Region Director Procedures

A.
Duties

1. Maintain close contact with the clubs in your region, and serve as liaison between the clubs and the Board of Directors. (ADDC Bylaws, Article X, Duties of Officers).

2. Refer any matters or problems affecting the interests of the Association to the other members of the Board.
3. File amended club documents in the club's permanent file when approved by the Club Bylaws Review Committee.

4. If requested, recommend to the Region Director-Elect a list of members to serve as Regional Representatives for ADDC Committees.

5. File the Region Fund form, either ADDC Form TAXE 1 or IRS Form 990 with the Tax Exemption Chairman, no later than May 15th.

6. Approve club or region sales, raffle items, and promotional items, according to ADDC Board Procedure Rule 7.
7. Work with Technology Committee in reviewing all club websites within the region semi-annually to see that the site is active and the information is current.  Work with clubs to maintain updated information.  However, should the site no longer be active, notify the ADDC President so ADO can delete the link to club from the ADDC website.

B.
Board Meetings

1.
Request that clubs notify the Region Director of any problems or matters that they wish brought before the Board for discussion at the Budget and Planning, Convention Board Meetings, and regular monthly board meetings.

2.
Prepare reports as requested by the President of the Association for distribution to Board members.

3.
Bring copies of all reports, letters, and attachments to be discussed to the Board Meetings.

4.
Read all reports before the Board Meetings in order to be prepared for the discussion and make note of questions.
5.
Have reports organized in the order outlined on the agenda for the Board Meetings.

6.
If reimbursement for travel is needed prior to Board Meetings, an expense report shall be submitted to the Association President and Treasurer.

C.
Region Meeting
1.
Responsible for the Region Meeting, including agenda and program.  Consult Region Meeting Planning Guide for details. 

2.
Send letter to all Clubs seeking Region Meeting bids for the following year if not done on a rotational basis.  (See suggested sample letter in Region Meeting Section, Exhibit A - Region Director)

3.
Arrange for distribution of Rules of Region Meeting.  (See Guidelines in Region Meeting section, Exhibit B - Region Director)

4.
It is suggested that a list of all entries for the contests on the Region level be given to registrants at the Awards function.  This can be printed in the official program or as a separate handout.
5.
Decorations (if any) for the Regional AIMEE awards ceremony at Region Meetings are items to be expensed by the Region Meeting account.  The ADDC Contest Committee is not responsible for paying for decorations, giveaways, or mementos.  (The Contest Committee Region Representative will request appropriate pins and certificates from ADO, in coordination with the Contest Committee Chairman.  All other items and expenses are borne by the Region Meeting.)
D.
Visits to Clubs

1.
Visit Clubs in the Region, with limitations as noted below:

a.
Funds budgeted for travel in the approved ADDC budget may be used at the discretion of the Director without specific approval, provided funds are used:

(i)
When a club requests a visit to discuss specific problems
(ii)
To visit a newly affiliated club
(iii)
To visit clubs that have never been visited or have not been visited over a period of several years
(iv)
To attend a specific function where the Director's presence would be of definite value to the membership
b.
Prior Board approval must be secured for travel expense to visit clubs in excess of allowance.  Submit request for approval to President, setting date for receipt of approval.  Allow sufficient time for email responses to be gathered.  Responses from Board members will be directed to the President, who will notify the Region Director of the results before the deadline date.

E.
Electing a Successor

1.
Immediately after taking office, appoint a Regional Nominating Committee consisting of a chairman and two (2) members.  (ADDC Bylaws, Article IX, Section 3 (a)).  Ensure the Region Nominating Committee files are forwarded to the chairman. 
Nominating Committee's duties are:

a.
Mail or email nominating forms to clubs in the Region as soon as possible.  Include a copy of the Region Director Qualification Form, the nomination letter, and "What It Takes to be a Region Director", ADDC Form NOMN3.

b.
Each Club within the Region, by majority vote, may submit the name of one (1) of its members for the office of Region Director to the Nominating Committee for its consideration.  All nominees shall be bondable. (ADDC Bylaws Article IX, Section 3 (b))
c.
The Nominating Committee shall consider the qualifications of all nominees proposed by the clubs and shall nominate all qualified candidates from the names submitted.  If no nominations from clubs are received sixty (60) days prior to the Region Meeting, the Nominating Committee shall nominate, with the consent of the nominees and the approval of their clubs, not more than two (2) candidates for the office. (ADDC Bylaws, Article IX, Section 3 (c))
d.
The Nominating Committee shall notify the nominees that their names will be on the ballot.
e.
The Nominating Committee shall submit their report to the clubs 30 days prior to the meeting. 

2.
After the Nominating Committee has notified the nominees that they are on the ballot, the Region Director shall:

a.
Write the nominees, advising them when they will be introduced at Region Meeting:
(i) Candidates must be presented at the Region Meeting on an "equal" basis. (ADDC Bylaws-Standing Rule 14(a))  Let each candidate know the amount of time to be allocated and the type of presentation preferred.
(ii) Credentials (Candidates Qualification Form) distributed by the Nominating Committee will be the only material released on the candidates whose names appear on the official slate. (ADDC Bylaws-Standing Rule 14 (d))
(iii) Individuals to be nominated for Region Director from the floor shall be allowed to distribute only their credentials (Candidates Qualification Form) during the Region Meeting.  (ADDC Bylaws-Standing Rule 14 (e)) 

(iv) There shall be no other form of campaigning either before or during the Region Meeting.  (ADDC Bylaws-Standing Rule 14 (f))
b.
Appoint a Tally Committee and advise them to prepare ballots with the names of the candidates in alphabetical order.

c.
Notify all clubs in the Region of the nominees for Region Director and their qualifications.  This notice must be sent to the clubs at least thirty (30) days in advance of the Region Meeting dates.  (ADDC Bylaws, Article IX, Section 3 (d))
3.
At the Region Meeting, the Director shall call for the report of the Nominating Committee at the first business session of the meeting.  (ADDC Bylaws, Article IX, Section 3 (e))
a.
The Nominating Committee is automatically discharged after the committee’s report has been given to the assembly, but may be reappointed if one of the nominees withdraws or becomes ineligible before the election or before actually assuming office.

b.
After the report of the Nominating Committee, the Director must open the floor for nominations. (ADDC Bylaws, Article IX, Section 3 (e))
c.
After nominations from the floor are completed, the presentation of the nominees is made.

d.
The election of the Director shall be by preferential ballot.  (ADDC Bylaws, Article IX, Section 3 (g))  Each club casts one vote.

If there were no nominations for Region Director by the conclusion of the Region Meeting, the ADDC President shall appoint, within sixty (60) days, a Region Director-Elect.  This appointment shall be subject to the approval of a majority of the clubs in that Region. 

After the Region Meeting, send a notice to all clubs in the Region, all members of the ADDC Board of Directors and ADO advising name, address and phone numbers of the Director-Elect.  Complete form ADO 40 and distribute as noted on the bottom of the form.
In the event the Director-Elect resigns or becomes ineligible before assuming office, notify the Association President.  Depending upon the time frame, either the Region Nominating Committee shall be reactivated or the ADDC President shall appoint a successor to serve the unexpired term, subject to the approval of the majority of the clubs in the region.

F.
Forming a New Club

1.
Process any inquiry about the formation and affiliation of a Desk and Derrick Club within the Region.  (Club General Information, Section I)
2.
Upon receiving an inquiry regarding organization of a Desk and Derrick Club, the following procedures apply:

a.
Request that ADO forward an Organization Guide to the interested group and the Region Director.  ADO should advise the Region Director when information is mailed.  The Director should keep in close contact with group(s) to maintain momentum and to answer questions about the Organization Guide and procedures.

b.
Copies of the request to ADO shall be sent to the ADDC President and Secretary.

c.
Inquiries for groups outside the United States and Canada concerning membership in the Association shall be referred to the Association President.

3.
Close contact should be maintained between the Region Director and the Club Bylaws Review Chairman to address any questions asked by a new club.

4.
When a new club is being established in an area or city where another club already exists, the Region Director should be certain that the existing club is aware of the new organization, and work to establish a harmonious relationship.

5.
Minimum annual dues for a club shall be for no less than six (6) members.  (ADDC Bylaws Article VIII, Section 1 (c))
6.
Follow up on all inquiries several times.  At the end of the year, furnish successor and the ADDC Secretary and President a list of returned and outstanding Organization Guides and their status.

7.
Documents necessary for affiliation are defined in detail in the Organization Guide, but briefly they are:

a.
Letter requesting affiliation, signed by President and Secretary of the proposed club.

b.
Certified copy of the bylaws.

c.
Lists of officers with company names and addresses.

d.
Lists of membership with company affiliations, addresses, and designation of charter members.

e.
A check to cover Association dues for the members listed.

f.
In addition, in some states in the U.S., or in Canadian Provinces, it may be necessary or advisable to register with the State or Province.  Check with the Secretary of State's office or the Provincial Societies office regarding such requirements.  If it is necessary, the club should be instructed to begin the necessary paperwork and furnish copies of Registration when available.

8.
The Region Director should acknowledge receipt of the above documents to the club President and advise the applying club that it may take six weeks or more to process the affiliation.

9.
Affiliation documents for new clubs will not be processed after November 1 each year, and must be held and submitted the following January.

10. When the necessary affiliation documents are received by the Director from the proposed club:

a. Director retains:

(i)
Copy of the Bylaws.

(ii)
Copy of the Officer List.

(iii)
Copy of the Membership List.

(iv)
Copy of the evidence of registration in State, Province (when available).

(v)
Copy of tax-exempt status letter (when available).

b.
Mail to the Club Bylaws Review Chairman:

(i)
Letter requesting affiliation.

(ii)
Certified copy of Bylaws.

(iii)
Copy of Officer List.

c.
Mail to the Association Distribution Office:

(i)
Copy of the Officer List.

(ii)
Copy of evidence of registration in State, Province (when available).

(iii)
Copy of the Membership List.

(iv)
Check for Association Dues.

DO NOT hold up other documents waiting for those marked (when available), just send when received.

11.
When the Club Bylaws Review Committee approves the new club's bylaws, the Chairman will notify the Region Director and the ADDC President.  A Charter will be prepared at ADO for the ADDC President and Region Director's signatures and they will arrange for presentation to the new club.

12.
Immediately advise Club to:

a.
File for Employer's I.D. Number with the Internal Revenue Service (Form SS-4).  Not applicable in Canada.

b.
File application for exemption letter with Internal Revenue Service under Section 501(c)(6) on IRS Form 1024.  Not applicable in Canada.

c.
File for exemption from State Income Tax as required.  Not applicable in Canada.

d.
Return Organization Guide to ADO.

e.
Advise club to furnish copies of Internal Revenue exemption letter, employer's I.D. Number, and other related documents to the ADDC Tax Exemption Committee Chairman.  Not applicable in Canada.

13. After the new club has received its Charter, the club president must print the following from the Website:

a.
Communications/Leadership Training Guide.

b.
Program Guide.

c.
Public Relations Guide.

d.
Education Guide.

e.
Leadership Manual for Club Officers.

f.
ADDC forms
G.
When a Club Disbands

1.
The Region Director is to notify the Board of Directors that a club is planning to disband.

2.
Attempt to contact the club members to discuss problems before the club disbands.

3.
If there is another Desk and Derrick Club nearby, assist interested members in transferring membership.

4.
Notify ADDC President, Secretary, Treasurer, Tax Exempt Committee Chairman and ADO when a club disbands, giving date if possible.  The Tax-Exempt Committee Chairman shall notify the Internal Revenue Office and any State agency involved of this action.

5.
Forward Charter, copy of bylaws and final membership roster to ADO for permanent files.

6.
Prepare final tax-exempt form upon final distribution of funds and send to the Tax Exempt Chairman with a copy to ADO.
H.
Communications with Clubs

1.
Orientation Newsletter to Club Presidents:

a.
Prepare and mail to club presidents.  Deadline dates will be provided during RD Elect Training/Orientation Meeting.

b.
Suggested topics:

(i) Monthly Program Reports: Purpose, procedure, and deadlines.

(ii) Association Board Meeting: Date, place, information desired from clubs.

(iii) Use of Leadership Manual for club officers.

(iv) Association Dues.

(v) Club Bylaws: Procedure for submitting amendments for approval.

(vi) ADDC forms on the Website.

(vii) Changes in club officers: Submit completed forms immediately after the club election. Request immediate notification of any changes during the year.

(viii) Change of regular monthly meeting date: If a change occurs, the club should immediately notify the Director.

(ix) Programs: Use of Program Guide, stressing the importance of timely filing of program reports. 

(x) Public Relations: Advise policy. 

(xi) Region Fund (if any).  
(xii) Region Director's role as the Region's representative on the ADDC Board of Directors.  Express willingness to help or advise with solutions of problems arising in the club during the year.

(xiii) Sales Items: Suggest that any club contemplating a new sales item to other clubs should check with the Region Director to learn if a similar item is being offered by another club.  This information is kept on file at ADO.  Follow Standing Rule 8 procedures for approvals.
(xiv) Materials from ADO: Inform clubs of materials available through ADO.  Orders should be made using the appropriate forms available in the Forms section found on the Web site.

(xv) Communications: Emphasize the importance of communications within the Region and request copies of all correspondence between clubs, and between a club and an Association Committee.

2.
Monthly Newsletter

a.
Submit monthly newsletters to the Association President for approval by the dates specified at the RD Elect Training/Orientation Meeting.  Your letter should be emailed or faxed for expediency.  If mailing your letter, make allowance for enough time for it to reach the ADDC President before the deadline.

b.
Suggested Topics:

(i)
Association policies.

(ii)
Association functions and deadlines.

(iii)
Region functions and deadlines.

(iv)
Tax deadlines.

(v)
Outstanding club activities.

(vi)
Members serving on ADDC Committees from the Region.

(vii)
Importance of sending any address change to ADO.

3.
Other Communications


a.
Requests for volunteers for ADDC Committees. (See section K, Coordinating with Successor)

b.
Since it is the Region Director's responsibility to monitor Region representatives on ADDC Committees, copies of all representatives' correspondence may be requested.

I.
Reports

1.
Reports to ADDC Board of Directors

a.
Written report to be submitted at the Budget and Planning Meeting outlining plans for the Region, condition of the Region, club problems, and any other items you need to address at the meeting.

b.
Written report on Region activities, concerns, and problems to be submitted at the Pre-Convention Board Meeting.  Information on deadlines, number of copies, where to send, etc. will be furnished by the President.
2.
List of Club Officers
a.
The Director-Elect should receive a completed form showing officers for the following year from each club immediately following election.
J.
Files

1.
Files for the current and prior year along with permanent files should be transmitted to the Director-Elect.  Any important documents in other past years' files should be transmitted to ADO for use or disposal according to the Files Retention Schedule.
*File Retention Schedule – RD’s are to peruse and cull any unnecessary/outdated files before forwarding to incoming director.  If logistically possible, one or two past Directors could help with this project.  Culling files on a regular basis prevents extra transporting and postage fees.

K.
Coordinating With Successor
1.
Information to furnish Director-Elect:
a. Immediately after election, send the Director-Elect copies of correspondence that is pertinent, especially regarding situations that should be monitored.

b. Send the Director-Elect a copy of your orientation newsletter.

c.
Prepare, with help of the Director-Elect, a list of recommended persons to serve on ADDC committees.

d.
Arrange a meeting with the Director-Elect before December 1 for transfer of files. At this meeting, provide a general briefing on procedures and problems within the Region.  If a meeting is not possible, notify the Director-Elect when the files are being shipped and write a complete report of the problems and procedures of the Region.

e.
Cull files carefully and arrange for transferring them quickly, but not expensively.

f.
Attend Joint Board Meeting as advised by President and President-Elect.
2.
Instructions to Director-Elect regarding activities before taking office:

a.
Attend Pre-Convention Board Meeting, without voice or vote.  The Association will not pay the expense of attending the meeting, but your Region Fund (or other resource) may.

b.
Attend Convention.

c.
Be present at all Business Sessions of Convention; you will be introduced along with other elected members of ADDC Board of Directors.

d.
Be present to have picture taken with new Board, as instructed.

e.
Be present at the Saturday night banquet; you will be notified of seating arrangements prior to banquet.

f.
Attend Joint Post-Convention Board Meeting. After the incumbent Board completes its business, the Board Elect remains to be briefed on the procedures for the coming term, and to take any necessary actions.

3.
Files and written materials:

a. Director Elect should get acquainted with files as soon as possible, particularly the preceding year's files and the individual club files. This will provide a working knowledge of the Region and the Association. 

b. Director Elect should become acquainted with the ADDC Bylaws and Standing Rules, the ADDC Board of Directors Standing Rules, and the ADDC Board of Directors Procedures Manual.

4.
Visits to Clubs:

Expenses incurred for visits before taking office must be borne by the clubs or the individual. The Association does not reimburse this type of expense.

ASSOCIATION OF DESK AND DERRICK CLUBS

REGION DIRECTOR ELECT INFORMATION
Please complete this form as soon as candidate is elected.

CLUB:
______________________________________________
REGION: __________

NAME:
_____________________________________________________________________________


(Region Director Elect)

COMPANY AFFILIATION AND OFFICE ADDRESS


Company Name:
_________________________________________________________


Address:

_________________________________________________________





_________________________________________________________

HOME ADDRESS

Address:

_________________________________________________________





_________________________________________________________


Email:


_________________________________________________________

PHONE NUMBERS
Office: ___________________
Home: ___________________
Cell: _________________

Preferred Mailing Address:
Home: ______
Office: ______
DOB: _______/_______









            Month / Day

For room assignment and meal ordering purposes, please tell us if you are a:

Smoker: ______
Non-Smoker: ______

No-Preference: ______

REGION MEETING INFORMATION

DATE:

__________________
LOCATION:_______________________________

HOST CLUB:
____________________________________________________________


HOTEL:
____________________________________________________________


THEME:
____________________________________________________________

ADDC CONVENTION INFORMATION


PLANNED ARRIVAL DATE AT HOTEL:
__________________________________



SPECIAL DIET REQUIREMENTS:
__________________________________

Signature:
_____________________________________________
Date:
______________

Mail Copy to: 
ADDC President, President-Elect, ADDC Secretary and

Association Distribution Office (ADO)
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