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1.  Purpose of this Manual

This manual has been prepared to guide Area Director’s (ADs) in District 3 through the biennium 2006 – 2008.  Any duties, responsibilities, or statements in conflict with the official Zonta International (ZI) bylaws, rules of procedure, and manuals or policies are unintentional.  In all cases of conflict, the official Zonta International documents supersede this manual.

This manual will be distributed to incoming ADs prior to the Spring 2006 Workshops for review and understanding.  More detailed AD training will take place following the workshops.  

The Governor-Elect for each biennium is responsible for updating the manual and ensuring that ADs are trained and fully prepared to assume duties at the end of the ZI convention.   

2.  Area Directors – The Most Critical Job in the District

The primary role of the Area Director (AD) is to serve as the liaison between the District board and the local area clubs.  ADs administer the affairs of a specific area within the District.  They support the policies and programs of Zonta International at all levels.  They also conduct regular Leadership Team meetings and work closely with a host club to conduct annual Spring Workshops.  

2.1 Qualifications and Responsibilities

ADs must possess a combination of qualifications and skills to serve effectively in their assigned area. First, they must have a detailed knowledge of Zonta International, its objects, goals, and programs.  Second, they must have the knowledge and experience in terms of organization, activities, and functioning of a local area club.  And last, but not least, they must possess the leadership skills and enthusiasm which enhance building rapport and motivation with club leaders and District board members. 

According to the Zonta District Manual dated January 2006, Section 2, District Board, the following summarizes the AD roles and responsibilities.

The ADs report to the Governor and administer the affairs of a specific area within the District.  
The ADs are elected by the delegates from the clubs in their area at the District conference in the odd-number year of the biennium before the Convention at which they take office, and hold office for two years (i.e., until the close of the Convention following the one at which they take office) or until a successor takes office.  To be qualified, the candidate must:

· be a classified member of a Zonta club, with experience in a decision-making capacity

· have served at least two years in an elected club office and/or have been a district committee chairman and

· have served at least one year as a Club President

Area Director Responsibilities

-- acts as a liaison between the clubs in the area and the District board

· maintains contact with Club Presidents, supports clubs as needed

· keeps Governor informed about Clubs in area

· visits established clubs in the area at least once in a biennium

· may issue AD newsletters

· receives and reviews Annual Club Report Forms from the clubs in the area and submits an annual report to the Governor

-- new clubs

· visits new clubs in the area at least once, but preferably twice per year, the first visit occurring within 90 days of the club’s charter

· reviews the minutes of club and Board meetings for each new club during the first year of its existence with the Governor and Chairman of the Sponsoring, Organizing, and Mentoring (SOM) Committee

-- clubs of concern

· stays informed about and advises the Governor of clubs with low membership, internal conflicts, or other problems

· works with the Governor to assist clubs in resolving problems

· is notified by a club that intends to disband and works with the club to avoid disbandment

-- plans and conducts area meetings

· conducts area meetings or workshops at least annually

· conducts quarterly Leadership team meetings

-- is a voting member of the District Board

· attends and votes at meetings of the District Board

· represents the area clubs’ interests to the District Board and communicates to area clubs of the outcomes of the District Board meetings

· attends, participates in, and votes at the District Conference(s).  The ADs vote is based on their position on the District board.  They may not be a delegate at the Conference and therefore do not vote on matters on which delegates only vote, such as incoming ADs.

Each District 3 AD has assigned clubs as shown in the table below.

	Area 1 – Karen Siegel (7 clubs)

	Eastern Suffolk Area
	New York

	Greater Queens
	Suffolk County Area

	Long Island
	Westchester

	New Rochelle
	

	Area 2 – Ina Brown-Woodson (10 clubs)

	Essex County
	Ocean County Area

	Greater Somerset Area
	Passaic-Clifton

	Hackensack-Ridgewood
	Greater Wayne

	Monmouth County Area
	Northern Valley

	Morristown Area
	Trenton

	Area 3 – Stella Hordes (9 clubs)

	Annapolis
	Frederick

	Atlantic City Area
	Harrisburg-Hershey

	Baltimore
	Howard County

	Cumberland County
	Tri-County Area

	Delaware Valley
	

	Area 4 – Melissa MacKimm (10 clubs)

	Alexandria
	Loudoun County

	Arlington Area
	Montgomery County

	Charles County Area
	Prince George’s County Area

	Fairfax County
	Prince William County

	Hampton Roads
	Washington DC


2.1.1  Club Liaison and Visits

Each AD will visit an area club at least once during the biennium.  The AD must become familiar with the operations and activities of each club.  At the beginning of each August District board meeting, the ADs will present a tentative schedule of club visits for the upcoming year.  After each visit, the AD will prepare a Club Visit report (see a sample in the Appendix).  Copies of this report will be distributed to the Governor and Lt. Governor.  Only one report is required for each club visited during the biennium.  Mileage and tolls to and from club meetings are reimbursable from the AD budget (discussed later in Section 2.2).  Attendance at Club fundraiser events is neither required nor refundable from AD budgets. However, if clubs want an AD to be present, they should be encouraged to send along complimentary tickets.  The AD and club Points of Contact (POCs) (typically the club President) should determine the most effective methods to communicate important information (newsletters, email, phones, etc.).

More specific details about Club visits are contained in Section 5 of this manual.

2.1.2  Spring Area Workshops

ADs plan for and conduct area workshops in concert with a sponsoring club(s).  Workshops are conducted once a year in the Spring (typically April or May) and two areas participate in each workshop (Areas 1 and 2 have a joint workshop and Areas 3 and 4 have a joint workshop).  Each year the location of the workshop should alternate from one area to the next to promote attendance.  For example, Fairfax County (Area 4) hosted the 2005 workshop in Tyson’s Corner, VA and the next workshop for 2006 will be hosted by the Delaware Valley Club (Area 3).  

More details about planning an area workshop are included in Section 7 of this manual.  Planning Spring workshops should be coordinated with a regularly scheduled visit to a club as AD’s budgets do not include reimbursements for these planning meetings.  IF an AD feels they need to make a special trip to plan a workshop, the cost of that travel should be incorporated into the registration cost of the workshop.  

Reimbursement Guideline IV reads

 “A.  All Area workshops must be self-supporting through member registration fees.  Registration fees, meals, travel and room expenses when necessary for the sponsoring Area Directors, the Governor or her designee, and the Lieutenant Governor shall be paid from District funds.   These charges come out of the Gov./Lt. Gov/AD budgets.   There is no line item for Spring Workshops in the budget.  

In order to keep registration fees as low as possible, the costs of Board members participation is charged to the individual board members’ accounts.

B.  If one of the required Board meetings shall immediately precede or follow an Area Workshop, the registration fee for participating Board members shall be charged to the respective members’ budget allocation…..”   

Section II – A – 6 speaks to how expenses are handled if a Joint Board Meeting is held in conjunction with an Area Workshop (the sleeping room charge, the pre-workshop dinner, and half the travel for the Gov./Lt. Gov/AD’s is charged as a Board Meeting expense.  The balance of the charges come out of the Gov./Lt. Gov./AD budgets.  The secretary and treasurer travel expenses are charged as a Board Meeting expense; the secretary and treasurer pay their own workshop registration unless they are presenters as Board members on the workshop program. .

2.1.3  Z-Camp Training

ADs will assist in delivering Z-Camp training to current and potential club leaders. They will work closely with the Governor and Lt. Governor to develop the curriculum, materials, and ensure the delivery of the training.  They will also promote the training within each area to ensure maximum participation.

2.1.4  District Board Meetings

ADs must attend all District board meetings. The meeting dates, times, and locations will be determined by the Governor and announced at the beginning of each Zonta year (June).  ADs will submit their reports electronically one week in advance of each board meeting via email to all other board members.  The ADs will also participate in formulating policies and procedures for the District within Zonta International guidelines and District Bylaws. More information about District Board meetings is included in Section 6.  

2.1.5  District Conferences

ADs will attend all district conferences.  Typically, board meetings will occur either immediately before and after a conference and they will attend those also.  ADs may be called upon to deliver workshops or support the conference as needed.

2.1.6  Leadership Team Meetings

ADs should conduct quarterly Leadership Team meetings with club Presidents, Vice Presidents, and Treasurers.  The purpose of the meetings is to discuss club achievements, concerns, and needs.  A detailed agenda should be prepared for each meeting and submitted, along with any attachments, as part of the next District Board meeting minutes.  The ADs will use these meetings to communicate District board activities and upcoming District events.  The AD will also collect dates and locations of upcoming Club events for input into the District calendar on the Web site.  The AD will work closely with the Club POCs to determine the time, location, and duration of each meeting.  Detailed descriptions of Leadership Team meetings are contained in Section 4.  

2.1.7  Other Duties as Assigned

The ADs will report directly to the Governor and may be assigned other duties as required.  These duties can be related to training, special projects, problem solving, etc. 

2.2 Budgets and Expenses

The AD’s budget historically is for travel to visit clubs.  ADs are responsible for being familiar with the District’s Reimbursement Guidelines which are part of the District’s Rules of Procedrues.  Supplies are incidental.  Leadership Team meetings should budget approximately $5 per person for food and supplies.  We can not overemphasize how ADs must be fiscally prudent and accountable with their budgets.

Each AD has a budget for travel reimbursements, supplies, and materials for Leadership meetings, etc.  The budget is per AD per year.  Funds unused for one year roll into the next year.   Conversely, funds over-expended one year are withdrawn from the next year’s monies.   ADs must monitor their budgets with fiscal prudence.  In extenuating circumstances where a budget will knowingly be overrun, additional funds may be transferred from another budget account  by a vote of the District board.

EXPENSE REPORTS SHOULD BE SUBMITTED IN A TIMELY MANNER (PREFERABLY MONTHLY), ESPECIALLY PRIOR TO YEAR END (MAY) SO THE TREASURER CAN CLOSE THE BOOKS BY MAY 31.

Expense reports must be completed and sent to the Governor for approval (with receipts attached).  Once the Governor approves and signs the report, it is sent to the District Treasurer for payment.  

Mileage reimbursement is 35 cents a mile.  Tolls, supplies, postage, food, etc. are reimbursable expenses.  In addition, when the AD wants to contribute the costs of any materials, travel, etc., they can complete an In-Kind Report and send it directly to the Treasurer for record keeping.  At the end of each year the Treasurer will report on the status of In-Kind donations.

The District Treasurer will pay board member registrations for the workshops and conferences directly to the sponsoring club Treasurer.  The Treasurer will also pay for the hotel and meals at these events.  Alcohol is never an allowable expense.  For the Zonta International Convention, the District Treasurer will reimburse the ADs for registration.  These expenses should be recorded using the Expense Report form and go through the normal reimbursement process. Conference and Convention expenses come out of the District Conference or Zonta International Convention budget line items.  Workshop expenses come out of the Board Meetings budget or the AD’s budget, depending upon whether a board meeting was held at the workshop.  

3.  Communications/Newsletters
Effective communication is a key indicator of the success of the AD.  Below are some guidelines for newsletters and other forms of communications.

3.1  AD Newsletter

ADs can use a variety of means to communicate to their Leadership Team – personal calls, email, letters, etc. However, one very effective way to communicate is via an AD Newsletter.  Another method is to ensure you have a regular article in the Governor’s newsletter (see section 3.2 below).  It is strongly recommended that the AD publish a quarterly newsletter and distribute it to District Board members, area club Presidents and leaders, and former Governors (at a minimum).  Copies can also be sent to the District Committee Chairs and the District’s International Representative, as appropriate.

This should be an electronic newsletter that is also posted on the District Web site under Resources.  If hard copies are mailed, postage and copies come out of the AD budget.  Refer to the Reimbursement Guidelines in Section 2.2 for reimbursement procedures.

To ensure that we do not have redundant or overlapping communications, below is a schedule of Governor, Lt. Governor, and AD newsletter distribution times by month (starting with August and ending in July). To the extent possible, please ensure this schedule is used. 

	Newsletter/Month
	A
	S
	O
	N
	D
	J
	F
	M
	A
	M
	J
	J

	Governor
	X
	
	
	X
	
	
	X
	
	
	X
	
	

	Lt. Governor
	
	X
	
	
	X
	
	
	X
	
	
	X
	

	AD
	
	
	X
	
	
	X
	
	
	X
	
	
	X


3.2  Governor’s Newsletter Inputs

Each AD is responsible for providing a brief overview of area club activities and events to the Governor’s newsletter twice a year. Below is a schedule of newsletter submission dates, assigned responsibilities, and comments about article content.

	Newsletter Dates
	ADs Assigned
	Due Date
	Comments

	August 2006
	Areas 1 and 3
	30 July 2006
	This edition is after the Convention.  Highlight club activities from June to July.

	November 2006
	Areas 2 and 4
	30 October 2006
	This edition after the Fall conference. Highlight activities from August to October.

	February 2007
	Areas 1 and 3
	30 January 2007
	This edition is prior to Spring workshops.  Highlight activities from November to January.

	May 2007
	Areas 2 and 4
	30 April 2007
	This edition is after Spring workshops.  Highlight activities from February to April.

	August 2007
	Areas 1 and 3
	30 July 2007
	This edition is prior to Fall conference.  Highlight activities from May to July.

	November 2007
	Areas 2 and 4
	30 October 2007
	This edition is after Fall conference. Highlight activities from August to October.

	February 2008
	Areas 1 and 3
	30 January 2008
	This edition is prior to Spring workshops.  Highlight activities from November to January.  

	May 2008
	Areas 2 and 4
	30 April 2008
	This edition is prior to Convention. Highlight activities from February to April.


Articles should be brief (3-4 short paragraphs) and if possible include photos of special club events or activities.  All inputs should be in Word and submitted electronically to the Governor.

3.3 Other Communications

ADs are a critical source of information to keep club leaders informed and attuned to important milestones through the Zonta year. From the beginning of the Zonta year they should:

· Promote the completion and submission of Achievement Forms

· Ensure clubs receive all information for workshop, conference, and convention registration

· Remind clubs of deadlines for forms and inputs to ZI

· Ensure new/revised membership information is passed along to District and ZI in a timely manner

· Communicate important club events with dates to the District Board and ensure they are posted on the District calendar on the Web site

4.  Leadership Team Meetings

4.1  Where and When

The AD should conduct four leadership team meetings per year.  Optimally, the timing would be summer, fall, winter and spring.  These meeting are open to any club member who wishes to attend, but it is of utmost importance that presidents attend and that every club is represented.  The meetings are usually from 10 AM until 2 PM and lunch is provided.  (See the District 3 Reimbursement Guidelines for expensing.)  It is most advantageous to vary the venue for these meetings so that they do not take place in the same sector of the area each time.  Club Presidents may host the meetings in their homes and can be reimbursed for their expenses.

4.2  Features of a Leadership Team Meeting

The leadership meetings should have an agenda prepared by the AD.  The agenda should include information that needs to be passed on from the District Board as well as information from each club as to its current status, i.e. membership, and programs that are being or will be conducted during the year including dates and places.  This is also a time to update contacts, ask about new email addresses, etc.  The agenda should include some time for clubs to share their achievements as well as any concerns they may have.  Sample agendas follow this section of the AD Manual.

Leadership meetings provide a perfect venue for the leaders of the area to come together, share experiences, and develop a rapport with one another as well as with the AD.  It is also an opportunity for the AD to assess strengths and weaknesses so that she may move forward with any assistance that clubs and their leaders may need.

Another agenda item, early in the biennium, could be to assess the goals that the clubs leaders hope to attain during the biennium.  At successive meetings, those goals may be revisited to discern whether they are near achievement.

5.  Club Visits
5.1  Scheduling Visits

The AD must visit each club at least once in the biennium.  While some clubs may need additional visits if they are experiencing problems, the minimum is one official visit.  If a club does not extend an invitation, it is the AD’s responsibility to arrange a club visit.  These visits provide an opportunity for the AD to meet and greet club members and to confer with the club president and other officers.

5.2  The AD is the Program

The AD’s visit should be scheduled during a regular business meeting.  The AD should present a program on a subject that is meaningful to Zonta.  The Governor may also have a special message for the ADs to deliver on a particular topic of concern.  There may be a subject that the club or the club’s president wishes to have addressed by the AD.  This should be mutually agreed upon by the AD and the president.

Attendance at club functions, such as fund-raising activities, does not constitute formal visits and are not reimbursable and do not meet the requirement for the biennial visit.

5.3  Installation of Officers and Induction of New Members

Visits to clubs in order to install new officers or to induct new members are encouraged.  The club is responsible for the cost of the AD’s dinner and other costs will be reimbursed by the District.  Likewise, if the AD attends a Club Chartering in her area, she will be reimbursed for her expenses.

5.4  Club Visit Report

The AD must complete a Club Visit Report Form after each official visit to a club.  This form should be forwarded to the District Governor and may be included in her AD Report at District Board meetings.  The form may be sent to the District Governor when the AD sends in her reimbursement form.

5.5  Financial Considerations

The club that is visited is responsible for the AD’s meal.  Travel is paid by the District. (Refer to the District 3 Reimbursement Guidelines for additional information.  Vouchers and receipts must be submitted to the Governor for approval.).  If the AD brings a driver or guest with her, the AD is responsible for covering that dinner, not the club.  According to the District 3 Reimbursement Guidelines, there can be “one official visit and one additional visit to each club in their area each biennium.” However, the Governor may authorize reimbursement for other official visits.

5.6  Follow-up

A note of thanks and any comments should be sent to the club and the club president after the visit.
6.  Board Meetings

6.1  Attendance

ADs are expected to attend all board meetings including pre- and post-Conference meetings.  The District 3 Reimbursement Guidelines outline all financial considerations for these meetings.

District Board meetings are usually held in October (at conference, usually Friday morning), January,  April or May (just prior to one of the area workshops) and July/August (usually at the upcoming conference venue).  Prior to the Board meeting, the Governor sends out an agenda and all other information needed.  The Governor will also solicit ideas for agenda items.

6.2  AD Reports

One week prior to every District meeting, except for the post-Conference meeting, the AD will electronically forward an AD report.  The report should be sent to the Governor and all members of the District Board.  During the District meeting the AD will be asked to expand upon the report, highlighting only those areas of special achievement or issues/concerns.  It is important to emphasize that because AD Reports are sent a week prior to the meeting, it is not necessary to cover the ground that was covered in the written report.

The AD’s report should include the following:

· Dates of club visits or other functions attended, i.e. intercity events, fundraising events, service programs, etc.

· New members inducted and new officers installed with contact information.

· A succinct summary of each club’s activities since the prior District Board meeting with emphasis on achievements and/or concerns.

· Dates of upcoming club events/programs.

6.3  AD Meeting Responsibilities

The AD should review the minutes of the previous District Board Meeting and point out any corrections that need to be made.  As a voting member of the District Board, it is the AD’s responsibility to keep informed about agenda items and to be prepared to discuss and vote on agenda items.  It is also essential that the AD communicate any concerns openly and listen with an open mind to the concerns of others and, of course, accept the will of the majority.  

6.4  Responsiveness

One important AD responsibility is to provide responsive feedback when required. Often information is distributed for review and comment by board members. It is EVERY board member’s responsibility to be responsive and answer all requests for feedback.

7.  Spring Area Workshops  

The Spring Area Workshops (Areas 1 and 2,  and Areas 3 and 4) are two separate workshops and are usually held in April or early May.  The ADs alternate taking the lead and holding the workshops in their areas during the biennium.  One club from the area should volunteer to “host” the workshop. A table with a breakdown of responsibilities of both the AD and the host club follows this section.

The AD, with the advice of her leadership team and the consent of the District Board, decides on the theme of the workshop.  The theme, any speakers’ topics and/or break out sessions should be Zonta-related.

7.1  Budgeting

It is imperative that the Area Workshops be self-supporting which makes the budget process of utmost importance.  Once all expenses are ascertained, a tentative budget should be formulated.  The budget should then be forwarded to the Governor and the District Treasurer for their comments and advice.  Once that has been done, then the AD can begin the process of preparing the “Call to Workshop” invitations.  The notification of the workshop should be sent to all District members no later than 60 days prior to the date of the workshop.

7.2  Responsibilities

While an area club has volunteered to host the Spring Workshop, the ultimate responsibility for the workshop is the ADs and they must be “in charge” and establish a close working relationship with the host club.  Frequent communication with the host club finance, facility, and registration chairs is essential.

The AD should discuss all the items on the Area Workshop Responsibilities table with the host club chairs so that there are no misconceptions.

8.  Nominating Committee

The District 3 Nominating Committee is comprised of three members for the 2006-2008 biennium.  They are: Chair Barbara Taylor, and members Karen Porcello and Barbara Lippa.

8.1 Search for Qualified Candidates

In odd number years at the Fall Conference we elect District officers.  Long before the election takes place, we must all keep an eye out for potential leaders.  As an AD, you will have many occasions to observe potential leaders in action through your interface with club leaders and board members.  You are encouraged to identify potential, QUALIFIED candidates and see if they would be interested in leadership opportunities.  Refer to the Zonta District Manual for guidelines for each board member’s qualifications (Section 2, District Board).  If so, we ask that you submit the person’s name to a member of the District Nominating Committee before the Spring deadline (typically no later than 15 April).  Provide the potential candidate’s name and contact information so the committee members can follow-up with the nominating process.  Remember to check with the Nominating Chair to review the process and guidelines for eligibility.

Some of the more subjective characteristics that you might consider with a potential candidate are: Does the person…

1.  appear well-organized and meets critical deadlines?

2.  inspire others through their leadership and capabilities?

3.  actively contribute to meetings and events?

4.  understand and follow meeting protocols and respect the opinion of others?

5.  serve as a team player who works well with others?

6.  look for ways to improve the organization and promote Zonta?

8.2  Election Rules Overview

Election rules are posted on the District 3 Web site.  Please ensure you are familiar with them prior to approaching a potential candidate. Also ensure the candidate is familiar with them if they pursue the nomination.  Any/all questions about the nominating process should be directed to the District Nominating Chair or her committee members.

Refer to Section 9 of the Z-Camp training materials for a more detailed description of District 3’s election process.

9.  Conferences

ADs have very active roles in the conduct of District Conferences. Below is a summary of their activities and ways in which they participate.

9.1  Area Meetings

ADs facilitate the Area Meetings conducted on Sunday morning of the Conference.  The purpose of the meetings is to get feedback from attendees about their conference experience and determine additional areas they would like to see addressed. This is an ideal forum for discussion and the AD should ensure there is either a tape recorder or scribe to capture the dialog at this meeting. ADs must provide a brief oral summary of each Area Meeting at the post-conference board meeting and a follow-up detailed report within two weeks of the conference. The report should be sent to all board members and will be incorporated into the conference minutes.

9.2 Area Reports

ADs present area reports allowing no more than two minutes per club to highlight a special event or fund raiser.  Ideally, while they are describing these events, a PowerPoint slide will be shown featuring the club’s activity or event.  The report will also identify the Club President by name.  Timekeepers will ensure the area reports are conducted in a timely manner.  Guidelines for these reports will be provided no later than June of each year for the upcoming Conference.  These summaries will also be compiled and posted on the District Web site.

9.3 Workshop or Other Meetings as Assigned

As required, ADs may be asked to conduct a workshop on a particular topic. They should come prepared with the requisite number of handouts and a copy of their briefing or materials for the District Secretary to incorporate into the official minutes of the conference. Please ensure sessions begin and end on time.  The workshop will be evaluated on the official conference evaluation form.

10. Achievement Forms

District 3 provides Club Achievement Forms for each of its committees.  They are available on the District 3 Web site.  Clubs are strongly encouraged to complete these forms and submit them to the District Chairs for each committee (as appropriate), with a copy to the AD and the Governor, by June 15th of each year.  Annually, two awards will be given for each form at the Fall conference– one for clubs with 30 or more members, and one for 29 or less members.  The membership numbers will be those that were reported to the District as of 31 May of that year.
Achievement forms reflect the accomplishments of a club for the previous year.  It is incumbent on the AD, working closely with the Club Presidents, to ensure that every club submits the appropriate reports in a timely manner.
10.1  Process Overview

Each Achievement Form indicates the name and address of the appropriate Committee Chair to send the reports. Reports can either be distributed electronically or via regular mail.  Copies of each report are also sent to the AD and Governor.  TO THE EXTENT POSSIBLE, reports should be filled out electronically, not manually.  This makes the reports easier to read and understand.  

10.2  Recommendations for Governor’s Award

The Governor and appropriate AD will receive all reports for each designated area.  The Governor will define the criteria for this award and communicate it to the ADs.  The ADs will review the reports, and when asked, make a recommendation for one area club for the Governor’s award to the Governor. This recommendation is strictly between the ADs and the Governor, not among other board members.  The Governor will bestow the Governor’s award at the upcoming Fall Conference.  

It is extremely important to complete the Achievement Forms as input into the award process.  ADs should work closely with clubs at each Leadership Team meeting throughout the year to ensure President’s understand the importance of these reports and the annual deadline. 

10.3  Best Practices

Achievement forms are a rich source of Best Practices in the District.  Each year the Governor and Lt. Governor will review the forms and determine which “Best” or unique practices will be published on the District Web site. The purpose of this is to share information with all clubs and highlight special activities, fund raisers, and service projects with Points of Contact.  

11.  End-of-Year Reports

Each year ADs must collect the Club Annual Report at the end of each year. They should keep a copy for their files and provide a copy to the District Secretary so they become an official part of the District records.

11.1  Club Annual Report

The form for this report is in the Appendix.  It is due each Spring to the AD (the due date is determined by the AD).  The reporting period is from 1 June 2006 to 31 May 2007.  All clubs must submit the report to the AD.  The AD should ensure that all reports are received by the deadline.  No later than January of the reporting year, the ADs should reinforce the completion of the form and ensure club’s understand this reporting responsibility.  For the second year of the biennium, the reporting period is 1 June 2007 to 31 May 2008.

To the extent practical, the report should be completed electronically, printed, signed by the club president, and mailed to the AD.

12.  Succession Planning

One attribute of a successful leader is how well he or she trains and prepares their successor.  Succession training is essential to the health of the district and ensures the incoming AD comes well prepared and is excited to handle the responsibilities of AD.  

12.1  Start Early

Succession training should begin no later than January of the second biennium year.  You do not want to plan succession training at your last leadership meeting. You should begin as soon as possible by sharing files, setting up a meeting to review your roles and responsibilities, and invite them to attend at least one of your leadership team meetings.  Ideally, you should have your one-on-one meeting prior to the Spring Workshop.

12.2  Ensure the Success of Your Successor

You should plan to conduct at least one-on-one meeting with the incoming ADs.  At those meetings, go over AD files and report.  Discuss the board process, review budget and reimbursement procedures, and familiarize the AD with the AD manual.  The incoming ADs will have lots of questions both before and after they are installed, so be prepared to share as much information as possible to make them feel comfortable in their new role.  Consider this an important investment in their success and the District’s future.

Once the training is complete, sit back, relax, and enjoy your positions as a “retired” AD.  You have worked hard during your biennium and it is time to step back and savor the memory of a job well done!

District POCs

District Officers and Board Members 2006 - 2008

	Position
	Name/Club
	Address
	Phone/FAX/Email

	Governor
	Jo Manson

Fairfax County
	10320 Bear Creek Drive

Manassas, VA  20111
	(W)  703-339-4400 x136

(H) 703-392-5161

jomanson@comcas.net

	Lt. Governor
	Mary Ann Tarantula

Northern Valley
	One Elder Avenue

Bergenfield, NJ 07621


	(H)  201-387-1536

FAX  201-221-7751

Marymac7@optonline.net

	Treasurer
	Sue Burhouse

Suffolk County Area
	1801 House Argyle Square

Babylon, NY 11702
	(W)  631-669-1687

(H)  631-244-8010

smbsings@aol.com

	Secretary
	Karen Shirey

Harrisburg-Hershey
	5 Hill Street

Mt. Holly Springs, PA 17065
	(H)  717-486-4665
muffin1@pa.net

	Parliamentarian
	Judy Maietta

Harrisburg-Hershey
	83 Longwood Drive

Mechanicsburg, PA 17050
	(W)  717-243-4014 x25
(H)  717-691-0920
jmaietta@verizon.net

	Area 1 Director
	Karen Siegel

Greater Queens 
	2 Valley View Road

Great Neck, NY 11021
	(W)  516-627-7070
(H)  516-487-9834
FAX  516-627-5970

drklsphd@optonline.net

	Area 2 Director
	Ina Brown-Woodson

Monmouth County Area
	11089 Kensington Avenue

Plainfield, NJ 07060
	(W) 908-668-0814
(H)  908-668-0814
FAX  908-668-0306

iabwood@aol.com

	Area 3 Director
	Stella Hordes

Atlantic City
	6004 Danenhauer Lane

Mays Landing, NJ 08330
	(W) 609-677-4447
(H) 609-909-1937
FAX 609-677-4479

sghordes@aol.com

	Area 4 Director
	Melissa MacKimm

Loudoun County
	12023 Ropp Lane

Lovettsville, VA 20180
	(W) 703-771-8888
(H) 540-822-3986
FAX  
mmackimm@aol.com


District Chairs 2006 - 2008

	Position
	Name/Club
	Address
	Phone/FAX/Email

	Status of Women/Service
	Carol Boyer

Prince George’s County Area
	13900 Mount Oak Court

Mitchellville, MD 20721
	(W)  202-353-4169

(H)  301-249-4916

ccboyer@comcast.net 

	Public Relations/ Communications/

PR
	Nancy Patrissi

Northern Valley
	41 Stanley Street

Dumont, NJ 07628
	(W)  201-385-9244

(H)  201-385-9244

nancy@mediafield.net 

	Nominating 
	Barbara Taylor

Annapolis
	120 Spa View Avenue

Annapolis, MD 21401
	(W)  410-269-1702

(H)   410-269-1704

bgtaylor03@comcast.net 

	United Nations
	Jeanne Sadlow

Long Island
	15 Simpson Drive

Old Bethpage, NY 11804
	(H)  516-293-4499
happyhigh23@aol.com 

	Amelia Earhart
	Julia Nasso

Long Island
	2767 Harrison Avenue

Oceanside, NY 11572
	(W)  516-741-4400
(H)   516-764-3478
juliatvlgallery@aol.com 

	Bylaws and Resolutions
	Judy Maietta

Harrisburg-Hershey
	83 Longwood Drive

Mechanicsburg, PA 17050
	(W)  717-243-4014 x25
(H)   717-691-0920
jmaietta@verizon.net

	Historian/ Archivest
	Audrey Burkhart

Northern Valley
	764 Broad Avenue

Ridgefield, NJ 07657
	(H)  201-943-2105

Aburkhart@nj.rr.com 

	Fun and Fellowship


	Nancy Ramsay

Loudoun County
	43716 Vineyard Terrace

Ashburn, VA  20147
	(W)  703-696-8918

(H)   703-723-4849

nramsay@steelcitytelecom.net 

	2006 Conference Co-Chairs


	Melissa MacKimm

Loudoun County
	12023 Ropp Lane

Lovettsville, VA 20180
	(W)  703-771-8888
(H)  540-822-3986
FAX  
mmackimm@aol.com
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Loudoun County
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