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Welcome And Congratulations!

Welcome to each of you as the 2023 Region Directors.  I want to personally congratulate each of you for taking this important step to represent your Region in 2023!  You are about to embark on a very exciting, busy and fun-filled year!  In a perfect world, your year would run smoothly, but with the dynamic blend of personalities we have in our Association, chances are that won’t be the case.  Our hope is that we’ve provided information that will assist you in dealing with any issues that pop up during your year.  And if it’s not in the manual, then hopefully we’ve given you the insight on how to use your resources to resolve any problems that may arise. 

You are the pulse of every member in your Region.  You no longer represent just your home club…but all clubs within your Region!  This may be the hardest concept for you this year.  You represent a whole Region not just a Club – and you represent the Association not just your Region.  Your ideas and opinions and those of each member of your region are important!  You have been elected to verbalize those ideas and opinions.  If all members of this Board frankly express their opinions, there will be very few wrong decisions.  Be involved and be active.

Keep in contact with your Club Presidents.  It is through them that you will learn about the clubs and members of your region.  Listen to your members.  You may not always agree with them, but you must remain neutral.  It is from members that we gain ideas.  Treat each question and/or request with respect. Above all, do not ignore any requests.  It may not always be fun.  There will be problems, but it is your job to solve them!  When you cannot solve them by yourself, you have the rest of the ADDC Board to assist you.  Do not hesitate to call for advice and assistance. 

Throughout 2023 you will be very involved in the overall operations of the Association, giving the clubs within your Region a vote in all matters coming before the Board.  Certain items should be on the top of your list for properly representing the members of your Region:

· MEET ALL DEADLINES
· ALWAYS ANSWER CORRESPONDENCE
· KNOW THE ADDC BYLAWS AND STANDING RULES, BOARD PROCEDURES, AND BOARD STANDING RULES
· KNOW THE GOVERNING RESOLUTION FOR YOUR REGION
· COMMUNICATE – DO NOT BE AFRAID TO ASK QUESTIONS
In this Region Director Elect Orientation/Training, we will discuss your duties, responsibilities and obligations to those who have elected you.  If you have questions during this workshop, please feel free to ask.  This session is for YOU! 
This notebook is often referred to as the Region Director’s Bible.  A lot of the questions you will have during the year can be answered with the information in this workbook.  REFER TO IT OFTEN.

Region director’s Calendar

A Guideline

2022
AUGUST

· Attend Regional Direct Elect Orientation/Training
SEPTEMBER
· Attend Pre-Convention Board Meeting without voice or vote

· Attend Convention, where you will be presented with the new officers upon their election

· Attend the joint Board Meeting and the Post-Convention Board Meeting

OCTOBER/NOVEMBER

· Make plans for any installation invitations received

· Prepare orientation letter to the new Club Presidents

· Plan Officers Elect Meeting (if your Region has one)
· Participate in installations as invited
· Begin working on your budget for the next year

DECEMBER
· Write your first newsletter for January - due to ADDC President for review by December 20th and will be submitted to ADO via the ADDC President
· Mention the Budget and Planning Meeting in this Newsletter and ask for input from your members
· Remind members of the Region Meeting, including place, date, and time
· Prepare ADDC Budget for 2023. 
· Deadline is December 20, 2022 to ADDC President, President Elect, and Treasurer
· Participate in installations as invited
· Prepare report for Budget & Planning Meeting (deadline January 6, 2023 to ADO and ADDC President)

2023
JANUARY
· Prepare February Newsletter, due to ADDC President for review by January 20th and will be submitted to ADO via the ADDC President 
· Attend Budget & Planning Meeting January 21, 2023  -- Via ZOOM
· Select Region Nominating Committee, as designated in your Region Bylaws
· Visit/Communicate with Host Club to prepare for Region Meeting, get a copy of the Regional Meeting Budget by Host Club
· Appoint the following for Region Meeting Business Session: Invocation, Presentation of Colors, Pledge/National Anthem(s), Welcome by City Official, Welcome by Host Club, Memorial Tribute, Timekeeper, Tally Committee, and Credentials Committee

· Appoint the following for Industry and Awards Luncheons: Invocation, Introduction of Speaker (if applicable), and Speaker (if applicable)
· Appoint the following for the Banquet: Invocation, Speaker, Introduction of Speaker, and acknowledgments
· Stay in contact with your Host Club

FEBRUARY
· Prepare March Newsletter, due to President for review by February 20th and will be submitted to ADO via the ADDC President 
· Urge members to attend the Region Meeting

· Include Highlights of Budget & Planning Meeting after distributed by ADDC Secretary

· Request a report from each Club President to be presented orally at Region meeting (2 mins)
· Request reports from ADDC Committee Chairmen/Representatives to be included in Delegate notebook if not presented orally during business session

· Send Call to Region Meeting and registration packet to Region Club Presidents, ADDC Board members, Past ADDC Presidents, ADO and Past Region Directors in your Region

· Begin preparation of Region Meeting Podium Book (work closely with your Parliamentarian throughout the preparation of your book to ensure your book is correct and complete). Please do not procrastinate on this, if you do, it will eat your lunch, the brown paper sack, and your plastic fork too!!
· Stay in contact with your Host Club

MARCH

· Prepare April Newsletter, due to President for review by March 20th and will be submitted to ADO via the ADDC President
· Send Rules of Region Meeting to all Club Presidents

· Prepare Region Director’s Report for Region meeting
· Select gifts for speakers (certificates can be ordered through ADO and (framed - not by ADO)
· Stay in contact with your Host Club

APRIL

· Prepare May Newsletter, due to President for review by April 20th and will be submitted to ADO via the ADDC President
· Stay in contact with your Host Club

MARCH/APRIL/MAY - REGION MEETING

· Complete Director’s Report

· Complete Podium Book and Head Table Seating arrangements (notify those seated at head table of time and location to line up)

· Send Podium Book and seating charts to Parliamentarian to review immediately after completion (best to allow 2 weeks for final review and edits)

· Conduct Presidents’ Meeting at Region meeting
· Preside at Region Meeting

· Notify ADDC Board and ADO of the new Director Elect’s name and address, including the place and date of the next Region meeting.  Use the form provided on the website (ADO 40)
MAY

· Prepare June Newsletter, due to President for review by May 20th and will be submitted to ADO via the ADDC President
· Stay in contact with your Host Club, (if you have not had your Regional Meeting yet)
JUNE

· Take a Deep Breath—You Survived Your Regional Meeting—Congratulations!!

· Prepare July Newsletter, due to President for review by June 20th and will be submitted to ADO via the ADDC President
· Submit Convention Registration Form by deadline designated (see form)
JULY
· Prepare August Newsletter, due to President for review by July 20th and will be submitted to ADO via the ADDC President
AUGUST
· Prepare September Newsletter, due to President for review by August 20th and will be submitted to ADO via the ADDC President
· Prepare RD (written) report for Pre-Convention Board Meeting due at ADO by August 31st 
· Contact Region Director Elect with helpful Convention information

SEPTEMBER

· Prepare October Newsletter, due to President for review by September 20th and will be submitted to ADO via the ADDC President
· Prepare speech for introduction of Club Presidents for Convention (Oral Report due by September 5th)

· Attend Convention September 19-24, 2023 (including all Board Meetings scheduled by the Association President) – Pre-Convention Board meeting will be slated for Tuesday September 19th
· Introduce Club Presidents at Convention as scheduled by the Association President

OCTOBER

· Prepare November Newsletter, due to President for review by October 20th and will be submitted to ADO via the ADDC President
· Include highlights of Pre-Convention meeting and Post-Convention joint Meeting after distribution by ADDC Secretary

· Transfer prior year’s files to Director Elect

· Make plans for any installation invitations received

NOVEMBER 

· Prepare December Newsletter, due to President for review by November 20th and will be submitted to ADO via the ADDC President (It is your LAST Letter!!)
· Assist Director Elect in preparing Orientation Letter

· Complete files and prepare for transfer to Director Elect

DECEMBER
· Transfer remainder of files to Director Elect

	
	
	

	ACTION
	DATE
	NOTES

	
	
	

	Appoint Parliamentarian
	Following Election
	

	RD Elect Orientation
	August 20, 2022
	Via ZOOM Meeting

	Pre-Convention Board Meeting
	September 21, 2022
	No voice, no vote

	      Bring Board Reports Notebook
	
	

	
	
	

	Post-Convention Board Meeting
	September 24, 2022
	Following Sat. business 

	
	
	

	Notice of new officer orientation sent to clubs
	(If applicable)
	

	
	
	

	Gather materials for installations
	
	

	
	
	

	Appoint Nominating Committee Chair
	
	

	      Determine date report has to be to clubs
	
	

	
	
	

	Installations
	
	As requested

	
	
	

	RD Budget due to Pres, Pres Elect & Treas.
	December 20, 2022
	

	
	
	

	RD B&P Report to Board due to ADO
	January 6, 2023
	

	
	
	

	Budget & Planning Meeting – Via Zoom
	January 21, 2023
	Via ZOOM Meeting

	      Bring Board Reports notebook
	
	

	
	
	

	Monthly letters
	To President NO LATER THAN 20th of month starting in December
	President will submit RD letter to ADO

	
	
	

	Begin work on Region Meeting Podium Book
	February
	Keep close contact with Host Club and Regional Parliamentarian

	
	
	

	Officer Orientation – New Club Presidents
	By January 31st or before Region Meeting starts
	If via ZOOM, by January 31st 

	
	Parliamentarian
	
	

	
	Invocation  
	
	

	
	Books 
	
	

	
	Registration Form
	
	

	
	Meeting Room
	
	If meeting in person @ RM

	
	Lunch
	
	If meeting in person @ RM

	
	
	

	Region Meeting
	
	

	
	Podium Book
	
	

	
	President's Notebooks
	
	If meeting in person @ RM

	
	Invocations (3)
	
	

	
	Guest Speaker
	
	

	
	Guest Speaker introduction
	
	

	
	RD Assistant's (regional secretary) & Parliamentarian’s Recognitions
	
	

	
	GAC Recognitions
	
	

	
	Certificates of Appreciation
	
	

	
	Year Certificates (provided by ADO)
	
	

	
	Flags and Banner
	
	

	
	Timekeeper
	
	

	
	Nominating Chairman
	
	

	
	Memorial Presenter
	
	

	
	Credentials Chairman
	
	

	
	Tally Chairman
	
	

	
	Region Fund Chairman
	
	

	
	RD Report
	
	

	
	
	

	Notify President, President-Elect, and ADO of 2024 Director Elect
	Within 30 days following Region Meeting
	

	Highlights of regional meeting sent to President
	Within 30 days following Region Meeting
	

	
	
	

	Pre-Convention Board Meeting
	September 19, 2023
	Sandia Resort & Casino, 
Albuquerque, NM

	
	RD Oral Report due to President
	September 5, 2023
	

	
	Board Reports Notebook
	
	

	
	RD Report (written) to Board due to President 
	August 31, 2023
	

	
	
	

	Post Convention Board Meetings – Joint 2023 & 2024 Board
	September 23, 2023
	Sandia Resort & Casino, 

Albuquerque, NM

	
	2024 Officers and Directors only
	Immediately following Post-Convention meeting
	Sandia Resort & Casino, 

Albuquerque, NM


	2023 RD Elect Calendar 

	Item
	Due/Activity Date
	Notes:

	RD Elect Training
	August 20, 2022
	Via ZOOM Meeting

	Pre-Convention Board Meeting
	September 21, 2022
	Washington, PA

	Post-Convention Board Meeting 
	September 24, 2022
	Washington, PA

	2023 RD Budget Due 
	December 20, 2022
	Send to ADDC President, Treasurer, and President Elect

	Budget and Planning Report Due
	January 6, 2023
	Send to ADDC President

	Budget and Planning Meeting
	January 21, 2023
	Via ZOOM Meeting

	Region Meetings:
	
	

	   Northeast Region
	May17-20 2023
	French Lick, IN

	   Southeast Region
	April 19 21, 2023
	New Orleans, LA

	   Central Region
	April 28-29, 2023
	El Dorado, KS

	   West Region
	April 13-17, 2023
	

	Pre-Convention RD Report 
	August 31, 2023
	Send to ADDC President

	Pre-Convention Board Meeting
	September 19, 2023
	Albuquerque, NM

	ADDC Convention
	September 19-24, 2023
	Albuquerque, NM

	Post-Convention Board Meeting
	September 24, 2023
	Following Business Session 

	Monthly Letters:
	
	

	   January
	December 20, 2022
	Send to ADDC President

	   February
	January 20, 2023
	Send to ADDC President

	   March
	February 20, 2023
	Send to ADDC President

	   April
	March 20, 2023
	Send to ADDC President

	   May
	April 20, 2023
	Send to ADDC President

	   June
	May 20, 2023
	Send to ADDC President

	   July
	June 20, 2023
	Send to ADDC President

	   August
	July 20, 2023
	Send to ADDC President

	   September
	August 20, 2023
	Send to ADDC President

	   October
	September 20, 2023
	Send to ADDC President

	   November
	October 20, 2023
	Send to ADDC President

	   December
	November 20, 2023
	Send to ADDC President
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