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Obligations and Timelines

California-Nevada-Hawaii District

Budget Notes

The offices of Governor-elect, Governor and Immediate Past Governor are all provided a budget to reimburse the Kiwanians holding these offices for what is described as “ordinary and necessary” expense in conjunction with the duties of the office.  Generally these budgets will be adequate to reimburse your expenses incurred while in office.  That said, the budgets do not provide for excessive travel and our financial policies prohibit unwarranted or lavish expense.

The Governor-elect and Governor are both provided suites at the Kiwanis Mid-Year Conferences and the District Convention.  Your housing will be paid by the respective Service Leadership Organization when you attend their conventions. Your housing reservations at these conventions will be made by the Kiwanis Executive Director and staff. Your housing at official visits should be paid by the respective division or region.
Your registration for Mid-Year Conferences and District Convention may be paid directly from your budget.  Please contact the Director of Finance or Executive Director to confirm your convention meal choices and staff will handle your registration process.

The expense of having your spouse attend Kiwanis functions may be paid from your budget. The expense of hosting a hospitality suite for your Lt. Governors, Past Governors or others may be paid from your budget. The cost of your travel within the District and to Kiwanis International events outside of the District may be paid from your budget.

Your expense reports must be submitted to the District Treasurer and must be approved by the Treasurer and Executive Director before you can be paid. 

Our Financial polices are extensive and should be reviewed thoroughly so you are familiar with them. The current version of the Policy Manual is located at: http://cnhkiwanis.org/Files/CNH-District-Policy-Manual.pdf

Governor-elect - Obligations and Timelines
California-Nevada-Hawaii District

The primary function of the Governor-elect is to fulfill the responsibilities of Governor-elect as defined in the Constitution and Bylaws of Kiwanis International and California-Nevada-Hawaii District Bylaws. For your reference, we have included Kiwanis International Procedures for the Office of Governor-elect and Governor.
Immediately following District Convention:

· Schedules and Budgets

Meet with District Executive Director to begin development of schedules and budgets.

· Service Leadership Programs
Meet with (or call) Service Leadership Governors (Circle K, Key Club and KIWIN’S) to insure mutual cooperation between Kiwanis, Circle K, KIWIN’S, Key Club, Builders Clubs and K-Kids. Even though there is a difference in the administrative year of Service Leadership Programs and Kiwanis, the Governor-elect should develop at least one meeting with the Governors of the various Service Leadership organizations. This could be coordinated with the Coordinator of Service Leadership Programs. 

·  Service Leadership Programs Administrators
The Governor-elect has the responsibility of Service Leadership Programs several months before actually becoming Governor. The responsibility officially shifts from the Governor to the Governor-elect immediately following the convention of the respective organization. Appointment of the administrators for Service Leadership Programs with District structure (Key Club and Circle K) is made by the Governor-elect on or before September 30.

· Official Visit of Governor to Hawaii (Division 22)

Find out when the Governor is traveling to Hawaii. Governor may decide to go in fall or spring. If invited, the Governor-elect may choose to travel with Governor on the Official Visit to Division 22 (Hawaii).

· CLE (Club Leadership Education Training)

The Governor-elect must almost immediately select the persons who will supervise the CLE Training.

· Logo and Theme

The logo (and theme if applicable) should be developed in the weeks following District Convention. The Executive Director can assist with the professional development of artwork and the purchase of the Governor’s theme pins. These pins will be paid for by the District and the sale of pins is a part of the District’s budget.

· Installations
The Governor-elect may be requested to assist or perform in the installation of various Lt. Governors or club officers.

There are many events that affect the Governor-elect, which cannot be put on a date timeline. The items in this section include those events. The Governor-elect is responsible to attend the following meetings, as a voting member:

Kiwanis Cal-Nev-Ha Foundation

Finance Committee

Policy Committee

Strategic Planning Committee

Convention Site and Selection Committee

Realignment Committee

Other committee meetings as scheduled

Past Governors Committee: The Governor-elect and Governor are guests of this committee, when invited by the Committee Chairman. This committee is not a responsibility of the Governor; however, this committee has proven to be of value to the Governor. There is no obligation on the part of the Governor or Governor-elect to follow any recommendations from this committee.

The Governor-elect also may attend District Convention planning meetings and prepares installation ceremonies in conjunction with the Governor. The seminars and booths at the District Convention are the responsibility of the Governor-elect. The District Executive Director will coordinate the available rooms for seminars. 

Timeline Schedules for Governor-elect

October
Attend the Board of Trustees Retreat



Review list of Lt. Governors-elect. (Contact those divisions who have not submitted their Lt. Governor-elect)

Develop agenda for Mid-Year Conference meeting with Lt. Governors-elect and partners.

Select person to be responsible for the seminars.

Develop team logo.

Develop theme pin (if desired).

Complete list of cabinet members for your year as Governor.
Schedule a meeting of your Cabinet

November
In conjunction with the Executive Director compile a list of committee chairmen.
Attend meeting of Governors-elect in Indianapolis (if held during this time frame). Governor-elect traditionally is asked to bring a gift representative of our District to exchange with other persons attending the meetings. There may be team training at this meeting and there may be an additional training session in the following spring. The training schedules are determined by the International President-elect.

December
Send information to Lt. Governors-elect and partners regarding Mid-Year Conference meetings (sent by District office).

Work with the Kiwanis Executive Director to finalize your list of committee chairmen.

Coordinate with District Executive Director on first draft of Lt. Governors’ Training Conference.
Hold meeting of trainers for your year.
Plan on attending Rose Parade activities in Pasadena. 

January/February
Attend the Mid-Year conferences (North and South). Hold meetings with your Lt. Governors-elect. These meetings will likely be between two and four hours in length. Prepare in advance an outline of Mid-Year Conference training programs and schedules for Lt. Governors-elect and the club presidents. Initiate the Club Leadership Education (CLE) scheduling with the Lt. Governors-elect. Partners should be encouraged to attend this meeting for a better understanding of what’s in store during the next two years. 

Attend Service Leadership Board meetings (“Winter Board”), if your schedule permits.

Meet with Lt. Governors’ Training Conference trainers at Mid-Year conferences.

Attend the District Board of Trustees meeting. You are now one of the five “executive” officers the Board.

The Governor-elect is responsible for the seminars at the District Convention; however, the District Convention is under the overall supervision of the Governor. Seminars are the Governor-elect’s responsibility because the attendees will be in office the next year and will be a part of the new team when you become Governor. With this in mind, you will want your seminar chair to be closely observing mid-year seminars to determine their effectiveness as well as observing presenters.

February/March
Attend meeting of Governors-elect in Indianapolis (if held during this time frame). (See additional information listed for November).


Work with the Kiwanis Executive Director and your Finance Chairman to develop a budget for the coming administrative year.  This will be presented to the Board of Trustees at their June meeting.

Assist with the preparation of materials for the Lt. Governors’ Training Conference mailing, housing reservation forms, etc. (sent by District office).

 Send recommended committee members’ names (with input from committee chairmen) to the District office.
Hold meetings to develop the District Convention seminars. Work closely with District Executive Director. Seek advice from Past Governors on problems they have had (each of them has a story of their own that may be of value to you).

Attend Circle K District Convention. You should stay for the entire convention and attend any Board meeting if held on Sunday following the convention. Dress for the SLP conventions is business professional attire. Leadership policy, as established by the Cal-Nev-Ha District, prohibits alcoholic beverages; therefore, all Kiwanis members MUST be courteous and prohibit their use of alcohol while on the premises of the convention, or while attending any Service Leadership activity.

You are responsible for installing the new officers including the Circle K Governor. After the District Convention of each Service Leadership organization, the Governor-elect assumes the responsibility for the respective Service Leadership Program.

April
Attend the Key Club and KIWIN’S District conventions. You should stay for the entire convention and attend the Service Leadership Board meetings held on Sunday following the convention. Dress for the SLP conventions is business professional attire. Leadership policy, as established by the Cal-Nev-Ha District, prohibits alcoholic beverages; therefore, all Kiwanis members MUST be courteous and prohibit their use of alcohol while on the premises of the convention, or while attending any Service Leadership activity.

Attend the Circle K District Officers Training Conference, if schedule permits. This is their version of the Kiwanis Lt. Governors’ Training Conference.

Attend the Finance Committee meeting (usually held in conjunction with an SLP convention) at which the budget for the next administrative year will be finalized.

With the Kiwanis Executive Director, finalize the board agenda for the initial meeting of your Board of Trustees.

Work with the Kiwanis Executive Director to develop a calendar and meeting schedule for the next administrative year.

Insure a list of seminars for District Convention has been prepared (with each facilitator/and or speaker).

May
Lt. Governors’ Training Conference. This is your most important event! This is your training of your division CEO’s!

Attend the Key Club/KIWIN’S “May Board” meeting, if schedule permits. This is their version of the Kiwanis Lt. Governors’ Training Conference.

June
Hold a meeting with next year’s Mid-Year Conference chairmen, spouse/guest chairmen, Governor-elect partner and the District Executive Director to review your Mid-Year Conference goals, etc., and review the responsibilities and opportunities for the Mid-Year conferences.

Prepare Official Visit schedule to divisions and/or regions in conjunction with the incoming Lt. Governors and Trustees:

In scheduling Official Visits, be sure to take into consideration the weather, the topography (the Grapevine and other severe changes in altitude) and other factors. On the weather, we can only say, “It is difficult to take Highway 80 to Reno in November, December, January or February. The same applies to Highway 5 and 15 over the mountains. The Tule Fog in the valley might require some thinking as to possible dates.”

June/July
Attend the Kiwanis International Convention. The Governor-elect will usually have meetings a day prior to the convention and your International Team of Governors-elect will likely have a dinner. You should plan on attending every training conference or team meeting for Governors-elect. Attend the District board meeting and caucus.
August
Attend District Convention (Reminder: Governor-elect is responsible for seminars and booths and especially for implementing the leadership training programs and forums)

Beginning on the first morning of the convention, the Governor-elect and partner are responsible for hosting the International Counselor and spouse.

September
Work with Governor to perform annual review of Executive Director. 


Attend the Executive Leadership Conference to prepare for the upcoming year. 



Governor - Obligations and Timelines

California-Nevada-Hawaii District

The primary function of the Governor is to fulfill the responsibilities of Governor as defined in the Constitution and Bylaws of Kiwanis International and California-Nevada-Hawaii District Bylaws. For your reference, we have included Kiwanis International Procedures for the Office of Governor-elect and Governor.
Immediately Following District Convention: (While Governor-designate – You will not officially become Governor until October 1)

Schedules

Meet with District Executive Director to complete development of schedules for the coming year

Service Leadership Programs


Meet with (or at least call) Service Leadership Governors (Circle K, Key Club and KIWIN’S) and/or SLP Administrators to insure mutual cooperation between Kiwanis, Circle K, KIWIN’S, Key Club, Builders Club, K-Kids and Aktion Clubs. Since there is a difference in the time schedule of Service Leadership and Kiwanis, check on the feasibility of meeting with the Governors of the Service Leadership organizations.

Planning


Re-evaluate your time schedules, including Official Visits and prepare for installation of Lt. Governors when possible.

Hawaii


Invite the Governor-elect to accompany you to Division 22 on your Official Visit.
There are many events that affect the Governor, which cannot be put on a date timeline.  The items in this section include those events. The Governor is responsible for attending the following meetings, as a voting member:

Kiwanis Cal-Nev-Ha Foundation

Finance Committee

Policy Committee

Strategic Planning Committee

Convention Site and Selection Committee

Realignment Committee

You may be invited to attend the meetings of the Past Governors as a non-voting member and other District committee meetings as scheduled.

Attend District Convention planning meetings and provide input to Governor-elect for installation ceremony.

Meet with your Cabinet members periodically – via teleconference if more convenient.

Timeline Schedules for Governor

September
Begin planning Mid-Year Conference seminars (District Executive Director will coordinate the breakout rooms for seminars).

Make a site visit to the District Convention hotel with the District Executive Director. Make menu selections for the convention and begin to develop the program for the convention.

Attend the Executive Leadership Conference.  This is usually held in conjunction with a site visit to the convention hotel.

 Begin developing the program for the Mid-Year conferences.

Begin work on the annual performance review of the Executive Director in conjunction with the Executive Committee.
October/November
Attend Key Club Fall Rally North (generally the major fundraiser of the year for PTP).

Begin Official Visits (if desired).
Consider scheduling a visit to the Kiwanis International Convention city with District Executive Director.

Attend Key Club Fall Rally South and KIWIN’S Fall Rally South (generally the major fundraiser of the year for PTP).
Secure Mid-Year Conference entertainment.
Complete Mid-Year Conference seminar schedule.
Secure Mid-Year Conference speakers.
Send Mid-Year Conference information to the Cal-Nev-Ha Magazine editor for November/December issue (sent by District office).
Governor holds first meeting for the District Convention with the General Chairman, Governor-elect, and District Executive Director to outline the convention schedule, committee and convention goals and objective. 
Mid-Year Conference registration forms, housing, entertainment flyer, seminars, composite program, etc., is distributed to club presidents, secretaries, Lt. Governors, Lt. Governors-elect, Past Governors, Cabinet, Committee Chairmen and incoming Committee Chairmen (sent by District office). 
December

Attend Rose Parade activities in Pasadena.
Visit the Kiwanis International Convention city with District Executive Director.
Continue Official Visits.
Develop the Mid-Year Board meeting agenda.
Submit final draft of both Mid-Year Conference programs to the District office.
New Year’s - Governor should be at Pasadena for Rose Parade. Kiwanis International President is an invited guest of the Pasadena Kiwanis Club, but the Governor should be careful to check and determine if lodgings and tickets are paid by the Pasadena Kiwanis Club. Governor should accompany International President.

January
Attend Service Leadership Board meetings (“Winter Board”).
Continue Official Visits.
Select District Convention speakers (District Executive Director will execute the speaker contracts.
January/February
Attend Mid-Year Conference North and South. (Hold a meeting of the Board of Trustees 

in conjunction with one of the conferences.)
Official Visit to Division 22 often occurs over President’s Day weekend unless it was scheduled earlier in year. You will probably be invited to attend the Key Club “Convention” (conclave) over this weekend. Be sure to invite Governor-elect. 

Continue Official Visits.
March/April

Complete first draft of District Convention program.
Attend Circle K, Key Club and KIWIN’S District conventions. Governor is responsible for retiring Service Leadership officers, (either promote to Immediate Past or some other wording – do not use the word “de-install”). This ends your year of responsibility with Service Leadership. You should stay for the entire convention since you are a guest.


Continue Official Visits.


Develop the agenda for the June Board of Trustees meeting.

April/May
The “drop dead” date for Official Visits is May 31. It is recommended you schedule only four visits in May so there can be make-ups if necessary.


District Convention registration forms, housing, promotional flyers, seminars, composite program, etc. will be mailed to club presidents, secretaries, Lt. Governors, Lt. Governors-elect, Past Governors, Cabinet, Committee Chairmen and incoming Committee Chairmen (sent by District office).

June/July
Attend Kiwanis International Convention. You should arrive prior to the convention, depending on the meeting schedule. Don’t forget your team dinner! Past Governors may meet a day or two before the convention. Plan a District dinner (if desired). Attend the District caucus. (Hold a meeting of the Board of Trustees, in conjunction with the convention.)


Develop the District Convention Board of Trustees agenda.
Mail additional District convention promotional materials to clubs, if necessary (sent by District office).


Meet with District Executive Director and work on scripts for District Convention.
District office forwards the final draft of the District Convention program to printer approximately three weeks prior to the start of the convention. 
August 
Submit final copy of District Convention script - District office will distribute copies of completed script to Governor, Stage Manager, TV Production Company, etc.




Attend your District Convention!

You and your partner are responsible for hosting the International Counselor and spouse from their arrival until the morning after the District Board meeting.
September
Attend the Executive Leadership Conference.

GENERAL ITEMS FOR GOVERNOR

Attend new club charter nights. (The Lt. Governor of the division should clear the date of the charter with the Governor before making the arrangements)

Keep in touch with your Lt. Governors to encourage them, help them to problem solve and to build their division membership. Personal time at visits and phone calls are probably the most effective communication method.

Write an article for the Cal-Nev-Ha Magazine for each issue - deadline dates are provided by Cal-Nev-Ha editor.
Arrange for Kiwanis International President's Official Visit, if one is scheduled.
Follow-up on Lt. Governors to encourage meeting the "Distinguished" criteria and performance of their responsibilities.
Follow-up with District and Board committees to assure performance of their responsibilities.

Immediate Past Governor - Obligations and Timelines

California-Nevada-Hawaii District

The primary function of the Immediate Past Governor is to assist the Governor in the Governor’s duties as defined in the Constitution and Bylaws of Kiwanis International and California-Nevada-Hawaii Bylaws.

IMMEDIATELY FOLLOWING DISTRICT CONVENTION

Meet with incoming Governor to offer assistance where possible, understanding that there is a new set of circumstances. The new Governor may do things differently! The Immediate Past Governor has enough to do and the new Governor has every moment of time taken. Help the Governor in every possible way.

Note: There are many functions that cannot be tied into a specific timeline in the position of Immediate Past Governor.

The Immediate Past Governor is responsible to attend the following meetings, as a voting member:



Policy Committee



Strategic Planning Committee



Past Governors Committee



Other committee meetings as scheduled or assigned by the Governor


The Immediate Past Governor attends all District and International conventions and conferences.
The Immediate Past Governor is active in installations, new club building, induction of new members, membership and anywhere efforts will assist the District.
With the exception of the specific month references, the Immediate Past Governor functions as a speaker to clubs and divisions. The Immediate Past Governor probably will be active in installations, membership and new club charters. The Immediate Past Governor should offer assistance to Service Leadership (with the concurrence of the Kiwanis Governor). The Immediate Past Governor should attend the Official Visits of the Governor, when possible.

October 

Attend the District Board of Trustees Retreat & Board meeting
January/February
Attend Mid-Year Conference; present awards to your team


Attend District Board of Trustees Meeting


Attend Past Governors meeting

June/July
Attend International Convention


Attend District Board of Trustees Meeting



Attend Past Governors meeting

August
Attend District Convention


Attend District Board of Trustees Meeting


Attend Past Governors meeting

** This document was originally prepared by Past Governor Bob Gibbons with the hope it would serve to outline the responsibilities of the office of Governor-elect, Governor and Immediate Past Governor. Our thanks go to Past Governor Bob for initiating this project.
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