General Information

Association Distribution Office
The Association Distribution Office (ADO) hours are 9:00 a.m. - 5:00 p.m., Monday through Friday. Jolie Estes, ADO Manager, has been instructed to answer calls during these hours.  Should she be out of the office for a short time, please leave a message on the answering machine.  The ADO address is: 5014 FM 1500, Paris, Texas 75460, phone 405-543-3464, email: ado@addc.org.  Jolie stays extremely busy and her preference of communication is through email.  Please send me any requests you might have for Jolie.  She will only have to forward your email to the ADDC President for approval, and this will just save time.

As soon as you receive your letterhead sample from ADO (end of October – first of November) please review for corrections or changes and return ASAP.  Your newsletter is due to the ADDC President no later than the 20th of each month for approval (the ADDC President will send it to ADO by the 24th of each month to be included with the monthly updates) beginning in December 2022. (Due dates vary, so refer to RD calendar).  If you do not meet your deadline, no letter will be posted to the Website for your region.  The Clubs in your region refer to the Website when assembling their local newsletters, so if you don’t have your letter posted on time, it holds everyone up.  If you miss the due date (and, please, I urge you to make this newsletter your priority as this is your communication with your club members and is very important to them), it is your responsibility to email the letter to ADO, all Board Members, and your Club Presidents.  
ADDC Paid Expenses

Budget information: You will be advised at the Post-Convention Board Meeting of instructions and information needed to prepare your ADDC budget for 2023.  Please note that items such as telephone, postage, copying, etc., should be included in this budget if your Region Fund Resolution or your company does not cover these expenses.

The Association will pay for the following expenses, and you must estimate these expenses for your 2023 budget: 1) Round-trip Economy (or equivalent) airfare to the Budget and Planning Meeting and to Convention.  2) A mileage rate will be allowed if you choose to drive to either meeting but only up to the cost of an airline ticket to the same locale.  A mileage rate will also be allowed to and from the airport, if applicable.  Mileage will be allowed at the IRS approved rate each year.  The ADDC Treasurer will advise you of 2023 rates.  Note: Please remember to include any baggage costs, shuttle or parking fees.  Also, include estimated tips for baggage handling, shuttle drivers, etc. 

The Association also pays for the following expenses NOT TO BE INCLUDED IN YOUR BUDGET REQUEST.  The President and Treasurer will include these items in the budget for you.

1)
Your room cost. The President and/or the host club will determine the meals furnished at both meetings. (If you choose to room alone or not with another Board member, you will be responsible for half of the room cost.)
2)
You must pay for personal items such as telephone calls or room service charged to your room at either meeting to the hotel upon checkout.

The Association will pay your Convention Registration Fee ONLY.  You, your regional fund, or your company MUST pay for all social events, field trips, and seminars.  When you send in your registration for Convention, include the monies for these events.  For the registration fee, write ‘paid by ADDC’ and do not include this cost in the amount you submit.  Send it in as directed on the form and also forward a copy of your registration form to the ADDC treasurer.
It is very important that you, as Region Director, completely understand your Region Fund Resolution, how monies are collected and exactly what expenses are paid by the Fund.  Each Region Fund is different, so make sure that you read and understand the expenses paid prior to preparation of your ADDC budget. 

Regional Representation

On page four (4), Item number 26, of the Board of Directors Standing Rules, the Board and Region Directors are advised to “recommend potential ADDC committee chairmen or representatives to the President Elect upon assumption of that office and throughout the year.”  To clarify this: When the President Elect is elected at Convention, he/she will begin the search for committee chairmen and representatives for the year of his/her Presidency.  Volunteer sheets will be provided at each Region Meeting to assist in this search.  The Region Directors and Board Members are urged to assist in this search during Region Meetings.  If the President Elect later needs additional assistance, he/she will contact the Region Director directly.  

If the current President needs assistance to replace any chairmen or representatives who are unable to complete their duties, Region Directors will be contacted at that time for assistance.

Region Meeting – Please Note

All Region Meeting expenses MUST go through the Region Fund Accounts.  

The Region AIMEE Contest expense for Region Meetings is a Region Meeting expense and is NOT paid by ADDC.
It is strongly recommended that you have an Open Forum at your Region Meeting.

Either the Chairman or the Region Representative for each ADDC Committee prepares a committee report for the Region Meetings.  Please send a note to the committee chairman and copy to the region representative reminding them of the need for this report. 

Association Committees

The Standing Committees of the Association are: Club Bylaws/Guidelines Review, Education/Certification, Finance Review, Membership, Program, Public Relations, Rules and Tax Exempt.  Duties of the Committees are outlined in Article XII, Section 2 of the Association’s Bylaws.  Special Committees may be created from time to time as deemed necessary by the Board of Directors.  Current Special Committees are: Contest (including Winning Image Photo Contest), Registrar-(Credentials and Tally), Leadership Resource-(Long Range, Strategic Planning, and GAME), Marketing-(Publications, Insight, Social Media, and Trade Show), and Nominating.  A generalized synopsis of each committee is listed below:

Standing Committees: 

Club Bylaws/Guidelines Review: Monitor all Clubs’ Bylaws on a timely basis to ensure that each Club’s Bylaws are received for review regularly.  Process Bylaws and Charter (if any) of proposed Clubs. Work with ADDC committee chairmen to review and revise ADDC Committee guidelines (manuals) to keep up-to-date.
Education/Certification: Assist Clubs in promoting the educational purpose of the Association.  Process all inquiries and assist Clubs in structuring study courses, seminars, etc.  Issue certificates of completion of study courses and seminars and maintain records of such certificates. Certification provides an educational program at the annual ADDC convention, covering the subjects within the established curriculum.
Finance Review: Assist the Treasurer and Board with the yearly budget. The Financial Review Committee shall review the Associations accounting records, prior to them being sent to an independent certified public accounting firm which shall perform a review of the Association’s accounting records. Expenses for the review, if any, shall be the responsibility of the Association. The annual review shall be done in Tulsa, Oklahoma or as designated by the Board of Directors.
Membership: Assist Clubs in the recruiting of new members and retaining of members on club rosters.  Disseminate information of recruiting and retaining ideas gathered from clubs or elsewhere. Prepare letter to all Clubs with these ideas for transmittal by ADO.  Maintain a file of recruiting and retaining methods.

Program: Assist Clubs in maintaining the required standard of scheduling a minimum of nine (9) educational meeting programs per year.

Public Relations: Issue press releases on Association activities.  Solicit from ADDC Committee Chairmen for Association press releases to inform newspapers, trade journals and the general public of aims, activities and accomplishments of the Association. 

Rules: Initiate, receive, edit and make recommendations on all proposed amendments to the Association Bylaws and Standing Rules. 

Tax Exempt: Assist Clubs in retaining tax-exempt status.

Special Committees: 

Contest: Conduct contests sponsored by the Association on the Regional and Association levels. 
· Winning Image Photo Contest: Deliver information and assistance to members wishing to enter the photo contest.  Locate judges and prepare awards.  Coordinate and present awards for Photo Contest at ADDC Convention.

Leadership Resource-Strategic Planning, Long Range Planning, GAME: Serve as a resource committee; develop in-house training programs utilizing the best learning tools available.  Assist clubs in training members in public speaking skills. Assist the ADDC Board in additions and changes to ADDC Strategic and Long Range Plan.
Marketing-Publications, Insight, Social Media, Trade Shows: Encourage the sale of all publications, i.e., The Desk and Derrick Abbreviator, and the Bit of Fun Energy Activity Book. Assist clubs in organizing trade shows, particular emphasis on NAPE, CAPL.

Nominating:  Request nominations from Clubs for ADDC offices of President Elect, Vice President, Secretary and Treasurer.  Notify clubs of official slate of candidates.  Present nominees at Convention and run a candidate’s caucus.

Registrar: 
· Tally: Prepare ballots for Officer Elections, Convention bid(s), etc. in coordination with the Nominating Committee and ADDC President. The committee also counts standing votes at Convention.

· Credentials: Prepare letter to Club Presidents, to be mailed by ADO, regarding Credentials Form deadline.  Coordinate delegates named by Clubs as their official representatives at Convention.

Technology: The function of this Committee is to review and research possible avenues to increase the educational value of membership through the latest technology.

3
5
Tab_2-General-Information.doc
August 20, 2022

