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Preamble

This Policy Code for the Southwest District of Circle K International (CKI) was established by the Southwest District Board of Officers.

We do this in order to better coordinate the activities of our District among ourselves, our clubs, and our society, whom we pledge to serve.

We recognize and encourage positive change for our organization, and we have designed this Code to facilitate the process of positive change as well as that of positive action. We have combined here all the intrinsic laws, save only the District Bylaws and the International Constitution and Bylaws, to which we bind ourselves. 

We hope that as new responsibilities, new authorities, and new horizons of CKI are brought forth, they will be discussed and debated and the best of these made policy and stated succinctly herein for all to see.

We have dedicated ourselves to the idea that clarity and specificity of operation are integral parts of our ability to function successfully. We hope that as new policy is formulated, the responsibility for its enactment will be made clear and absolute.

It is to achieve these hopes and aspirations that we form this, the Policy Code for the Southwest District of Circle K International.

Policy Code Number 1: General Provisions

A. Any established procedure of the District Board shall be policy, and any decision by the Board concerning the implementation of a policy shall be called an enactment.

B. All policies of the District Board of Officers shall be contained in this Policy Code and shall be binding on all members and clubs of the Southwest District.

C. Any and all amendments to this Policy Code shall require a two-thirds (2/3) vote of the District Board of Officers. This Policy Code supersedes and makes null and void any and all previous policies and rules adopted by the District Board of Officers, excepting those stated in the District Bylaws and the International Constitution and Bylaws.

D. Enactments, resolutions, and changes in addenda shall require a simple majority vote of the District Board of Officers.

E. A current copy of this Policy Code shall be kept by the District administrator, governor, and secretary/treasurer, who shall be responsible for its distribution to the incoming District Board of Officers upon each change.

F. The District administrator and governor shall share responsibility for adherence to this Policy Code.

G. The District Board of Officers shall annually receive revised copies of this Policy Code. Current copies shall be available to any Southwest District CKI member in good standing upon request.

Policy Code Number 2: District Officer Duties

A.  The District governor shall:

1. Attend the District convention, the Circle K International convention, the Kiwanis District convention, the Key Club District convention, the Kiwanis District mid-winter conference, and all duly called meetings of the District Board of Officers during his/her term.

2. Attend the Governors’ and Administrators’ Training Conference (GATC) following his/her election.

3. Work with the District administrator to build new clubs and to rebuild inactive clubs; also work to increase the quality and number of service and leadership development projects as well as the membership in the District.

4. Work with the District administrator and secretary/treasurer to prepare the annual Southwest District Circle K budget, the convention budget, and any other necessary budgets of the District.

5. Make appointments to cabinet positions, with the approval of the District Board of Officers.

6. Attend as many club and divisional meetings and functions as possible, but no less than one (1) visit to each division.
7. Ensure that other District officers are satisfactorily performing their assigned duties with special emphasis on reporting, record keeping, and accounting of funds.

8. Communicate with the District Board of Officers, the counseling International officer, and the District administrator to keep them fully informed of District activities.

9. Work closely with the District administrator, the Key Club governor, the Kiwanis governor and each of their appointed representatives.

10. Ensure that plans for the District convention are made and executed.
11. Submit monthly reports as directed by Circle K International.

12. Maintain a set of files that shall be passed onto the next administration.

13. Brief the governor-elect on the duties of office.

14. Produce and ensure distribution of a governor’s newsletter, or article in the District publication, at least once each quarter: also produce and submit a minimum of one article per issue of the District publication to the District bulletin editor.

15. Have monthly frequent telephone and electronic contact with each member of the District Board of Officers and with the District administrator.

16. Within two (2) weeks prior to a duly called meeting of the District Board of Officers, distribute an agenda and other appropriate Board meeting materials to the District Board of Officers, Administrator, counseling International officer, Key Club governor, Kiwanis governor, and others as deemed necessary.

17. Have monthly written contact with the District Key Club and Kiwanis governors.

18. Attend all meetings of the International Council.

19. Preside at District convention and all duly called meetings of the District Board of Officers.

20. Serve as ex-officio member of all committees with the approval of the District Board of Officers.

21. Attend all District functions.

22. Submit a typed Board report at all meetings of the District Board of Officers, as prescribed by the District administrator, governor, and secretary/treasurer.

23. Work toward establishing and maintaining District Board unity.

24. Strive to create and maintain a professional image of him-/herself and of the District at all times.

B.  The District secretary/treasurer shall:

No later than thirty (30) days after each duly called meeting of the District Board of Officers and after District convention (performed by the outgoing secretary/treasurer), publish and distribute copies of the proceedings and/or minutes. Said minutes shall be distributed to the District Board of Officers; District administrator; all club presidents; the Key Club and Kiwanis governors; the Circle K International administrator, president, vice-president, and counseling officer; and others upon request.

1. Produce two editions of the District directory, which is to contain the names, addresses, telephone numbers, and e-mail addresses of all club and District officers. Each edition of the directory shall be distributed to the District Board of Officers; District administrator; club presidents; Key Club and Kiwanis governors; the Circle K International Office, president, vice-president, and counseling officer; and others upon request.

2. Submit a typed Board report at all meetings of the District Board of Officers, as prescribed by the District administrator, governor, and secretary/treasurer.

3. Have monthly written correspondence with the governor and club secretaries and treasurers.

4. Establish with the governor a District mailing list to be used when sending out information, notices, and agendas.

5. Send appropriate materials (i.e. monthly report forms, District directory, Board minutes, etc.) to club presidents of newly chartered clubs as soon as possible after notification of charter from Circle K International.

6. Attend all duly called meetings of the District Board of Officers and the District and International conventions during his/her term.

7. Maintain effective communication within the District and among the clubs and their members.

8. Maintain complete files of District activities, transfer them to the secretary/treasurer-elect, and brief the secretary/treasurer-elect on the duties of the office.

9. Produce and ensure distribution of a secretary/treasurer’s newsletter, or article in the District publication, at least once each quarter; also produce and submit a minimum of one article per issue of the District publication to the District bulletin editor.

10. Send out notices of all duly called meetings of the District Board of Officers no less than thirty (30) fourteen (14) days prior to the meeting. These shall be sent to the District Board of Officers, District administrator, Key Club and Kiwanis governors, counseling International officer, and others deemed appropriate.

11. Send, in a timely manner, the names, addresses, telephone numbers, and e-mail addresses of all members of the District Board of Officers to the International Office and vice-president for the International directories.

12. Accept and document receipt of each club’s monthly report form. Each monthly report must be postmarked by the fifth day of the following month.

13. Submit a monthly report to the governor, administrator, and counseling International officer by the tenth day of the following month.

14. Preside in the absence of the governor during any duly called meeting of the District Board of Officers.

15. Submit an official report to the House of Delegates at the District convention.

16. Be responsible for regular updates of the District directory.
17. Inform clubs where to send dues payments and membership report forms.
18. When necessary, forward all District dues and other income to the Kiwanis District secretary/treasurer.
19. Disburse funds through the Kiwanis District secretary/treasurer in the manner authorized by the District Board of Officers and administrator.
20. Ensure that each District expenditure reimbursement is justified through the use of expense vouchers, and assist the Board of Officers in staying within the budget.
21. Assist the governor and administrator in preparing the Southwest District CKI annual budget, the convention budget, and any other necessary budgets of the District.
22. Submit a written report reflecting the District income and expenditures as well as the dues status of the member clubs at each meeting of the District Board of Officers and at other such times the governor, administrator, or Board of Officers may require.

C.  The District bulletin editor shall:

1. Publish the Southwest Sun in the manner prescribed by Policy Code Number 5: District Bulletin.

2. Attend all duly called meetings of the Board of Officers and the District and International conventions during his/her term.

3. Maintain proper files, transfer them to the editor-elect, and brief the editor-elect on the duties of the office.
4. Determine the guidelines for any advertisements to the Southwest Sun upon approval of the District Board of Officers.
5. Send a request for articles to each club prior to the publication deadlines for each issue in order to afford each club a place in the bulletin.
6. Ensure that each club receives sufficient copies for its dues-paid members in accordance with the District roster.
7. Send a copy of each issue of the Southwest Sun to members of the District Board of Officers, the District administrator, all member clubs, the International counselor, the Circle K Magazine Editor-in- Chief, and all other interested Kiwanis-family related parties.
8. Have monthly written contact with the governor.
9. Submit monthly reports to the governor, administrator, secretary/treasurer, and counseling International officer by the tenth day of the following month.
10. Submit a typed Board report at all meetings of the District Board of Officers, as prescribed by the District administrator, governor, and secretary/treasurer.
11. Have monthly contact with each member club.
D. Each lieutenant governor shall*:

1. Make no less than two (2) official visits to each club within the division.

2. Compile and maintain a complete list of club officers’ names, addresses, telephone numbers, and e-mail addresses and submit this list to the governor, secretary/treasurer, and administrator.

3. Submit a monthly report to the governor, secretary/treasurer, administrator, and counseling International officer by the tenth day of the following month.

4. Assist in the collection of District and International dues and member report forms.

5. Receive a copy of the clubs’ monthly report forms.

6. Establish communication with the Kiwanis and Key Club lieutenant governors within the division through introductory letters and continuous contact.

7. Hold presidents’ council meetings, a divisional dinner, and other divisional events, as appropriate.

8. Assist the club officers when requested, and keep them informed of all District and International functions; speak about CKI when requested.

9. Prepare material from the division for the Southwest Sun and Circle K Magazine.

10. Attend all duly called meetings of the Board of Officers and the District and International conventions during his/her term.

11. Produce and ensure distribution of a lieutenant governor’s newsletter, or article in the District publication, at least once each quarter, also produce and submit a minimum of one article per issue of the District publication to the District bulletin editor.

12. Whenever feasible, set up a divisional chairperson system. It is encouraged to incorporate the following positions: New Club Building chairperson, Membership Development and Education chairperson, On-To International Convention chairperson, and Service Initiative or District Project chairperson.

13. Maintain accurate and complete files, transfer them to the lieutenant governor-elect, and brief the lieutenant governor-elect on the duties of the office.

14. Have monthly written correspondence with the governor and club officers within the division.

*As of the 2001-2002 administrative year, the Southwest District of CKI has chosen to adhere to a club representative system in lieu of having lieutenant governors and intends to do so until the District reaches and surpasses charter strength.

Policy Code Number 3: Board Meetings

A. Five (5) meetings of the Board of Officers during the administrative year are required. The recommended times for these meetings are during the spring, during the summer, during the fall, at least one month prior to the District convention, and at the District convention.
B. The secretary/treasurer shall notify the following in writing as to the time, place (including directions) and dates of all Board meetings: the District Board of Officers, the Kiwanis Committee on CKI, the counseling International officer, the Key Club and Kiwanis District governors, the District administrator, all member clubs, and all others deemed appropriate. This notification shall occur at least thirty (30) fourteen (14) days prior to each meeting.
C. All official actions of the Board of Officers between conventions, including records of all proceedings, must be signed by the governor.
D. Written reports shall be presented by all members of the Board of Officers at each meeting unless otherwise directed by the governor.
E. The governor shall send out an agenda for all Board Meetings no less than fourteen (14) days prior to the meeting of the Board of Officers.

Policy Code Number 4: Board Member Removal

A. The governor and administrator shall review the file of any Board member whom they feel is not satisfactorily performing the duties of his/her office as prescribed by the District Bylaws and by this Policy Code. If they find that the Board member has not been satisfactorily performing his/her assigned duties, the Board member shall be placed on suspension.

B. The governor shall send written notification to the Board member informing him/her that he/she is not fulfilling his/her assigned duties and outlining what steps will be taken if he/she does not fulfill these duties within the time specified by the governor.

C. At or before the next Board meeting, the governor will inform the Board that the Board member has been placed on suspension.

D. Suspension will last for a period of at least two (2) weeks. After the suspension period, the procedure for Board member removal as specified by the District Bylaws shall be followed.

E. Suspension shall mean that the Board member shall have no vouchering privileges. 

Policy Code Number 5: District Bulletin

A. The District bulletin for the Southwest District shall be called the Southwest Sun.

B. The Southwest Sun shall be published five (5) times annually using the following suggested timetable: April/May, June/July/August, September/October, November/December/January, and February/March.  The bulletin editor will submit a proposed publication schedule to the District Board of Officers at the District officers’ training conference.

C. The Southwest Sun is designed to be an informative publication directed at the members of the District. It should consist of articles on club projects, the Kiwanis family, upcoming District and International events, and member education.

D. A calendar of events for the District shall be published in each issue of the Southwest Sun.

E. Contact information for the District Board of Officers shall be published in each issue of the Southwest Sun.

Policy Code Number 6: Committee Structure

A. With the consent of the District Board of Officers, the governor may appoint chairpersons and committee members of hi/her choosing at any time during his/her tenure. Each chairperson appointment may be approved by the Board of Officers at the District Board meeting immediately following the appointment.

B. Suggested committees are listed and detailed in Article VII, Section 1 of the Southwest District Bylaws.
Policy Code Number 7: District Correspondence Procedure

A. All letters and other communications concerning the business of the District Board and cabinet shall be copied to the governor, secretary/treasurer, counseling International officer, and District administrator, and copies shall be kept in personal files.
B. It is required that all official correspondence of District Officers be copied to the District governor, secretary/treasurer, administrator, counseling International officer, and respective lieutenant governors if necessary. Also, any correspondence by clubs to District Officers shall be copied to the governor, secretary/treasurer, administrator, and respective lieutenant governor.
C. All correspondence to the District administrator shall be copied to the governor, secretary/treasurer, and Kiwanis governor.
D. All correspondence concerning finances shall be copied to the governor, secretary/treasurer, and the District administrator.
E. All correspondence to any International Board members shall be copied to the International President, administrator, and counseling officer in addition to the appropriate District officers.
F. The following are the typos of appropriate correspondence for a District Board member to use. 
1. Business Letters. The content of letters is only limited by the particular situation and imagination.  There are various types of business letters that may be used, but certain elements must be included:

a. Return address
b. Current date.

c. The complete name, title, and address of the person to whom the letter is addressed.

d. A carbon list.

2. Memos. Many times there will be a situation that calls for dissemination of the same information to a large group of people quickly.  Rather then type individual letters, it is possible to use a memo. Memos should be restricted to one or two items.
3. Newsletters. Newsletters are most effective when used to spread information on many items. The image projected by a newsletter directly reflects on the officer. The use of graphics to break up items in a newsletter will make it much easier to read. “Clip art” can be taken from other newsletters, magazines, advertisements, publications, or the International Public relations Kit. CKI, Service Initiative, and International convention logos are available from the International Office. An easy way to save money is to use one third or one half of the back for addresses then fold and staple rather than use envelopes.
4. Postcards. Postcards are a great way to informally keep in touch. The best way to use postcards is as reminders//acknowledgements. Be careful not to use them to totally replace more formal correspondence.

5. Electronic Mail (e-mail)

Policy Code Number 8: District Convention

A. General

1. The location of each District convention shall be selected by each year’s District governor and Board of Officers.

2. The governor shall appoint a committee chairperson or committee, subject to the approval of the Board of Officers, to aid in:

a. The planning and arrangement, upon request of the governor, of the details of the convention.

b. Preparation and mailing sixty (60) days prior to the convention of a general mailing to all clubs and District officers concerning convention, It must contain the following; all award forms, club delegate forms, petitions for District office, and convention registration forms.

c. Submitting any follow-up mailings and complying with all requests of the governor or the Board of Officers concerning convention.

d. Preparation of registration packets and of the convention site.

3. The Board of Officers shall have full supervision and management of all conventions under the supervision of the District administrator and the sponsoring Kiwanis District.

4. The governor, with consideration and input from the District, shall appoint members in good standing to chair the following committees: Awards, Convention Host, Credentials, Elections, and Sergeant-at-Arms. These individuals shall serve under the supervision of the governor and of the District administrator.

5. The deadline for registration refunds is fifteen (15) days prior to the convention opening.  Registration refunds after this time will be given only at the discretion of the Board of Officers, and a 50% penalty will be assessed.

6. The Kiwanis secretary/treasurer shall be required to sign the hotel contract, as well as any other necessary contracts for the District convention.

7. Any registrations received later than fifteen (15) days prior to the convention opening shall be charged a ten-dollar (US $10.00) late fee.

B.  House of Delegates

1. Representatives from the member clubs of the District shall assemble during the convention to elect District officers and to decide any constitutional questions as may be presented. The assemblage shall be known as the House of Delegates.
2. The governor shall preside over the House of Delegates.
3. The following people shall be delegates-at-large: the District governor, secretary/treasurer, bulletin editor, lieutenant governors, and the immediate-past governor, if still an active member of a CKI club in good standing.
4. Only the following people shall be admitted into the House of Delegates: - certified delegates and delegates at large, the counseling International officer, International president, elections committee chairperson, and District administrator. The District administrator and/or the counseling International officer and International president shall be non voting members of the House of Delegates.  The counseling International officer will serve as parliamentarian. The House of Delegates shall be open to all CKI members and guests.
5. Those seated at the head table will be the governor, secretary/treasurer, bulletin editor, counseling International officer, International President (if present), and any others deemed necessary.

C.  Convention Committee Duties

1. Sergeant-at-Arms. The Sergeant-at-Arms Committee shall be composed of at least 5% of the attendees in good standing with the District. The member of a club shall act as chairperson of the Committee. The governor and District administrator shall counsel the committee on its actions. The Committee shall maintain order at all convention functions and perform such other duties as deemed necessary or appropriate by the Committee chairperson, governor, or District administrator.
2. Awards. The Awards Committee shall consist of as many Kiwanians and CKI members as is deemed appropriate by the governor and administrator. The Committee will be chaired by a member of the District Board of Officers. If necessary, the Committee shall be divided into subcommittees to judge the various awards.
3. Host. The Host Committee shall be composed of at least ten (10) members of the host club of the convention. The president A member of the host club shall serve as the Host Committee chairperson. The Committee shall be counseled by the District Board of Officers. The Committee will be responsible for helping with registration, room set-up, and other duties as prescribed by the governor and/or District administrator.
4. Credentials. The Credentials Committee shall be composed of at least four (4) members in good standing with the District, with one member acting as the chairperson of the Committee. The governor, secretary/treasurer, and administrator shall counsel the Committee on its actions. The Committee shall be responsible for certifying all delegates to the convention. The Committee is also required to make sure that only certified delegates and delegates-at-large be admitted into the voting section of the House of Delegates. During the course of the House of Delegates, the chairperson will be called upon by the governor to give a report of the total number of delegates and a total number of delegates-at-large in the House, as well as the number of votes necessary for both a simple and a two-thirds (2/3) majority vote.
5. Elections. The Elections Committee shall be composed of at least four (4) members in good standing with the District, with one member acting as chairperson of the Committee. The District administrator shall counsel the Committee on its actions. The Elections Committee will be responsible for collecting and counting any secret ballots taken by the House. The chairperson is responsible for reporting the results to the House.

6. Resolutions. The Resolutions Committee shall be composed of at least four (4) members in good standing with the District, with one member acting as chairperson of the Committee. The District Board of Officers shall advise the Committee on its actions. The Resolutions Committee shall collect and write up all resolutions for the House of Delegates. The chairperson of the Committee shall read the resolutions to the House of Delegates.

Policy Code Number 9: Nomination and Election of District Officers

A. Official elections for the following District Board positions shall be held at the annual District convention: governor, secretary/treasurer, and bulletin editor. Lieutenant governor elections, if applicable, shall take place in accordance with the District Bylaws. *Club presidents shall serve as club representatives at the District level; if a club president cannot serve in this capacity, he/she may appoint a fellow club member in good standing to serve as such.

B. The elections for governor, secretary/treasurer, and bulletin editor shall take place in the House of Delegates at the District convention.

C. All elections shall be by secret ballot, unless the House of Delegates votes to have an election by acclamation. The ballot counting shall be conducted by the Elections Committee as appointed by the District governor.

D. Caucuses shall be held on the Friday Saturday of District convention, at which time candidates for governor, secretary/treasurer, bulletin editor, and lieutenant governor may be introduced, present their platforms, and answer questions. Assignment of divisional caucuses and the selection of moderators shall be made by the governor. A member of a caucus shall be defined as a member of the divisions represented in said caucus. Only members of the caucus shall be allowed to ask questions of candidates.  Kiwanis-family guests and District and International officers shall be allowed to visit caucuses. Candidates may bring up to three (3) assistants into a caucus.

E. Each candidate for non-gubernatorial office shall be allowed a total of seven (7) minutes in each caucus: one (1) minute for introduction, three (3) minutes for the candidate’s speech, and three (3) minutes for questioning. Candidates for governor shall be allowed two (2) additional minutes for questioning. A candidate may waive all or part of these allowances in order to allow more time for questioning.
F. During the House of Delegates, elections for lieutenant governors in each division shall be held, if applicable. Delegates may only vote for a candidate from their division.  
G. The winner of an office shall be determined by a simple majority of the ballots cast (not including blanks).  In the event that three (3) or more candidates run for any office and no one receives a majority vote, the two candidates with the highest number of votes whose combined total constitutes a majority shall appear on the ballot. In the event that no candidate receives a majority of these votes cast on the first ballot (not including blanks) and the combined total of those two candidates received the highest number of votes does not constitute a majority of the votes cast (not including blanks), the candidate receiving the lowest number of votes shall be eliminated. This procedure shall be continued until a) one candidate receives a majority of the votes cast (not including blanks) or b) two candidates have a combined total which constitutes a majority of those votes cast (not including blanks). Those two candidates shall appear on a final ballot. The candidate receiving the majority of the votes (not including blanks) on the final ballot shall be elected.
G. The winner of an office shall be determined by a simple majority of the ballots cast (excluding blanks and including votes of “no confidence).  In the event that three (3) or more candidate ruin for any office and no one receives a majority vote, the two candidates with the highest number of votes shall appear on the next ballot—unless their combined totals do not constitute a majority of the votes cast, in which case the candidate receiving the lowest number of votes shall be eliminated from the ballot. This procedure shall be continued until one candidate receives a simple majority of the ballots cast.
H. Each accredited delegate is entitled to a vote of no confidence in all questions regarding an election to District office.  If the majority of ballots cast reads “no confidence,” the office in question will remain vacant, and all candidates running  at the time of the vote will remain ineligible to be elected or appointed to serve in that specific capacity for any portion 
of the next administrative year
Policy Code Number 10: District Awards

A. All awards shall be annual, running from the completion of the District convention to the beginning of the following District convention and shall be given for recognition of projects and accomplishments completed during that period.

B. All awards must be approved by the District Board of Officers, which shall have the authority to maintain and finance any of the awards. No awards other than those approved by the District Board of Officers shall be presented.
C. To be eligible for any award, pertinent clubs and/or individuals must be in good standing with this District and Circle K International, when applicable.
D. All award entries by clubs must meet the specifications set by the District Board of Officers in order to be considered for judging.
E. All materials submitted should be returned to the appropriate clubs and/or individuals, except for the judging sheet.
F. Entry forms for all awards shall be sent to all appropriate clubs sixty (60) days prior to the submission deadline. Entry forms shall be distributed by the Convention Committee. All entry forms shall be returned to the District governor for official entry into the award competition. All awards must be submitted in the manner prescribed by the District Board of Officers. Any deadline established shall be enforced.
G. The District Board of Officers shall designate judges for any of the awards contests as they deem appropriate. These judges shall meet at the specified time and shall continue meeting until a decision is made. A District Board member shall be assigned to monitor the judging and ensure the fairness of any decisions made. All decisions by the judges and District Board of Officers shall be final. All judges and District Board members shall not discuss the winners or any specifics of the judging with others before the winners are announced.
H. Judges with any past or present association to a specific club in the Southwest District will be required to abstain from judging the said club’s entry.
I. In the event that no entries are submitted for a particular award, the Board of Officers reserves the right to select a winner from all members and/or clubs in good standing with the District.
J. Questions raised during the judging should be directed to the Awards Committee chairperson, the governor, and/or the District administrator.
K. Under discretion of the governor and District administrator, the following awards shall be given at the annual District convention:

Outstanding Club Advisor
Outstanding Kiwanis Support
Outstanding Club Treasurer
Outstanding Club Secretary
Outstanding Club Vice-President
Outstanding Club President
Outstanding Club Newsletter
Outstanding Club Scrapbook
People Mile Award
Interclub Award
Marcus M. “Doc” Marble Kiwanis Family Award
Single Service Award
Neil G. Giuliano Outstanding Member Award
Robert L. Schumaker Outstanding Club Award
Policy Code Number 11:  International Convention
A. The governor, with the Board’s approval, shall appoint a member in good standing with the District to serve as the On-To International Convention (OTIC) chairperson.
B. International convention information shall be available to individual members of all member clubs in good standing from the OTIC chairperson upon request.
C. A mailing containing information regarding transportation options and prices, any District packages, the convention itself, and any other pertinent information should be sent to all clubs at least ninety (90) days before the dates of the International convention. All interested attendees shall be kept informed on travel expenses and arrangements and other District involvement regarding the convention.
Policy Code Number 12: Training Conferences

A. The fall training conference for this District shall be called Fall Rally.

B. Fall Rally shall be held annually between the dates of September 15 and November 15.

C. This event shall include workshops dealing with membership, leadership, personal development, and social activities.
D. A District presidents’ council shall be held during Fall Rally. 

Policy Code Number 13: Protocol

A. The following shall be dais guests when present:

1. All members of the District Board of Officers.

2. District administrator

3. Any International officer

4. Kiwanis District governor

5. Key Club District governor

6. Master of Ceremonies

7. Any guest speakers

8. Host Committee chairperson

9. International administrator

10. Kiwanis or Key Club International officers

B. The following are appropriate dais guests, if adequate seating is available, at the governor or Board’s invitation:

1. Visiting officers from other districts

2. All members of the Kiwanis Committee on CKI (i.e., assistant administrators)

3. Immediate-past governor

4. Past International officers from the Southwest District

5. Kiwanis District officers

6. Key Club District officers

7. Staff and officers from the International Office

8. Kiwanis governor-elect

9. Invocator and benedictory

10. Key Club District administrator

C. Dais seating arrangements shall be based on the following order:

1. Other dais guests

2. Key Club governor
3. Kiwanis governor

4. International administrator

5. Circle K International officers

6. District administrator

7. Master of Ceremonies

8. (Podium)

9. District governor

10. Circle K International president
11. Speaker

12. Kiwanis International officers

13. Key Club International officers

14. District secretary/treasurer

15. District bulletin editor

16. District lieutenant governors (alphabetical order by division)

17. Immediate-past District governor

18. Any other dais guests

D. Special guidelines

1. The spouses of dais guests should be seated next to their husbands/wives. If the length of the head table is a problem, the spouses may be seated at a special table directly in front of the dais. Whenever possible, ladies should not be seated on the end of a dais.

2. Past governors and past International officers from the Southwest District of CKI and their spouses shall be seated at a reserved table near the dais.

3. Special mention and recognition should always be made of all the Kiwanians present. This may be done in a collective manner such as a resolution.

Policy Code Number 14: Minimum Membership Requirements

A. The criteria for students seeking to obtain and/or retain active membership shall include:

1. Payment of all club, District, and International dues

2. Those membership requirements set forth by the individual club bylaws

B. The above criteria shall be met within a specific time period as set forth by the club, not to exceed one (1) administrative year.
Policy Code Number 15:  Official Days of Circle K International
A. There are certain days of each year that CKI recognizes and asks each club in the organization to celebrate. The Southwest District also recognizes these days.
B. The official days are:
1. Service Initiative Week (third week of October)
2. International Service Day (Saturday of Service Initiative Week)
3. Circle K Week (second week of February)
4. Anniversary of CKI
C. The District Board of Officers will promote these days to the clubs of this District and encourage them to participate in the recommended events for each occasion.
Policy Code Number 16: Alcohol Policy
The Southwest District will follow and enforce the current Alcohol Policy as put forth by Circle K International.
Policy Code Number 17: District Mascot
Since the Southwest District of CKI is an outstanding organization, and since many outstanding 
organizations adopt a mascot, the The Southwest District may adopt a mascot by a majority vote of the District Board of Officers.

Policy Code Number 18: Sister and Brother Districts

A. Since sister and brother districts encourage the exchange of ideas at the District level, the Southwest District may have both sister and brother districts.
B. The sister districts for the Southwest District are the Texas-Oklahoma and California-Nevada-Hawaii districts.
C. The brother districts for the Southwest District are those districts that share the same counseling International officer as the Southwest District.
D. The District Board shall encourage the mailing of all District correspondence to both sister and brother districts.
Policy Code Number 19:  Honorary Members

A. Since there are many individuals outside of Kiwanis and CKI who are of great assistance to the Southwest District, the District may bestow upon someone who is not a member of CKI in the District honorary membership in the Southwest District for a period of one (1) year.
B. Honorary members shall pay no dues and shall be entitled to all privileges in the District with the exception of voting and holding office.
Policy Code Number 20:  Appropriation of Club or District Property

A. Charter presentation meetings, being primarily a joint Kiwanis-CKI function, shall be planned by the prospective CKI club and its sponsoring Kiwanis club.
B. The cost of such affairs should not exceed the income from the sale of admission tickets to such an event. Such meetings should finance themselves, eliminating the necessity of funds being taken from the club treasury to pay for the meeting.
C. It is recommended that the CKI lieutenant governor of the division (or governor, if not applicable) act as the toastmaster and that the principle address be made by the District governor or one of his/her representatives. The charter should be presented by the president of the sponsoring Kiwanis club.
D. It is recommended that any Kiwanis club desiring to make a personal presentation to a newly chartered CKI club of such items as a gong and gavel, banner, and other items do so by purchasing them through the Circle K International Office.
E. As many CKI clubs as possible throughout the Southwest District should attend the charter night. All District Board members, if possible, should attend. Local Key Clubs and Kiwanis District and International Officers should also be invited.
Policy Code Number 22:  Divisional Boundaries
A. The District shall be divided into divisions as mandated by Article I, Section 2 of the District Bylaws.

B. The boundaries and names for the divisions shall be as follows:
1. Highland Division – the Arizona counties of Mohave, Coconino, Navajo, Apache, and Yavapai; the New Mexico counties of Cibola, Valencia, Torrance, Guadalupe, Quay, Curry, McKinley, Bernalillo, Sandoval, Santa Fe, San Miguel, San Juan, Rio Arriba, Los Alamos, Colfax, Mora, Union, and Harding; and the area encompassing Needles, California, and Laughlin, Nevada
2. Metro Division – the Arizona county of Maricopa
3. Sunland Division – the Arizona counties of La Paz, Maricopa???, Gila, Pinal, Graham, Greenlee, Pima, Santa Cruz, and Cochise; the New Mexico counties of Hidalgo, Lincoln, De Baca, and Roosevelt; the Texas county of El Paso; and the area encompassing Blythe, California.
C. The main objective of divisional boundaries is to make the given lieutenant governor, when applicable, as accessible as possible to all clubs and potential clubs of the division.
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