
DISTRICT ADMINISTRATIVE COUNCIL
The District Administrative Council (DAC)/ District Executive Council (DEC) is comprised of the Governor, Governor Elect, Lt. Governor(s), Treasurer and Secretary.  

Responsibilities

1. Members of the DAC/DEC are charged to further Pilot International’s objectives, study and teach its principles, ideals and ethics.  As representatives of Pilot, they are expected to act all times in a manner conducive to the prestige of Pilot.  They should familiarize themselves with the bylaws, policies and principles of PI and give special emphasis to Pilot’s ongoing service focus – brain-related disorders and disabilities.

2
The DAC/DEC may propose amendments to the district standing rules.

3.
The DAC/DEC may make recommendations for consideration by the voting body at district 
convention.

4.
Convention Sites

a.  
Unless otherwise set forth in your District Standing Rules and/or Policies and 


Procedures, the DAC/DEC shall consider all future convention sites, check 


convention facilities, and verify that the district convention requirements can be 


met. 


b.  
At the DAC/DEC mid-year meeting or pre-convention meeting they shall select 


the convention site for the next available year such that this information can be 


announced at the preceding District Convention.    If at all possible, the 



DAC/DEC shall select the convention site and/or secure the hotel for at least two 


years. 

5.  
Unless otherwise set forth in your District Standing Rules and/or Policies and Procedures 
the DAC/DEC shall approve the appointment of the Convention Chair and Vice Chair.  

6.
Convention Activities:  The Convention Activities listed below will be planned by the Governor and approved by the DAC/DEC.
a.
Preconvention Meetings


Considers and reviews all items included on the business agenda such as amendments to standing rules, future convention sites and dates,  recommendations, resolutions, budget, etc.


Determines whether the District Treasurer's books will be audited by a committee composed of Pilots (other than DAC), or by a non-Pilot auditor.  If a committee is appointed, approves the Chair.  If  the services of an auditor are secured, selects the auditor.  Whatever action is taken, it should be approved by the DAC and reported to the convention body.

6.
Convention Activities:  (cont’d)

  
Convention Committee/ECR


Governor, Governor Elect, Secretary, Parliamentarian and ECR meet to review Governor’s personal/business agenda and official program


Nominating Committee/ECR


Election/Election Tellers Committee/ECR/Parliamentarian


Governor Elect/District Divisions/ECR


Governor Elect/Room Arrangements Committee


Chairs/Vice Chairs of all convention committees appointed by the Governor and person designated by Governor to instruct and supervise the committees


each convention committee appointed by the Governor

.
Registration Committee, ECR, Governor, and Treasurer

.
Governor Elect/District Divisions/ECR  (*This meeting is optional due to 



timing and/or travel of division coordinators.)
NOTE:  Those involved with above activities should be notified as soon as possible regarding the time and place of meetings.  Also the Governor or the chair of the respective committee should forward a copy of the committee’s duties to the members.

b.
Election of officers – The election may be held on Saturday morning so that meetings of the Incoming DAC/DEC can be held.


c.
Training of Club Officers – Districts are requested to hold training session for 


incoming Club Presidents and other club officers.  This training shall take place at 

District Convention if it has not been handled previous to District Convention.  

d.
ECR/PIF Reports – These reports are presented during business meetings.

e.
Installation of District Officers – The installation of officers may be at the Saturday banquet or Sunday business meeting.  The Governor Elect shall be responsible for planning the installation of officers.
6.
Convention Activities:  (continued)

f.
Meetings of Incoming Officers/appointees: – 



1) 
As soon as possible following the election of district officers, there shall be a 


meeting comprising of incoming DAC/DEC officers, Incoming Club 



Presidents and Club President Elects, all Incoming District Appointees 



(District Division Coordinators, District Growth Team, Chaplain, 




Parliamentarian, PIF Representative, Editor of District Publication, Awards 


Jury,  etc.), and the ECR.  The incoming Governor shall be the presiding 



officer for said meeting.  This meeting may be scheduled Saturday afternoon 


or Sunday morning.   The outgoing Governor may attend this meeting as a 


non-voting participant if so desired.  



2) 
The meeting of the incoming DAC/DEC with the ECR may be held Saturday 


afternoon, Sunday morning, or post convention.  However, if this meeting is 


scheduled post convention, all nominees and the ECR must be notified in 



advance such that the travel plans of all attendees for this meeting can be 



taken into consideration.   The outgoing Governor may attend this meeting as 


a non-voting participant if so desired. 

7.  
Mails and/or e-mails the Convention minutes to the DAC/DEC for a polled vote of approval.  
Results of vote should be recorded in the next DAC minutes. 
GOVERNOR

Responsibilities

1. 
Serves as a member of the Convention Committee.  

2.  
Reviews the District Convention Manual with the DAC/DEC and the other members of 
the Convention Committee, and Host Club, if applicable.

3.  
Develops agenda and program for District Convention unless otherwise set 


forth in District Standing Rules and/or Policies and Procedures. 

4.  
Encourages convention attendance throughout the year via bulletins, official visits and 
correspondence to clubs. 

5.  
Unless otherwise set forth in District Standing Rules and/or Policies and Procedures, 
appoints the Convention Chair.

6.  
When a club is hosting the convention and there is no Convention Chair appointed 
pursuant to your District Standing Rules and/or Policies and Procedures then the 
Governor shall appoint the following:


a) 
The Convention Chair 


b) 
All convention committee chairs 

The above appointments should be approved by the DAC/DEC, as well as requesting input from the DAC/DEC for those individuals to serve on said Committee(s).    Further, a club president or Executive Committee member cannot serve as Convention Chair or Convention Vice Chair. 

7.  
If financially feasible, schedules official visit to the club hosting the District Convention, 
in the summer or early fall, to formulate plans for the convention.   At that time, the 
Governor meets with the:

a) 
Club hosting the convention to encourage suggestions and discuss 
convention plans. 

b) 
President of host club, Convention Chair, Convention Vice Chair, 
Convention Committee.  

These meetings are not necessary if your District Standing Rules and/or Policies and Procedures addresses the appointment of a Convention Committee and/or procedures for District Convention planning. 

Responsibilities (continued)

8. 
 Assists in the preparation of the Convention Budget.

9. 
 Unless otherwise set forth in your District Standing Rules and/or Policies and 
Procedures, appoints convention committees as deemed necessary for successful 
operation of the convention.  (Refer to Committee section of this manual for convention 
committees and their respective duties.)

10.  
Appoints a Timekeeper
11.  
If so desired, appoints a Personal Assistant.

12.  
Issues the official call to district convention to all clubs within the district.  Said official 
call shall be forwarded sixty (60) days prior to the convention. 

13.  
Notifies clubs regarding:

a.
date and place of the convention 

b.
hotel arrival and departure times for guests

c.
type of activities planned


d.
time guest will appear on the program, subject and allotted time for presentation

e.
time guest will participate in public relations activities, such as radio, television, 


etc.  (Notify well in advance of arrival.)

f.
deadlines for nomination for District offices.
14.
Appoints the Audit Committee and announces members to convention body.  (DAC  
approves chair.)
15.
Writes a personal invitation to international officers or other guests who are to appear on the 
program, giving the following detailed information:

date and place of the convention 


hotel arrival and departure times for guests


type of activities planned


time guest will appear on the program, subject and allotted time for presentation


time guest will participate in public relations activities, such as radio, television, etc.  (Notify well in advance of arrival.)

Responsibilities (continued)

16.
Prepares Agenda for Pre-convention meetings, and District Convention, except as otherwise 
set forth herein.

17.
Meets with the Governor Elect and Convention Chair to determine the required room arrangements.  If possible, this meeting should be handled at the DAC/DEC mid-year meeting or pre-convention meeting.
18.
 Drafts copy for Convention Program

a.
Determines size and format of program and cover.

b.
Sends copy of preliminary program  to ECR and all members of the Convention Committee no later than three weeks prior to the convention.

c.
Designates time in program for these suggested meetings with ECR
1.
DAC/DEC (Thursday or Friday)

2.
Convention Committee (Thursday night or Friday)

3.
Governor Elect (Friday)

4.
Governor, Governor Elect, Lt. Governors (if applicable) Secretary, Parliamentarian to review Governor's personal/business agenda and official program.  (Friday)

5.
Governor Elect and incoming Division Coordinators regarding presentation of division activities at District Convention and planning for ensuing year.  (Saturday)

6.
Nominating Committee  (Friday - Chair presides)

7.
Election/Election Tellers Committee  (Friday-Chair presides)

8.
Registration Committee (Friday)

9.
Current Governor Elect, Incoming DAC/DEC, Incoming Club Presidents and President Elects, District Division Coordinators, District Growth Team, Appointees, w/ECR (Preferably Saturday, Sunday)


          10.
Incoming DAC/DEC with ECR (Sunday)
19.
As a non-voting participant, attends meetings of the Incoming DAC/DEC at the convention site, if so desired.
20.
Designates time for the installation of officers. Coordinates with Governor Elect time for the installation of officers
Responsibilities (continued)

21.
Coordinates with Governor Elect presentation of the “Charge” by the ECR for the PI/PIF Convention (preferably should be presented during installation).  

22.
Schedules a pre-convention meeting with the Governor Elect, Secretary, Parliamentarian and ECR to review personal/business agenda and official program.
23.
Presides at:



a.
Pre-convention meetings unless otherwise set forth in the District Standing 

Rules  and/or Policies and Procedures, or as set forth in this manual.



b.
Business meeting



c.
Official meal activities (Unless otherwise directed in the District Standing 


Rules and/or Policies and Procedures, a program coordinator, may be 


appointed if so desired by the Governor).

24.
Meets with Convention Committee immediately following the adjournment of the convention to pay all bills in accordance with the approved Convention Budget.
 25.
Contacts the presidents of clubs which failed to send a delegate to the convention and reminds them to write a letter to the District Administrative Council (c/o the Governor) explaining why the club was not represented at the convention, and requests that the absence be excused by the District Administrative Council.
26.
Responsible for assuming the Secretary’s duties within ninety (90) days following the 
adjournment of the convention if the Secretary fails to transcribe, print and distribute the 
convention minutes within thirty (30) days following the adjournment of the convention.

27.
Approves edited convention minutes with the incoming Governor Elect and mails or e-mails, 
if appropriate,  a copy to outgoing DAC/DEC for a polled vote of approval recorded in the 
next DAC/DEC minutes.

28.
Includes in the post-convention bulletin, business transacted at the convention affecting the 
operational and financial status of the district.

29.
Sends copies of all official correspondence to the ECR through June 30.

With DAC/DEC Approval
 1.
Prepares agenda for the business meetings and meal activities.

 2.
Schedules convention committee meetings, confirming that meetings involving the ECR and district officers do not conflict.

 3.
Unless otherwise set forth in the District Standing Rules and/or Policies and Procedures, 
the Governor can authorize the Governor Elect, or a Lt. Governor, to coordinate the 
training session for Club officers. 

4.  
Schedules time for the ECR’s presentation (preferably during the Saturday morning 
session).  

Responsibilities Regarding ECR 
1.
Immediately following assignment of the ECR by the Pilot International President, the Governor sends a letter to the ECR welcoming them, and forwards the following:

a.
Date and site of convention

b.
Date first pre-convention meeting or activity is scheduled, and estimated time the convention and/or post-convention meeting with the DAC/DEC will be completed.  This will allow the ECR to make travel arrangements.

c.
Type of activities planned

2.
As soon as possible, send the following to the ECR:

a. 
Copies of the PRECEDING year's -


Final Audited Treasurer's Report


District Convention Statement of Income and Expenses

b.
Copies of the CURRENT year's -


District Budget


District Standing Rules


Fall Council Minutes or resume of District Workshops


DAC Minutes (as they occur)


Governor's Bulletins and district publications


Quarterly Treasurer's Reports


District Goals and Objectives

NOTE:
Any available material may be presented to the ECR at the International Convention as soon as the assignment is made.

Responsibilities Regarding ECR (continued)

3.
As soon as the following items are available, send to the ECR:

a.
preliminary convention program

b.
proposed amendments to District Standing Rules

c.
business and meal activities agenda

d.
proposed District Budget including District Convention Budget

e.
Governor's personal/business agenda for the convention

f.
Outline agenda for preconvention DAC/DEC meeting

4.
Adds the ECR's name to the mailing list to receive all bulletins concerning the district convention -- including those issued by the Convention Publicity Committee -- and copies of all official correspondence through June 30.

5.
Sends the ECR details regarding television, radio, or newspaper interviews so proper preparation can be made.  If requested, the Communications Director at Pilot Headquarters will send the Governor a glossy picture and biographical information about the ECR for the Convention Publicity Chair.

6.
When a Personal Assistant is desired by the ECR, the Governor shall appoint said        Personal Assistant with input from the Convention Chair or Host Club President, if applicable
GOVERNOR ELECT

Responsibilities
1.  
Serves as a member of the Convention Committee.  

2.  
Reviews the District Convention Manual

3.  
Encourages convention attendance throughout the year via official visits and 
correspondence to clubs. 

4.  
Unless otherwise set forth in District Standing Rules and/or Policies and Procedures, 
appoints the Convention Vice Chair.

5.  
Appoints a Personal Assistant, if desired, and advises the Governor by the DAC/DEC 
mid-year meeting, or as soon as reasonably known to Governor Elect.

6.  
If financially feasible, attends the convention planning meeting with the Governor.  (As 
stated in responsibilities of Governor, this meeting may not be necessary if your District 
Standing Rules and/or Policies and Procedures addresses the appointment of a
 
Convention Committee and/or procedures for District Convention planning.) 

7.   
Assists in the preparation of the Convention Budget.

8.  
Unless otherwise specifically set forth in your District Standing Rules and/or Policies 
and/or Procedures, the Governor Elect shall conduct any portion of the Convention 
program, or other duties assigned by the Governor, including but not limited to:


a. Training session for Incoming Club Presidents and Presidents Elect


b. Instructs and/or supervises the Room Arrangements Committee


c. Program coordinator (luncheon/breakfast) 

 9.
Attends pre-convention meeting to review Governor’s agenda and official program.
10.
Presents the incoming Secretary, stating qualifications, when incoming elected officers are presented by the Governor to the convention body.
11.
Plans the installation of officers.

Responsibilities (continued)

12.
Makes purchase and presentation to outgoing Governor as dictated by District Budget and/or as decided by DAC/DEC.

13.
Plans required meetings as follows:

a. 
Reviews Division presentations and formulates plans for the new Pilot year, if 
applicable.  (*Friday night)


b.  
Meets with Room Arrangement Committee (*Friday night)


c.  
Installation Rehearsal (*Friday night or Saturday)

d. 
Meeting with Incoming Club Presidents,  Presidents Elect, and 


all Division Appointees, DAC and ECR (“Saturday or Sunday)


e.  
Meeting with incoming DAC/DEC and ECR (*Saturday or Sunday)


(*Suggested days)

14.
May attend meeting with Governor, Treasurer, Convention Chair and Convention Vice Chair to finalize and pay all bills. (if Governor Elect is available)
15.
Sends copies of ALL OFFICIAL correspondence to the ECR through June 30.
16.
Reviews convention minutes with the Governor.  Minutes are mailed to DAC/DEC for a 
polled vote of approval and results of vote are recorded in the next DAC/DEC minutes.

LIEUTENANT GOVERNOR(S)
It is important that the District Convention Manual be studied in its entirety.

Responsibilities
1.
If requested by the Governor, serves as a member of the Convention Committee.

2.
Review the District Convention Manual 

3.
Encourages convention attendance throughout the year via official visits


and correspondence to clubs.

4.
Assists in the preparation of the Convention Budget.

5.
Unless otherwise specifically set forth in your District Standing Rules and/or 

     
Policies and/or Procedures shall assist with any portion of the Convention 

     
program, or other duties assigned by the Governor.

6.
Reviews for approval convention minutes upon receipt of same. 

SECRETARY
Responsibilities
1. 
If requested by the Governor, serves as a member of the Convention                    
Committee.  

2. 
Reviews the District Convention Manual.

3. 
Encourages convention attendance throughout the year via correspondence to                          clubs as directed. 

4.
Appoints a Personal Assistant, if desired, and advises the Governor by the                        

     
DAC/DEC mid-year meeting, or as soon as reasonably known.

5. 
Assists in the preparation of the Convention Budget.

6. 
Attends pre-convention meeting to review Governor’s agenda and official 


Program. 

7.
At the banquet the outgoing Secretary may read messages, letters of congratulations 
received pertaining to the outgoing Governor.  The incoming Secretary shall read 
messages, letters of congratulations pertaining to the incoming Governor (Governor 
Elect).

8.
Destroys the ballots following the adjournment.

9.
Forwards to the Executive Director and International Secretary, resolutions and/or proposed amendments to Pilot Club International Bylaws voted by the district for action at the International Convention.  This must be postmarked no later than 60 days prior to the opening of the international convention.

Responsibilities (cont’d)
 10.
Is responsible for convention minutes:

a.
includes date, officers present and action taken.  Official convention material, such as: convention budget, proposed budget, ECR/PIF reports, etc. may be included in a convention file.

b.
sends minutes to the DAC for a polled vote of approval.  Result of vote is recorded in the next DAC minutes.

c.
distributes approved minutes within 60 days following the adjournment of the convention as follows:


Current and Incoming DAC


ECR


Pilot Headquarters


Minutes are a legal document which may be 
subpoenaed by a court of law.  Therefore, they 
should only contain action taken, and not 
discussion or opinions of the group or specific 
individuals.  Minutes are never to be destroyed.
TREASURER

Responsibilities
 1.
Serves as a member of the Convention Committee.

 2.
Reviews the District Convention Manual.

 3.
Encourages convention attendance throughout the year.
 4.
Serves as a member of the Registration Committee unless otherwise set forth in your District Standing Rules and/or Policies and Procedures.
 5.
Submits at the DAC/DEC meeting prior to the convention/convention planning meeting, a 
draft of the proposed district budget for approval – based on the previous records of income 
and expenses.
6.
Assists in the preparation of the Convention Budget from which the registration fee is 
determined.
7.
Receives all funds collected for district convention (including registration fee) and makes disbursement in accordance with the convention budget or as set forth in your District Budget.

8.
Responsible for collection of funds if it is the policy of the district to present a gift to the retiring Governor, Governor Elect and/or Lt. Governor(s).
9.
Orders Past Governor's bar or pin from Catalog Sales Department at Pilot Headquarters:


Phone: 1-800-824-2872,  FAX:  478-477-6978,   E-Mail:  ruby@pilothq.org  or 
cynthia@pilothq.org 
10.
Appoints a Personal Assistant, if desired, and advises the Governor by the Convention Planning Meeting.  (Refer to PERSONAL ASSISTANTS)
Responsibilities (continued)

11.
Prepares/presents a year-to-date financial statement.

12.
Provides copies of the following to ALL convention attendees and Pilot Headquarters:

a.
Proposed District Budget including the Convention Budget.   (The Proposed District Budget need not be read in its entirety when presented. However, invite questions and respond.  When no further clarification is requested, the Treasurer should move that the Proposed District Budget be accepted as presented/amended.)

b.
Year-to-date financial statement

13.
Meets with the Governor and Convention Committee immediately following the adjournment of the convention to pay all bills in accordance with the approved Convention Budget.

14.
Reimburses clubs and/or club members for approved registration cancellations.

15.
Prepares and distributes an itemized statement of convention receipts and disbursements (including registration refunds and names) to:


Current and Incoming DAC/DEC


District Clubs


ECR


Pilot Headquarters


Any funds remaining after all authorized expenses have been paid revert to the district 
treasury, or as dictated by your District Standing Rules and/or Policies and Procedures..

16.
Delivers the district books to the audit committee or independent auditor by July 31. 
EXECUTIVE COMMITTEE REPRESENTATIVE


TO DISTRICT CONVENTION

Appointment
At the Executive Committee meeting held at the Pilot International Convention, the incoming International President assigns members of the Executive Committee to districts as the official Executive Committee Representatives for the term July 1 through June 30.

Purpose Of ECR's Visit To District Convention:



Present report from the Executive Committee of Pilot International


Provide information and inspiration


Assist district officers and convention committee(s) as required


Serve as the liaison between the members of the district and Pilot International

The ECR should arrive in the convention city as early as possible as requested by the Governor, and shall remain until her duties are fulfilled on Sunday or the close of the District Convention, whichever is feasible.  (Information in this regard should be provided to the ECR in a timely manner, such that travel plans can be made accordingly.)

Official Capacity As A Representative Of The Executive Committee:
1.
The primary function of the ECR is to strengthen all areas of the work of Pilot International, the district and the clubs.

2.
Interpret the relationship between the governing bodies and Headquarters to the clubs.  Emphasize that Pilot policies are made by the governing bodies, and it is the responsibility of the Headquarters staff to administer these policies.

3.
The ECR works with the following as requested or required:

a.
DAC/ECR

b.
Incoming DAC/DEC

c.
Incoming District Division Coordinators

Official Capacity As A Representative Of The Executive Committee: (continued)

d.
Convention Committee

e.
Registration Committee

f.
District Nominating Committee

g.
Election/Election Tellers Committees

h.
Any club officer, division or individual member

i.
Parliamentarian, Timekeeper, members of special committees, etc.

4.
Responsibilities of the ECR include:

a.
To attend meetings of the District Officers (current and incoming) and the Convention Committee as requested.

b.
To attend meetings of convention committees as requested.

c.
To participate in the district convention program as requested.

d.
To present to the convention body a report from the Executive Committee of Pilot International.

e.
To report immediately to Pilot Headquarters the names of the newly elected District Officers.

f.
To report on all activities of the convention to Pilot Headquarters.


g.
Prepare Leadership Checklist of District Officers.

h.
Prepare District Annual Report.

Expenses Of Executive Committee Representative:

1.
Pilot International pays (in accordance with policies) for transportation and meals en route for attendance at the district convention to which the ECR is assigned (as approved in the PI annual budget).

2.
The district pays for registration, hotel (if not complimented), and meals not included in the registration fee.
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