KS-MO District Administrative Council (DAC)  
GENERAL POLICIES

(Revised January 19, 2008)

 

PURPOSE:    
To provide guidelines for District Officers to enable the DAC to function more cooperatively, efficiently, and effectively.

    

The General Policies maybe revised or updated any time during the year by natural consent of all DAC Officers.  This document is to be reviewed at the mid-year DAC meeting.  The Governor may appoint the Secretary to provide the current and/or newly elected DAC with an updated copy. 
 

I.  
GENERAL RESPONSIBNILITIES
A.
It is the responsibility of each District Officer to become thoroughly familiar with all Pilot material and to maintain a District Officer's file or notebook for reference.

 

B.  
Members of the DAC are charged to further Pilot International's objectives by promoting, studying and teaching its principles, ideas, and ethics.  As representatives of Pilot, they are expected at all times to act in a manner conducive to enhance the prestige of Pilot.  They should familiarize themselves with the Bylaws, Policies and Procedures, Strategic Plan of PI and the District, and give special emphasis to Pilot's ongoing focus - Brain Related Disorders. The DAC should also become familiar with the Officer Evaluation forms used by the ECR at the end of each year.  

 

C.
Members of the DAC are to assist Clubs with membership problems, encourage growth by organizing new clubs, emphasize fellowship, and assist clubs with any problems when requested. 

 

D.
Each outgoing District Officer is to purge the appropriate District Files and forward them to his/her successor no later than 30 days after the new term begins.  The Governor's files should be provided to the Governor Elect, including Official Visit and District Convention files.  (See Policies and Procedures, Section 400)

E.
The following records are permanent and shall be kept indefinitely:

1. Minutes of all meetings. (Secretary's files)
2. Any correspondence relating to serious problems in the District (Governor's files)

3. District contracts including meeting contracts (Governor's files)

4. Any votes by mail and records of votes cast (Governor's files)

 

 F. 
The following records shall be kept as indicated.

1.
DAC “Club files" - Information such as Official Visit reports and official correspondence should be maintained for 3 years. (Governor’s Files)
2.
District financial records (including Audit Report) – 7 years (Treasurer’s Files)

3.
Membership information – 5 years (Secretary’s Files)

4. 
Copies of the Governor's Bulletin – 1 year (Governor's files)

5.
Ballots from the District election shall be presented to the secretary who, following the election and the vote to destroy the ballots, will destroy the ballots. (This procedure may appear in Convention Rules, if so no vote is needed.)
  

G. All other records and files may be discarded at the discretion of the DAC.
H. It is the responsibility of each District Officer serving as an Official Visitor to provide the ECR and other Official Visitors with a copy of visit reports. 

I. It is the responsibility of each District Officer to attend all DAC meetings scheduled by the Governor. An exception in an emergency situation or when prior approval to be excused has been granted may be granted.  Regular DAC meetings are held at: 
1. District Convention, (go over the Word 4 Word, evaluations, order of business and program)
2. Pilot International Convention (optional)
3. Fall Council (go over Word 4 Word, program order)
4. Mid-Year (walk through the hosting hotel and meet with DC or FC planning committee, usually in January or February).   

J. Official Visitors (Governor and Governor Elect) submit their estimated mileage for Official Visits to PI no later than 2 weeks following District Convention, or by June 1. The schedule for Official Visits to clubs, including dates, needs to be sent to PI by July 1.

    

K. It is the responsibility of the Governor Elect to select appointees to serve during the year of her/his Governorship.  The list of appointees is due to PI Headquarters by Dec. 1. 
These appointees include the following:

5. Club Operations Coordinator(s)
6. Membership & Growth Coordinator(s) 
7. Projects Coordinator(s)
8. Fundraising Coordinator(s)
9. Leadership Development Coordinator(s)
10. PIF Representative 

11. Chaplain (Inspirational Leader)

12. Parliamentarian

13. Awards Jury Chair and 2 to 4 additional members
14. Nomination Chair and 3 to 5 additional members
15. Song Leader

16. Historian

M. 
The Governor announces at District Convention the names of 3 people from a specific club who are familiar with bookkeeping and numbers who will serve as the Audit Committee.
 

N. 
The Governor provides a hard copy of the District Roster to the PI Chaplain.
 

II. 
DISTRICT CONVENTION & FALL COUNCIL / WORKSHOPS
A. The DAC will select a host club for each District Convention and Fall Council or Workshop.  Selection will be based upon the invitations received from the clubs.

B. Unless a selection committee is chosen by the DAC, the Governor Elect will research locations for Fall Council and District Convention meeting places which will occur in the future.
C. The DAC must first ratify all contracts for District Conventions, Fall Councils, or other district-wide meetings for which the KS-MO District is liable.  District contracts are a permanent part of the Official District files.  

D. The Governor provides the following information for Fall Council and District Convention programs for printing:

                
Past Governors names, their Club, year of term * if deceased

                
Outgoing Appointees

                
Incoming Appointees with address information

                
Form for recording awards, votes, attendance, etc

                
Pilot Pledge

                
Code of Ethics

                
Roll Call of Clubs

                
Incoming Club Presidents

               
Outgoing Club presidents

                
Sail on International words

                
From PI a picture of the ECR and Bio.

E. The Governor Elect presides at the District Award Luncheon.

III.
DISTRICT PROPERTY
District Officer pins are the property of the District and are to be passed on to each succeeding officer.  The transfer of District pins usually occurs during the Installation Ceremony at District Convention.
IV.
DISTRICT EXPENSES
1.
Vouchers must be used for reimbursement of District expenses.

2.
Vouchers for reimbursement, within the budget guidelines, are submitted to the Governor for approval.  The vouchers should have receipts attached (if applicable.)

3.
Anyone submitting budgeted expense vouchers to the District for repayment is encouraged to submit them immediately after the expense is incurred.  The prompt submission and approval of District expenses will allow the Treasurer's Quarterly Reports to be as accurate as possible.

4.
District vouchers for General budget expenses are to be approved via signatures of the Governor and Governor Elect.  Vouchers should be promptly forwarded to the Governor and Governor-Elect for signed approval and to the Treasurer for prompt payment.

5.
District vouchers for District Convention and Fall Council budgeted expenses are to be approved by the Governor and Governor Elect.

6.
District checks for payment of approved expenses are to be signed by two DAC members, preferably the Treasurer and the Governor, The signature card on file with the District bank will be signed by the Governor, Governor Elect and Treasurer.

    
7.
The Treasurer will be bonded (Fidelity Bond).

8. The Treasurer will file a 990 tax form or 990EZ, if applicable.

9. The Treasurer will open a checking account (preferably interest bearing) and a savings account with the bank of the Treasurer's choice. A check in the amount of $500.00 is written to the new Treasurer by July 1 to open a checking account in the amount of $250.00 and a savings account of $250.00.
10.
The Contingency Fund shall not exceed $5000.00. It is to be used for installation expenses for a PI President from the District.  Any interest earned from this fund goes into the general treasury.

13.
When possible, the District pins should be ordered to be picked up at the PI Convention to save shipping expenses.

16.
If a DAC member chooses not to stay in the rooms provided for the DAC meetings at District Convention and Fall Council, there will be no reimbursement for the hotel room.

17.
Travel expenses for mileage will be reimbursed at 75% of the current approved IRS mileage rate for all DAC meetings called by the Governor.

19.
Following Fall Council or Workshop, a $500 check will be sent to the host club for District Convention start up expenses.

20.
Following Spring Convention, a $300 check will be sent to the host club for Fall Council start up expenses.

21.
District Treasurer should instruct the host club to get a separate account for District activities - monies should not be intermingled with club monies (following PI Rules).
22.
A $5.00 memorial is sent to PI in honor of the death of a District member.  (This is done at the end of the year using the list compiled by the District Chaplain.)

 

V.  EXPENSES FOR PILOT INTERNATIONAL CONVENTION
    
1.
District Officers are reimbursed for Pilot International Convention expenses by the District Treasurer.  (Governor is funded by PI)

2.
Each officer must maintain a record of actual expenses and submit vouchers, receipts and refund checks (if applicable) to the Treasurer promptly after International Convention.  (This can sometimes be done before leaving the Convention site.)

3.
Any DAC officer choosing to stay in any room separate from the other officers will be reimbursed at 1/2 the cost of the room.

4.
The Governor is reimbursed by PI for all expenses by turning in a voucher and receipts within 30 days after the convention. This includes hotel expenses.

VI.
PERSONAL FINANCIAL OBLIGATIONS

1.
The DAC usually provides an item for the Silent Auction at the District Convention and may provide one at the PI Convention.

2.
District officers are encouraged to limit personal gifts to each other as a district officer.

3.
The Governor Elect provides a pin badge for all KS-MO first timers at PI Convention. This badge is for pins they receive during PI Convention.  A variety of candies are provided by the Governor Elect for the KS-MO tables during the business sessions at PI Convention - preferably individually wrapped candies.    

4.
If special officer name badges are ordered for the DAC before PI Convention, it is at the expense of the new Governor or may be paid for by the individual officers.  (Decision needs to be made before the order is placed.)
5.
The new Governor designs and provides business cards for the DAC prior to the PI Convention to share with other district officers.
6.
The Governors and Governor Elects each exchange a small gift at Council of Leaders at PI Convention (own expense).

7.
The Governor gives a token gift to the PI President and usually donates to a fund for a larger gift to the PI President.

 

VII.
MISCELLANEOUS

    

1.
December Holiday or Happy New Year cards will be sent to all KS-MO Pilot Clubs from the DAC by the Governor.  The cost of the cards and postage is to be paid for by the District. Greetings may be conveyed through the Governor's Bulletin.
2.
Each year the DAC is responsible for reviewing and making recommendations for changes to the DAC Guidelines, Policies and Procedures Manual, and the Strategic Plan.  They are submitted to the DAC for review and approval.  The Secretary is responsible for making the changes and providing an updated copy to each DAC member.  All documents should be placed on the District website.  

3.
In order for information to be included in the Governor's Bulletin monthly, the Governor and/or Editor should receive information by the 15th of each month.  The Governor is responsible for the content in the Bulletin, but may use an editor to put information together.  The Governor provides the Editor all the email addresses to whom the Bulletin should be sent.  (All other District Governors, District Past Governors, District Appointees, Club Presidents, DAC, ECR, PI Leadership and Appointees and PI Past Presidents.)

4.
The District Treasurer's reports and other official DAC correspondence will be emailed as an extra page to the bulletin.  Any club that does not have someone to receive the Bulletin electronically shall pay $10.00 to the District for Bulletin mailing expenses.

5.
All KS-MO District Clubs will be visited by either the Governor or the Governor Elect for an Official Visit in accordance with PI guidelines.  It is preferable that the visiting officer not make an 'Official Visit' to any club previously visited by this officer in an Official Visit capacity.  The Official Visitors should not visit their own club per PI OV Guidelines.  PI pays the mileage and tolls.  Reports and mileage must be mailed to PI within 30 days to receive reimbursement.

6.
The club being visited will provide housing and the meeting meal for the Official Visitor. 
7.
Governor and Governor Elect will compile a list of future leaders, indicating those that have been a club president and attended a PI Convention, District Convention and Fall Council or Workshops.  This list will be provided to the Nominating Committee Chair and held in confidence until there is a need for it. 
8.
Recognition will be given at all District Meetings to a KS-MO Pilot serving on the PI Executive Committee, including Past Presidents.

    
9.
Present PI officers sit at the dais.

10. The Governor reminds clubs they must ask to be excused and have fees waived if they are not being represented at District/PI Conventions.
11. Membership Coordinator(s) have the authority to use funds in Savings to assist struggling clubs recover and grow, after discussion with the Governor and Governor Elect. 

