlines, the District Governor will work with the Division Governors to monitor dues collection and get all dues in. At roughly a month after dues are due, the District Governor will take ownership of collecting outstanding dues. This is done to allow the LGM to focus on new clubs, and to ensure the District Governor is aware of the club position at these critical times of the year.

c. Contacting Clubs at year end – The District Leadership team led by the District Governor may initiate a phone calling campaign to encourage clubs to achieve their club goals. The District Governor and the Lt. Governor of Education and Training typically assemble a calling tree committee of several individuals in order to assess year end prospects and to encourage clubs to work toward achieving club and member goals. The LGM is exempted if the new club goal has not been reached.

3. Lieutenant Governor of Education and Training (LGET) – is a key member of the District Trio who manages two critical success factors: Competent Communicators and Advanced Communicators. It is expected that the LGET will lead initiatives to achieve these goals, and will work in concert with the LGM and District Governor.

4. Lieutenant Governor of Marketing (LGM) – is a key member of the District Trio who manages two critical success factors: New Clubs and New Members. It is expected that the LGM will lead initiatives to achieve these goals, and will work in concert with the LGET and District Governor.

a. The Lieutenant Governor of Marketing is responsible for lining up people on Saturday evening for the processional (march-in) at both the Fall Conference and Spring Convention. The processional marks the official beginning of the evening banquets.



LEADERSHIP MEETINGS AND TRAINING

1. Each year a special Leadership Kickoff Meeting is held on the Sunday immediately following the Spring Convention. The incoming District Governor, incoming LGET, and incoming LGM host this meeting with the newly elected Division Governors. This is the only Sunday meeting held officially by the district. The purpose is to assemble the newly elected team while leaders from remote locations are all together at the convention, and to make several important decisions regarding the upcoming year.

2. Area and Division Governor Training meetings are held six times each year (approximately every other month) on the third Saturday of the designated month. These meetings usually run from 8AM to 12:30 PM. All Area Governors and Division Governors should attend all six meetings during the year. Substitutes may at times be allowed to attend, but require District Governor approval.

3. The sixth and last division and area governor meeting is the transition meeting.

4. Division Governors have key roles at the TELIs, the Fall Conference, and the Spring Convention and should plan to attend all four events.

5. Area Governors are encouraged to attend the TELIs, the Fall Conference, and the Spring Convention, and may be enlisted to assist on various committees.



DUTIES OF THE 
IMMEDIATE PAST DISTRICT GOVERNOR

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

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

3. A Roast of the Immediate Past District Governor often occurs at the Fall Conference Saturday Luncheon.

4. The Immediate Past District Governor and spouse will be seated at the head table at TELIs, Fall Conference, and the Spring Convention.

5. The Immediate Past District Governor will typically serve as Chair of the District Guidelines Review Committee.



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

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

b. Review the District 6 Guidelines (this living document). 

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

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

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



POLICY ON FUND-RAISING ACTIVITIES

1. When Clubs, Areas, Divisions or the District conduct fund-raising activities (such as door prizes, raffles, and/or silent auctions) in District 6, such activities will be in strict accordance with Policy Bulletin G37 of Toastmasters International and the guidelines for fund-raising activities issued by World Headquarters in Mission Viejo, CA.
2. A product or service rendered by individual members or businesses for a silent auction, a door prize, or a raffle must be donated or voluntary; the profit must be used strictly for the furtherance of Toastmasters International’s 501c(3) tax exempt status.  
3. The Toastmasters name, trademark, or symbol may only be used in accordance with Toastmasters International Policy.  



 APPOINTED AND ELECTIVE OFFICES
1) The District Governor, Lieutenant Governor of Education and Training, Lieutenant Governor of Marketing, and the Division Governors are elected positions as described in the District Administrative Bylaws. The role description and term limits for this office are described in the District Administrative Bylaws.

2) The Public Relations Officer shall be appointed by the incoming District Governor. The role description and term limits for this office are described in the District Administrative Bylaws.

3) The Treasurer shall be appointed by the incoming District Governor. The role description and term limits for this office are described in the District Administrative Bylaws.

4) The Secretary shall be appointed by the incoming District Governor. The role description and term limits for this office are described in the District Administrative Bylaws.

5) Area Governors in District 6 are appointed by the incoming District Governor. The role description and term limits for this office are described in the District Administrative Bylaws.

6) The following is a list of the current committee chairs. All shall be appointed by the incoming District Governor.

a) Nominating Committee Chair. The Immediate Past District Governor is typically appointed to this role. The nominating committee procedures are described in the District Administrative Bylaws (DAB). It is customary for the Nominating Committee Chair to select two past district governors to serve on the Nominating Committee as well as members at large as described in the DAB. The committee will strive to assemble a committee in which each member will be from a different Area with two members representing each Division.
b) District Sergeant At Arms. In some years, two Co-Sergeants at Arms are appointed.

c) Area Governor Trainer
d) Audit Committee Chair
e) Budget and Finance Chair

f) Communication and Leadership (C&L) Chair. The District Governor appoints a Past District Governor to this role.

g) District Chief Judge

h) Credentials Chair. The District Governor appoints a Past District Governor to this role.

i) Data Coordinator

j) District Assistant – This appointed role provides administrative support to the District Trio.
k) District Guidelines Review Committee – The District Governor typically appoints the Immediate Past District Governor to review these Guidelines.

l) Directory Editor

m) Digest Editor

n) Fall Conference Co-Chair

o) Follow-Up Chair

p) Historian – The District Governor appoints a Past District Governor to this role.

q) ID Visit Chair

r) Resource Center Chair

s) District Phone Line – Minnesota

t) District Phone Line – Canada

u) Parliamentarian

v) Photographer

w) Silent Auction Chair

x) Spring Convention Co-Chair

y) Web Editor
7) The following is a list of current committee chairs appointed by the incoming Lieutenant Governor of Education and Training.

a) Realignment Chair – The Lieutenant Governor of Education and Training appoints this role.

b) TELI

c) Speechcraft

d) Speaker’s Bureau

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

a) State Fair

b) Club Coach Trainer

c) Youth Leadership

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



EXPENSES, REIMBURSEMENT, AND FINANCIAL REPORTING
1. District, Division, Area and Committee Chairs will receive reimbursement for the expenses outlined in the District 6 Budget Rationale and within limits specified in the District Budget. All financial activities are governed by Toastmasters International Policies. Expenses may have pre-approval requirements and are bounded by limits as outlined in the District 6 Budget Rationale. 
2. Reimbursement requires the submission of expense accounting and reimbursement forms provided by the District Treasurer. 

3. All expenses are subject to review by the District Treasurer and must be signed off by the District Governor.

4. Area and Division Governors are required to submit two semi-annual financial reports to record the expenses and income for each half-year period.

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


ANNUAL DISTRICT PURCHASES

1. District Pins (District Theme) - Are ordered and paid for during the last quarter of the district year for the following administration. These are typically ordered in May so that they arrive prior to the Regional Convention in June. The incoming District Governor recognizes attendees of the Regional Convention by handing them out to the attendees.

2. Name Badges
- The district recognizes district leaders by purchasing name badges for the district leadership team. They are ordered and paid for during the last quarter of the district year for the following administration. These include name badges for area and division governors, the PRO, the Trio, District Secretary, District Treasurer, and other top district leaders.

3. Resource Center Supplies - Upon completion of the Spring Convention, the district will inventory and replenish supplies to be sold in the Resource Center. These items are ordered and paid for during the last quarter of the district year for the following administration.

4. International Convention Pins - The district governor traditionally purchases 25-30 International Convention pins to recognize district attendees of the International Convention.



SPECIAL EVENTS
1. The District participates in the Minnesota State Fair each year to promote membership in Toastmasters. A booth fee is paid by the district each year. Admission tickets to the state fair are provided to the District. These tickets are awarded to volunteers who work shifts at the Toastmasters booth.

2. The District participates in the Minnesota Education Association each year to promote membership in Toastmasters. A booth fee is paid by the district each year.


CREDENTIALS

1. A Business Meeting will occur at both the Fall Conference and at the Spring Convention.

2. The Credentials process is governed by the District Administrative Bylaws.  

3. The times that the Credentials Desk will be open shall be printed in the convention program.
4. The Credentials Committee will distribute the required ballots to those who have previously registered their credentials to vote, and whose eligibility has been determined. The Credentials Desk will be declared closed at the time the District Governor calls the Business Meeting to order, so those working at the desk will not miss the meeting. 

5. The Credentials Committee Chair will provide a credentials report in the business meeting as requested by the District Governor.



DISTRICT BUSINESS MEETINGS
1. A Business Meeting will occur at both the Fall Conference and at the Spring Convention.

2. Each Business Meeting is chaired by the District Governor.

3. The District Governor will typically appoint a Parliamentarian. The Parliamentarian is seated next to the District Governor at the head table.
4. Other dignitaries seated at the head table include the LGET, the LGM, the District Secretary, the District Treasurer, the Public Relations Officer, and the Immediate Past District Governor.

5. The District Governor will appoint a timer for the Business Meeting.

6. The length of discussion on any topic will be approved the District Council and will require unanimous consent or a 2/3 vote of the attendees.

7. A sample agenda is attached to this document.



VIDEO AND AUDIO RECORDINGS

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

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



REVIEW OF GUIDELINES 
AND RULES OF PROCEDURE

1. The Guidelines and Rules of Procedure shall be reviewed annually. A review will be made by a committee typically chaired by the immediate past district governor following the conclusion of the district year.   

1. The Guidelines and Rules of Procedure may be amended at any Business Meeting.


DISTRICT EQUIPMENT
1. New Club Equipment – A lectern, gavel, and stopwatch are provided to the District Governor, the Lieutenant Governor of Education and Training, and the Lieutenant Governor of Marketing for the purpose of conducting demo meetings and other Toastmasters Public Relations. The District Governor shall turn over his/her equipment to the incoming Lieutenant Governor of Marketing.
2. District Banner - The LGM is responsible for making sure the district banner is displayed at conventions and other district events. The LGM may delegate this task, but must ensure that all district banners are on site at district events.

3. The Elusive Gilded Gavel belongs to the District. No club may claim ownership of the traveling gavel.

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



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

2. Charter Parties - One of the Trio will try to attend each charter party. The district governor of the year in which the club was chartered is typically extended a courtesy invitation and if able to attend, presents the club charter. The LGM may present the Charter Member Certificates and the Mentor/Sponsor Certificates. These assignments are often delegated to the division governor where the club charters.

3. International Convention – In District 6, it is expected that the top three officers (Trio) all attend the International Convention. The Immediate Past District Governor may also attend.


DISTRICT PROTOCOL
1. Home Club of the District Governor Banner. A representative from the home club of the District Governor and a representative of the home club of the District Governor Elect (LGET) formally exchange the Home Club of the District Governor Banner at the Spring Convention.
2. The District Banner is kept by the LGM each year. The District Banner is taken to the Fall Conference, the Spring Convention, and the Region IV Conference.
3. Invocations at Conventions and Conferences. The following roles are assigned each year as follows:
a. The Saturday Evening Invocation at the Spring Convention is made by the Lieutenant Governor of Marketing Elect.



SPECIAL RULES OF PROCEDURE

NOMINATING PROCEDURES

1. The District Governor will typically appoint the Immediate Past District Governor to chair a Nominating Committee. The Nominating Committee will adhere to the rules set forth in the District Administrative Bylaws and outlined in the Nominating Committee materials provided by Toastmasters International.
2. Any District 6 Toastmaster may submit to the Nominating Committee the name(s) of members they would like the Nominating Committee to consider for office. The names must be submitted in writing according to the District Administrative Bylaws and prior to the convention at which a Business Meeting at which time the election will be held.
3. The Nominating Committee’s role is to review the names of the candidates to determine eligibility of those put forth. The Nominating Committee contacts those who are eligible, in order to determine whether they are willing to serve in that capacity, and will interview each candidate prior to the Spring Convention.
4. The Nominating Committee shall submit its report in writing to all members of the District Council at least two weeks prior to the election. The Nominating Committee may submit its report for posting on the District 6 website and in the ‘District 6 Digest’.
5. At the Business Meeting, a member of the Nominating Committee (usually the Chairman) will read the report and place the names in nomination. A copy of the report will be given to the District Secretary. Nominations from the floor may be made following the report of the Nominating Committee. 

ELECTION OF OFFICERS
1. The election of District 6 Officers will be held on Saturday at the Spring Business Meeting. The date, time, and place will be decided by the District Governor. Notice will be given at least two (2) weeks prior to the District Spring Convention.
2. One third (1/3) of the District Club Presidents and Vice Presidents of Education, or their proxies shall constitute a quorum for the election.

3. The District Governor shall chair the election.

4. A member of the Nominating Committee, typically the Chair nominated by the District Governor, shall give the Nominating Committee Report. 
5. Elections will be in the following order: District Governor, Lt. Governor Education and Training, Lt. Governor Marketing, Division Governors. Unsuccessful candidates may be nominated for subsequent offices. All persons to whom ballots have been properly distributed may vote for all District Officers.

6. Nominations from the floor may be made before the speeches and voting for the office begins. No nominating speech may exceed one (1) minute.
7. Order of speaking for a contested office will be alphabetical order of the Candidate’s last name, and (if needed) then in alphabetical order of the candidate’s first name.
8. Candidate speeches will have duration of two (2) minutes maximum. A timer will be appointed who will provide a signal, and will be directed to begin clapping at the end of the two minute speech (if not  completed.)
9. Voting for each office will be conducted by ballot immediately after all candidates for that office have made their candidate speeches. Only ballots distributed by the Credentials Chair will be accepted. The appointed Tellers will count the ballots promptly, and the results will be announced before the next office is considered. Each candidate may designate an observer of the counting process.
10. If no candidate (where there are more than two [2] candidates) receives a majority of the votes cast after the second ballot, the candidate receiving the lowest number of votes on each ballot shall be excluded in further balloting for that office.  

11. In the event there is but a single nominee for an office, and no one objects, the vote may be taken by voice vote. 


MISCELLANEOUS PROCEDURES
1. The District Governor is the Publisher of both the District 6 Digest and the District Directory. As such, he/she will appoint an Editor who will assist in the assembly of the information. Ultimately, the District Governor is responsible for the content.
a) The District 6 Digest is the District 6 Newsletter. It is published at least two times per year. One issue is published and mailed at least a month prior to the Fall Conference and another is published and mailed at least a month prior to the Spring Convention. The mailings go to all District Members. The primary purpose of these two mailings is to promote the conferences. A registration form is included within the Digest.
b) The District Directory is published once per year usually by Mid October. The design of the inside and outside cover is the responsibility of the District Governor. The layout is typically done by the Digest Editor. 

i) The Directory is distributed to all of the officers of every club, to the Past District Governors, and to the District Officer Team (Area Governors, Division Governors, District Trio, and appointees).

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

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

(3) Area Governors are responsible for getting the directories to all of the clubs. Club Presidents are responsible for distributing them to the club officer team.

2) District Proxies are mailed out to all of the District Clubs at least a month prior to the Spring Convention. 

3) The District Trio may choose to send a Holiday Card to the District Clubs. This is usually done in early December and will typically include a state of the District message.
Appendix I

Two example Business Agendas follow.

Semi-Annual Meeting of the District Council Fall Conference MM/DD/YYYY

2:30
Call to Order
District Governor
Reading of District Mission
District Governor Appointment

Welcome/Introductory Remarks
District Governor
2:40
Adoption of Agenda
District Governor



Approval of Minutes
Secretary




2:45
Confirmation of Appointed District Officers
District Governor 

2:48
Audit Committee Report
Audit Committee Chair

2:50
Adoption of District Budget
Budget Chair

3:00
Treasurer’s Report
Treasurer


3:05
Officer Reports



District Governor
District Governor


Lt. Gov. Education & Training
LGET


Lt. Gov. Marketing
LGM


Public Relations Officer
Public Relations Officer



Division Reports





Central Division
Northern Division




Eastern Division
Prairie Division



Frontier Division
Rivers Division



International Division
Southern Division



Metro Division
Western Division

3:40
Other Committee Reports
District Governor


Special Committee Report



Special Committee Report


3:45
New Business

3:50
Announcements


Announcements for International Candidates



Announcements for District 6 Candidates


Next District Conference: MM/DD/YYYY
Committee Chair

Regional IV Conference: MM/DD/YYYY
Representative



International Conference: MM/DD/YYYY
Representative


Next Business Meeting:  date & site
District Governor
4:00
Adjournment


Officer Reports: Division Governor’s reports shall be 2 minutes max.

Motions: Any motions made must be presented in writing to the secretary, immediately upon completion of the motion.

Debate:  No member may speak more than two times on any one motion and each of those speeches are limited to 2 minutes, max.

Candidate Announcements: Limited to 2 minutes maximum.
Semi-Annual Meeting of the District Council Spring Convention MM/DD/YYYY

2:50
Call to Order
District Governor


Inspirational Opening
District Governor Appointment
Reading of District Mission
District Governor
Welcome/Introductory Remarks

Adoption of Meeting Rules

Adoption of Agenda






Appointments


Tellers
District Governor Appointment

Timekeeper
District Governor Appointment
Approval of Minutes
District Secretary

3:05
Realignment Committee Report
LGET
Adoption of Club Alignment

3:15
Nominating Committee Report
Nominating Committee Chair


Election of District Officers for 2005-2006

3:35
Audit Committee Report
Audit Chair

Treasurer’s Report
Treasurer

3:40
Officer Reports



District Governor
District Governor


Lt. Gov. Education & Training
LGET


Lt. Gov. Marketing
LGM


Public Relations Officer
Public Relations Officer



Division Reports





Central Division
Northern Division




Eastern Division
Prairie Division



Frontier Division
Rivers Division



International Division
Southern Division



Metro Division
Western Division

4:15
New Business

Announcements


Announcements for International Candidates



Next District Conference: MM/DD/YYYY
Committee Chair

Regional IV Conference: MM/DD/YYYY
Representative



International Conference: MM/DD/YYYY
Representative


Next Business Meeting:  date & site
District Governor
4:30
Adjournment


Motions: Any motions made must be presented in writing to the secretary, immediately upon completion of the motion.

Debate:  No member may speak more than two times on any one motion and each of those speeches are limited to 2 minutes, max.

Candidates for District Office must sign the Officer Agreement and Release Statement prior to being nominated.

Candidate Announcements: Limited to 2 minutes maximum.
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