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Holland Ruritan District Policy Manual

I.  Policy Statement:  The procedures and guidance in this policy which 
supplement the policy and by-laws of Ruritan National are to be followed by 
all Ruritan members of the Holland District.        

II.   AUDIT:

      A.  District

           The outgoing District Governor shall appoint an audit committee to review 
the financial records of the District at the end of the fiscal period each year.  The 
chair of the committee shall be a member of the District Cabinet other than the 
Treasurer, who shall not serve on this committee.  The other two (2) members 
should be Ruritan members with relevant experience as determined by the 
District Governor.  The Audit Committee should provide their report to the District 
Governor who will in turn inform the District Cabinet of the findings.  Ruritan 
National will supply a check list for use by the committee.

      B.  Zone

          The outgoing zone govern will follow the same procedures as described 
above under the Audit caption.

      C.  Clubs

           Under Ruritan National Bylaws for Ruritan Clubs, Article XV, Section A., 
“the club audit committee is to examine the books and accounts of the secretary 
and treasurer and report their findings to the club at the January meeting”.  The 
zone governors shall ask their respective clubs to provide a statement that an 
audit was performed and findings were reported to its membership.  The zone 
governors will consolidate their clubs’ findings and submit a report to the District 
Governor no later than March 31.



            Club finance by-laws or procedures should be in writing covering as a 
minimum accounting records, budget and planning, income, expenditures, bank 
reconciliations, finance reporting, fixed assets, stock, and audit/accounting 
procedures.  Recommended by-laws are provided at Exhibit A.

III.  AWARDS:

     District Outstanding Club Award

      The District Cabinet shall establish the criteria for this award.  It shall be 
presented at the business session of the District Convention.  The following 
criteria should be the minimum requirements to achieve this award:

       *  No net loss in club membership during 1 October through 30 September
       *  Club has participated in District fundraising event such as Yearbook Ad,
           Golf Hole Sponsorship, Raffle, etc.
       *  Quarterly reports submitted on time, but not later than 10th of the next 
           month.
       *   National dues paid on time, but not later than 10th of the next month.
       *   Community service reports submitted by September 30th to District 
           Governor.
       *   Club must be at charter strength by September 30th.
       *   Club officers 100% trained.
      Club nominations are to be submitted to the District Governor by 1 October.  
The clubs reaching this goal will be listed on the Holland District website.  It is 
recommended that these requirements also be announced as part of the club 
officer training.

      Outgoing District Governor’s Awards

     Each outing Holland District Governor is to be honored as a Tom Downing 
($500), or a Ruritan Forever ($600).  If the outgoing District Governor has 
received both of these awards, a donation will be made to the Ruritan National 
Capital Improvement Project in the name of the outgoing District Governor.  $600 
is to be included in the Holland District annual budget.  The incoming Holland 
District Governor and the District Treasurer will be responsible to secure the 
award.  The presentation will be made by the incoming District Governor at the 
Holland District Convention.



IV.   CABINET:

       A.  Holland District Membership

         The District Governor, District Lt. Governor, and respective zone and lt. 
zone governors are elected in accordance with the bylaws of Ruritan National.  
The below listed positions on the District Cabinet will be by appointment by the 
District Governor except for the three former district governors.  The Ruritan 
Club and District Officers’ Handbook lists the duties and responsibilities of 
each:

        *   Secretary
        *   Treasurer
        *   Foundation Promotion Chair
        *   Growth, Development, and Retention Chair
        *   Publicity & Public Relations Chair
        *   Yearbook Chair
        *   Webmaster Chair
        *   Convention Chair
        *   Fundraising Chair
        *   Youth Activities Coordinator
        *   Leadership Development Coordinator
        *   Chaplain
        *   Three former immediate district governors
             * Note:  The district governor may make other special appointments as 
deemed necessary.

       B.  Duties & Responsibilities of Members

       Duties in addition to those assigned in the Ruritan Club and District 
Officers’ Handbook may be assigned by the District Governor.  The primary 
duties and responsibilities of the Cabinet are to service the clubs in the District.  
The Cabinet should not function like a club with reference to community service, 
therefore, the District should not be making contributions to needy persons or to 
charity.  Any contribution requested in the Holland District for the needy or 
charities are to be considered by the Holland District Foundation.

        
      



C.  Meetings and Reports

      Members of the District Cabinet are expected go give reports at Cabinet 
meetings regarding their activities.  In addition, zone governors will prepare 
written reports utilizing the appropriate forms.  A copy of the written report will be 
furnished to the District Governor for appropriate action and the District Secretary 
for filing purposes.      

D.  Meeting Requirements

       A January meeting shall be held as a combined/joint meeting of the outgoing 
and incoming Cabinet.  The District Cabinet shall meet five (5) times per year and 
the meetings should normally be held in February, April, July, September, and 
November.  The approximate expenses for the meetings, to include the cost of 
meals shall be included in the District’s approved budget.  The District Secretary 
will notify all cabinet members of date, time, and place of meetings.  The 
notification shall include adequate directions.  The Cabinet meeting dates will be 
set by the District Governor prior to January 1st of each year.  The District 
Governor, with assistance from the District Secretary, shalll provide an Order of 
Business for each meeting.  Minutes of the previous cabinet meeting will be 
provided and approved.  A treasurer’s report will be given.

      E.  Combined/Joint

       (See Ruritan Club and District Officers’ Handbook, District Cabinet 
Procedures.)

V.  CANDIDATES

     A.  Criteria for District

       All candidates must be active members of Ruritan Clubs and be in good 
standings of their Clubs.  Each candidate must be a community-minded person 
whose interest is allied with the club and community.  Before submitting 
candidates for election, the Nominating Committee must make inquiries 
regarding all candidates to certify that they are in good standing in the clubs and 
communities.  Electronics means such as Google searches, State, City, and 



County searches; and other pertinent sites available to the public should be 
used.

      B.  Endorsement for National

      The District Cabinet may endorse a candidate for national office provided the 
candidate is from the District and has been approved by a majority of the 
members of the District Cabinet.

VI.  COMMUNICATIONS

      A.  Cabinet Members

        Zone governors and Cabinet members should transmit essential messages 
between Ruritan clubs, the District, the District Foundation, and National.  The 
communication can be shared in person, at club meetings, by e-mail and/or 
electronic communication, and through U.S. mail.

        B.  Electronics

        Electronic communications may be used including the District website 
(hollanddistrictruritans.org) and the Ruritan National Member Management 
System (MMS).  A webmaster will be appointed by the District Governor and 
serve on the District Cabinet.  Expenses for the website will be included in the 
District budget.  Approved expenses shall include hosting domain, registration 
and any other expenses necessary for site maintenance within approved budget 
amounts.  The Webmaster and Publicity Chairperson will work to ensure the 
District activities are included on the website.  This may include important 
announcements, events (club, zone,, district, and national), photos of club 
activities and special events, District calendar, articles, district newsletter, etc.
        A District newsletter, or other type of information, may be published four (4), 
times a year during the first, second, third, and fourth quarters by the District 
Governor.  The information as a minimum will include news from National and 
National Director, zone meeting dates, club anniversaries, District functions for 
club participation, and reminders for major reporting dates.



VII.  DISTRICT CONVENTION

       A.  Assignments For:

       Zone governors and lt. zone governors will be assigned to one of the 
following committees at the District Convention by the time of the first Cabinet 
business meeting.

       *  Fellowship
       *  Resolutions
       *  Elections
       *  Certification & Registration
      *  Sergeants-at-Arms
      *  Foundation Promotion
     Committee assignments will change annually to ensure that the zones have 
the opportunity to be involved in all aspects of the District Convention.
     The District Governor will make all other arrangements for the convention with 
the assistance from the Convention Chair.

     B.  Awards (Community Service and Others)

     The bronze, silver, and gold community service awards; 100% officers trained; 
District 10% and 20% growth; and other club awards/recognition will be given at 
the business meeting.  The District Lt. Governor will read the names of the clubs 
receiving the award as the District Governor and National Representative present 
the awards with appropriate recognition.  District Ruritan of the Year, Ruri-teen of 
the Year awards along with Tom Downing Fellowship, or Ruritan Forever, as 
appropriate for the outgoing District Governor, will be presented at the Installation 
Banquet.  The District Cabinet will reimburse the the National Convention 
registration fee for the District Ruritan of the Year if requested by the home club.

     C.  Banner

     The District Convention Chair shall ensure the District banner is properly 
displayed at the Business Meeting and Installation Banquet.

     



     D.  Business Meeting

      The District Convention business meeting will have reports given by the 
following:

*  District Governor
*  National Representative
*  National Foundation Trustee
*  District Secretary (for audit purposes only)
*  District Treasurer (for audit purposes only)
*  District Foundation Promotion Chair
*  Resolutions Chair (motion for acceptance only)
*  Registration & Certification Committee Chair
*  Nominating Committee Chair

    Each candidate for District Governor, District Lt. Governor, and National office 
will be allowed two minutes each to address the delegates at the business 
meeting.

     E.  Certificates - Plaques - Ribbons - Seals

     The District Governor is responsible for ordering the National certificates, 
plaques, and ribbons, seals, folders, and frames as appropriate for the award/
recognition.  The District Governor ensures those certificates generated as 
District awards (such as !00% Club Officers Trained, etc.) are prepared for 
presentation.  The District Governor shall appropriately notify each club pending 
action to ensure club representatives are present to receive their clubs’ 
recognition.

     F.  Delegates at Large

     The voting members of the District Cabinet shall be delegates at large at the 
District Convention.

     G.  Flags

      The Convention Chair, with the assistance of the Sergeant-At-Arms, will 
ensure the Ruritan and U.S. Flags are properly displayed at the business 
meeting and installation banquet.



      H.  Flowers

      The Convention Chair shall ensure flowers are purchased and placed at the 
head table for the installation banquet.  Cost of the flowers will be included in the 
District budget.

      I.  Foundation Auction

      The District Foundation Auction will be held following the District Convention 
business meeting.  The District Foundation Promotion Chair is responsible for the 
auction.  All proceeds from the auction will be earmarked to the District 
Foundation to provide donation to the Ruritan National Foundation.  Information 
about the foundation will be provided by the District Foundation Promotion Chair.  
Members of the District Cabinet as well as Ruritan clubs and businesses should 
also be encouraged to provide auctioned merchandise/items.
      
     J.  Fundraising Activities

      Proceeds from the District Convention 50/50 ticket sales shall become a part 
of the District Foundation Treasury under the supervision of the District 
Fundraising Chair.  All proceeds made from the 50/50 will be earmarked to the 
District Foundation for donation to the Ruritan National Foundation.
      By approval of the District Governor and Convention Chair, clubs may have 
fundraising activities in their hospitality rooms and designated areas.

      K.  Gifts

      The Convention Chair shall obtain gifts for the Foundation auctioneer, 
National Representative and spouse, District Governor and spouse, and others 
as deem appropriate by the District Governor and Convention Chair.  Total costs 
for the gifts will be included in the District’s approved budget.

      L.  Governor’s Plaque

      The former District Governor’s plaque will be presented at the installation 
banquet to the outgoing Governor by the outgoing Governor’s predecessor, and it 
shall be the responsibility of the predecessor to have the plaque appropriately 
engraved nd available for presentation.

     



       M.  Installation of District Officers

      The National Representative will install the incoming District Cabinet 
members at the business session.  The District Governor will be installed 
separately at the banquet.

       N.  Meal

      The District Governor and Convention Chair will select the meal for the 
installation banquet.

       O.  Remarks

       The incoming and outgoing District Governors, and the National 
Representative assigned to the District shall have allowed time for remarks.  If 
seating at the head table is available for either the attending Ruritan National 
President, or National President Elect, the ranking one shall have allotted time for 
remarks.

      P.  Seating Preference at Banquet

      Seating preference will be determined by date of registration and all seating 
will be reserved by table number.  This shall be the responsibility of the appointed 
Credential/Registration Chair.  When possible, members of a club will be seated 
together.  The incoming and outgoing district governors’ club members will be 
seated at a table(s) near the head table.  The head table shall consist of those 
participating in the program and holding office at that time.  In-Coming and Out-
Going Governors with spouses; Master of Ceremony and spouse; National 
Director assigned to the District with spouse; and Installing Official with spouse.  
If more head table seating is available, others in priority oder are:  National 
President and spouse; National President Elect and spouse; District Chaplain; 
and District Secretary.  Other special guests and dignitaries will be assigned 
tables near the head table.

      Q.  Lodging for Cabinet Members

      Lodging, if requested, should be provided for the District Governor and 
Convention Chair.  Arrangements for the rooms will be made by the Convention 
Chair.



      R.  National President

       The National President and spouse will not be charged for the banquet.

      S.  Nominating Committee

      The committee is to be comprised of the former three (3) district governors, 
unless otherwise appointed by the current District Governor.
       Bylaws of the Ruritan District, Section C. Reads as follows:  “1.  The District 
Governor shall appoint a nominating committee, consisting of three (3) Ruritans, 
who will nominate a candidate or candidates for District Governor and lt. District 
Governor.  These officers shall be elected and installed at the District 
Convention.  2.  The Nominating Committee, after hearing representatives of the 
members’ clubs, shall make its nomination to the annual District Convention.  
3.  After the report of the Nominating Committee has been accepted, the floor 
shall be declared open for further nominations by any club delegate.  4.  Each 
certified delegate shall have one vote for each office to be filled.  Election of 
officers shall require a plurality vote.”  Section D.  reads as follows:  “No person 
shall be elected or serve as a district officer who is not an active member in good 
standing of a club within the District.  A member shall be deemed to be a good 
member in standing when their dues are current and they meet the rules for club 
attendance.”
    Roberts Rules of Order, 11th Edition, reads:  “Nominees.  Although it is not 
common for the nominating committee to nominate more than one candidate for 
any office, the committee can do so unless the bylaws prohibit it.”
    “Members of the nominating committee are not barred from becoming 
nominees for office themselves”
    In compliance with the National Bylaws and Roberts’ Rules of Parliamentary 
Procedures, the election will be by ballot when there are two or more candidates 
for office.  If there is one candidate, the Chair will after ensuring in fact no 
members present wish to make further nominations, simply declares that the 
nominee is selected; thus effecting the election by unanimous consent, or 
“acclamation”.
     For candidate criteria refer to Policy Section V.A, Candidates (Criteria for 
District).

     



     T.  Former District Governors’ Meal

     The immediate former District Governor will host a former District Governors’ 
breakfast, or luncheon dependent upon the Convention’s Order of Business.  The 
expenses for this meal will be included in the District’s approved budget.

     U.  Publicity and Public Relations

     The Publicity and Public Relations Chair is encouraged to invite local media 
representatives to the convention.

     V.  Special Invited Guests

     Invitations will be sent to the Ruritan National President, President-Elect, or 
any other guest(s) deemed appropriate for attendance.  The meal fee for special 
guests are waived.

     W.  Registration Fees for Cabinet Members

     The District will waive registration fees for District Cabinet members.

     X.  Resolutions

     All resolutions should be pre-typed and presented to the Resolutions 
Committee for appropriate action.  The Resolutions Committee Chair shall then 
present the appropriate resolutions to the delegates at the annual business 
meeting for approval.  At a minimum, there will be a resolution prepared 
recognizing each of the following:
      
     *  District Governor
     *  National Representative
     *  National President
     *  Facility hosting the district convention

    Y.  Site

     The District Convention site will be selected by the incoming District Lt. 
Governor so there will be a two-year lead for his or her convention as Governor.



VIII.  DEATH OF FORMER DISTRICT GOVERNORS

    When notified of the passing of a former District Governor, the District 
Governor will ensure of the following:

      *  A sympathy card be sent to the family
      *  A donation of $50 be made to the Ruritan National Foundation
      *  He or she, and District Lt. Governor, or a designated representative attend 
          the funeral services as representatives for the District
      *  He or she notify the District Cabinet members and former district 
          governors, and encourage their attendance at the funeral

IX.  DIRECTORY

    The District Officers’ Directory will be published annually.  The District Lt. 
Governor, or appointee, is responsible for compiling the data needed for the 
directory and having it available for distribution at the Joint Cabinet Meeting each 
year.  The zone governors have the responsibility for providing the required 
information to the Lt. Governor, or appointee, no later than November 1.  This 
directory is to include names, home addresses, e-mail addresses (if available), 
and phone numbers of all Cabinet members, as well as each club’s point of 
contact throughout the District.  Zone Governors will notify Cabinet members of 
any changes.

X.  DIVISIONS (District Zones - Clubs)

     In compliance with the Ruritan National Bylaws, the clubs within any district 
may be divided by the district cabinet into such divisions (zones) as it deems 
advisable for effective work and service.  The Holland District is currently 
comprised of the following 6 zones and clubs:

Zone 1.      Bethlehem, Chuckatuck, Crittendon-Eclipse & Hobson, Cypress, 
                  Driver, Holland, Holy Neck, King’s Fork, Liberty Spring, Magnolia,
                  Suffolk, and Whaleyville.
Zone 2.      Capron, Courtland, Drewryville, Hunterdale, and/ Newsoms.
Zone 3.      Brink, Greensville County, Jarratt, Joyner-Gray-Yale, Meherrin, 
                  and Sappony.
Zone 4.      Creeds, Deep Creek, Grassfield, Great Bridge, Ferry, Hickory, Indian
                   River, Kempsville, Knotts Island, South Norfolk, and Wallaceton.



Zone 5.      Carrollton, Carrsville, Isle of Wight, Possum Hollow, Smithfield, 
                   Walters, Windsor, and Zuni.
Zone 6.      Burrowsville, Carson, Disputanta, Prince George, Rives,
                   Surry Co., Wakefield, and Waverly.

    Each zone will elect its own Zone Governor and Lt. Zone Governor.  This 
should normally be accomplished at each zone’s respective summer zone 
meeting.   The Lt. Zone Governor will normally succeed the Zone Governor.  The 
zone officers will take office on January 1st.
    Each zone governor will select a date and place for for a winter zone meeting 
(to be held either January or February) and a summer zone meeting (to be held 
in August or September).  These meetings will be scheduled through the District 
Governor so zone meetings will not conflict with one another.  The Zone 
Governor and Lt. Zone Governor will visit each club in the zone within the first 
Quarter of taking office, and at least once during the 4th Quarter.  Visits to club 
events should be attended when possible.  Priority will be given to visiting clubs 
not reporting, clubs near or below charter strength, and clubs which have 
delinquent debt owed to Ruritan National.  In the event there is a vacancy of 
either the Zone or Lt. Zone Governor positions, every effort will be made for the 
appointee to be from the zone where the vacancy occurs.  The District Governor 
may make an appointment from outside the zone.

XI.  EXPENSES

   A.  Paid by the District

   Expenses for travel and/or club visitations for Cabinet members shall be listed 
as “estimated disbursements/expenses” on the annual budget for fiscal year, 
October 1 through September 30 (Form R-36) which is submitted to Ruritan 
National within 30 days after September 30th.  Guidelines listed under “District 
Finances” in the Ruritan Clujb and District Officers’ Handbook will serve as a 
guide regarding authorized expenses.  Approved expenses must be submitted 
within 90 days of the expense on an appropriate expense voucher.  The Ruritan 
National car mileage rate will apply.

   B.  Paid for National Convention

   In accordance with Ruritan National policy, one-half of the District Governor’s 
and immediate former District Governor’s expenses are reimbursed by Ruritan 
National for attending the National Convention providing certain requirements are 



met.  The District will, if requested, reimburse one-half of the expenses of the 
District Governor and immediate former District Governor who attend a National 
Convention.  Expenses for other cabinet members attending a national 
convention are not reimbursable by the District.

XII.  FOUNDATON

   The Holland District Cabinet became the incubator of the Holland District 
Foundation in 2016.

   Moving forward into 2017, as the incubator of the District Foundation, the 
District Cabinet has taken on the responsibility of providing the Foundation with 
start-up manpower and financial resources.

    This relationship will continue until such time as the Foundation can provide 
the necessary manpower and financial resources to complete its mission on its 
own.

    The Holland District Foundation is the fund raising and community outreach 
arm of the Holland District.  By creating the District Foundation, charitable 
donations are considered tax-deductible by the donor(s), and the Foundation can 
provide some necessary funding for charitable initiatives identified in the District’s 
service area.  (See Appendix A for the District Community Service areas.)

   The District Cabinet will elect one (1) new Foundation member yearly to 
replace the one (1) member whose term has ended.  The current District 
Governor serves as a Foundation member.

   (See Appendix B for District Cabinet and District Foundation Organization and 
Function Chart.)

XIII.  FOUNDERS’ DAY

   The District will not provide funding for this event unless approved by the 
Cabinet, and funds in the budget are available.  The District Governor will 
announce the date for Founders’ Day at Cabinet and Zone meetings prior to the 
May event, and encourage club and District members to attend.  The District 
Governor will encourage District volunteers to assist with the events where 
possible.



XIV.  FUNDS

    A.  Distribution

        District funds should only be used conducting District business.  District 
funds above normal operating District expenses may be transferred to the District 
Foundation as approved by the District Cabinet annually.

     B.  District Relief

        Relief funds come under the District Foundation and shall be maintained 
and built upon by contributions from clubs, individuals, year-end budget 
considerations, and District fundraising opportunities.

      C.  Expenditures Not in the Annual Budget

       If motions are required regarding expenditures not included in the District 
budget, a prior notice be given to the District Governor (either in writing, e-mail, 
or telephone) so he/she can consult with the District Treasurer and District Lt. 
Governor before bringing the motion to the next cabinet meeting for approval/
disapproval.  This notice will allow the District Governor time to confer with the 
person desiring to make such a motion in order to determine how the item/issue/
ependiture will be funded or if funds are available in the current budget.

XV.  FUNDRAISING

     A.  Yearbook

       When there is a need to publish a hard copy of the Yearbook, the Yearbook 
Chair will solicit business and clubs ads for the book along with assistance from 
Cabinet, Foundation, zone and club members.  Ads and payments are to be 
submitted to the District Foundation Treasurer no later than 30 September.  The 
Chair will assemble the Yearbook and arrange for printing.  The District 
Foundation will pay all expenses incurring from the Yearbook.  The Yearbook will 
be completed and be distributed at the District Convention.  Profit made from the 
Yearbook will be District Foundation funds.  If a published yearbook is not 
undertaken, clubs normally buying ads can be requested to do donations to the 
District in the manner of a District Golf Tournament hole sponsorship, or other 



District fundraisers.  The regular sections of the Yearbook, minus ads, will be 
formatted and placed on the District website.

      B.  50/50’s

       The Fundraising Chair may conduct 50/50’s at the District Cabinet meetings.  
Monies made will be earmarked to the District Foundation to provide donation to 
the National Foundation.

       Zone meeting (Winter and Summer) 50/50’s may be conducted by the host 
club and monies made will be distributed as the Zone decides.

      C.  Foundation

       All other fundraising activities within the Holland District are the 
responsibilities of the District Foundation. 

XVI.  GROWTH - DEVELOPMENT - RETENTION

    New Ruritan clubs’ charter fees will be paid by the District.  The first two (2) 
meals, up to $200.00 each, will be reimbursed by the District upon presentation 
of receipts.  Ruri-Teen clubs’ charter fees should be paid by the sponsoring 
Ruritan club.

XVII.  NATIONAL CONVENTION HOSPITALITY ROOM

    The District may include in the District approved budget the cost of hosting a 
hospitality room at the National Convention when there is a member in the 
District in good standing as a candidate for National office; or upon a District 
member’s completion of the officer of National President.  Cost of the room is to 
be approved by the Cabinet.

XVIII.  NOMINATIONS FOR ZONE & LT. ZONE GOVERNORS

   At summer zone meetings when the floor is open for nominations for Zone and 
Lt. Zone Governors, a member making a nomination must be a member of the 
club in the zone in question.



XIX.  POLICY MANUAL UPDATE

   Annually, a committee will be appointed by the District Governor on or before 
the second Cabinet meeting of the year to review the District Policy Manual.  Any 
changes will be adopted by a two thirds vote of the District Cabinet.  Any updated 
editions of the Policy Manual will be distributed (hard copy or electronically) to all 
District Cabinet members upon completion of any revision.  The update Policy 
Manual will be placed on the Holland District website.

   When changes to the Policy Manual are required outside the review cycle, the 
recommended change can be submitted in written form to the District Cabinet 
and if approved by two thirds vote, is incorporated into the manual and placed on 
the District website.

XX.  PROPERTIES

   Properties of the District are the responsibility of the District Governor.  He/she 
shall relinquish District properties to the incoming District Governor on or before 
the joint cabinet meeting.

XXI.  REPORTS

   A.  Community Service

    Community service reports shall be forwarded to the District Governor no later 
than September 30.

   B.  Recognitions

    The names of selected Ruritan of the Year/Ruri-Teen of the Year/Rudy of the 
Year shall be forwarded to the District Governor no later than September 30.  
District Governor is to submit nominations to the National Officer for National 
competition by November 1.



XXII.  TRAINING

   A.  Clubs and Zones

    The main emphasis for club officers’ training will be at the District Convention.  
The District Convention Chair shall reserve five separate areas (one for each 
office) and the Leadership Development Chair (LDC) is responsible for providing 
a sign-in sheet with the instructor’s name and the identity and location of the 
session being taught.  Attendees should sign-in by name, club, and zone.  With 
approval of the District Governor, the LDC will select instructors to serve one 
year terms starting January 1st.
    Club training will also be available at winter zone meetings, and on-line (MMS 
site).  Training should be completed by the end of February.

    B.  District
    
    All Cabinet members should be trained prior to February 1.  The incoming 
District Governor will select the site for this training.
    In accordance with Ruritan National policy, “District Officers Training” meal 
reimbursement will be actual not to exceed $7.50 per cabinet member attending.

XXIII.  WEBSITE

   The District Webmaster will have the responsibility of maintaining and updating 
information on the website.

XXIV.  YEARLY PROGRAMS

   Programs may be implemented which assist in the growth and development of 
clubs, and welfare for the membership within the Holland District.  Program 
candidates will be presented to the District Cabinet and approved by two thirds 
vote for implementation.  Unless voted on by the Cabinet to terminate the 
program, it will remain in effect for the following year.

   A.  Invite a Guest Program

    Clubs shall report quarterly to the District Program Chair the number of guests 
who were invited to attend their business meetings as perspective new members.  



Included in their report is the number o invited guests who were installed as new 
members.  Club input can be submitted to the Program Chair by email or phone 
call.  Clubs meeting their quota of invited guests based upon 10% club 
membership as of January 1, will receive a certificate which will be presented at 
their Winter Zone Meeting.

    B.  Keep America Safe (“See Something, Say Something!”)

    Program was implemented for Holland District Ruritans to be observant and 
vigilant when traveling, shopping, going to events and gatherings, etc. and report 
anything suspicious by calling 911; and notify any authorities who may be in the 
area.  Callers shall give as much information as possible such as:

          1.  What is happening, or suspicious.
          2.  Where you are.
          3.  When did the citing happen.
          4.  Who, if known, is involved.
          5.  Which way did the individual(s) go.

    C.  Membership Recruiting

     The District will award $100 quarterly to a club member who recruited a new 
member, and $50 to that recruiter’s club.  Club secretaries shall submit the 
names of the recruiters and the names of the new member installed to the 
District Governor at the end of each quarter (March, June, September, and 
December).  The winner will be drawn randomly from those recruiter names 
submitted.

     D.  Holland District Ruritan Day

      The District will publicize and promote 21 May each and every year as 
Holland District Ruritan Day for District Ruritans to wear National and club attire 
such as hats, tee shirts, shirts,  and jackets.

                                                       END



                                               Exhibit A

                                  Financial By-Laws and Procedures

Name of Club:

Address:

Calendar Year:

These By-laws and procedures are to be affected by 1 January of each year; or if 
the position of Club Treasurer changes during the year.  After Club approval of 
the By-Laws and Procedures, signatures of the Board of Directors are affixed at 
Section 10 of this document.

1.   ACCOUNTING RECORDS                                        

1.1     The Treasurer should consider every year whether the current system of 
           accounting (records/software) is suitable for the purposes of managing the
           club’s finances.

1.2.     The Treasurer should ensure that the club’s accounting records are stored 
           safely and securely and where software is used, there are appropriate 
           back-up procedures in place.

2.       BUDGET AND PLANNING

2.1.    On or around 1 November of each year, the Treasurer will begin the 
           process of budget preparation and financial planning for the following
           year.

2.2.     The Treasurer will commence the process by meeting with relevant 
           personnel and drafting a budget for presentation to the Board of Directors
           by the end of December for recommendation to the Club Membership for
           approval NLT the 2d business meeting of the year.

2.3.     Normal annual expenditures are included in the budget along with any 
           forecasted expenses.



3.      INCOME

3.1.   All income received (donations, ticket sales, rebates, etc.) by members are
         to be turned in to the Treasurer upon receipt or immediately after the event.

3.2.   All income whenever possible should be accompanied by supporting 
         documentation which should be retained and filed.

3.3.   Income received should be banked at least 7 days and entered in the 
         accounting records.

3.4.    Where cash income is received, it is preferable that this is banked in full
          wherever possible.  Should it be necessary to pay expenses out of cash
          Income, a signed receipt should be obtained evidencing the cash payment
          and a sheet produced that shows the income received, payments made 
          out and remaining cash banked.

3.5.    Any un-deposited funds should be stored securely (e.g., in a locked 
          cabinet or safe).

4.       EXPENDITURE

4.1.    All expenditure whoever possible should be accompanied by supporting 
          documentation which should be retained and filed.

4.2.    Event chairs or those occurring expenses from approved projects are 
          responsible for submitting sales receipts, billings, etc. to the Treasurer
          for his/her report to the Club Membership.  Any expenditure outside 
          of approved budget should be submitted to the Board of Directors with 
          recommendation for approval by the Membership.

4.3.    The Treasurer is responsible for setting up and choosing the most 
           appropriate payment method for any transaction.

4.4.     All transactions with connected parties (for example, companies run by a
           committee member) should obtain quotes from alternative suppliers.  The 
           transaction should be reported to the next Board of Directors meeting
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          then recommendation to the Membership for approval.

4.5.    Expense claims should be accompanied by receipts and checked by the 
          Treasurer, or in the case of the Treasurer’s expenses, by the Board of 
          Directors.

5.      BANK RECONCILIATION

5.1.   A bank reconciliation (the process of checking all bank transactions have 
         been correctly recorded in the club’s accounting records) must be prepared 
         by the Treasurer for each bank account on a monthly basis.

5.2.    Copies of the bank reconciliation should be printed, and maintained with 
          the bank statements.

6.       FINANCE REPORT

6.1.    The Treasurer has responsibility for preparing a regular monthly finance 
           report which should be reported to the Membership at every business 
           meeting.  

6.2.     The finance report (Treasurer’s Report) will consist of as a minimum:

            *  Income and Expenditures since last report
            *  Revenue and expenses on fundraisers held
            *  Balances in each account

6.3.     Any actions, comments, amendments or decisions arising from the 
           meeting should be recorded in the minutes of the meeting.  Actions from
           prior business meetings should be reviewed by the Board of Directors and 
           if warranted, make recommendations for Membership approval at the 
           following business meeting.

7.       FIXED ASSETS

7.1.    The Club will maintain a register of all fixed assets held by the Club, their
           location, and the person(s) responsible for the assets’ safekeeping.
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7.2.    All needs to purchase fixed assets should be submitted to the Board of 
          Directors and then recommendation made to the Membership for approval.

7.3.    If there id a significant reduction in value due to the asset’s condition, the 
          matter should be raised at the next Board of Directors and business 
          meetings.

7.4.    A regular physical check of assets on the asset register should be carried 
          out at least annually.

8.       STOCK

8.1.    All stock should be stored on Club premises or at an authorized place and
          in an orderly manner.

8.2.    Stock checks should be carried out prior to major fundraisers and as
          needed throughout the year with a full stock check carried out at the end of 
          the financial year.

9.       AUDIT AND ACCOUNTANCY REQUIREMENTS

9.1.    The Club is required under Ruritan National By-laws and rules to have an 
          annual audit performed on its financial statements; and is required to 
          appoint an independent person/examiner to review the accounts and be
          reported to the Membership of the results no late than 15 March of every 
          year.  The Treasurer will turn over all financial records to the examiner
          upon the final annual record closeout on or about 15 January every year.

9.2.    The Club President should consider the Club’s audit and accounting 
          requirements on an annual basis and consider re-appointment of the 
          independent examiner for the following financial year.
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10.     BOARD OF DIRECTORS

10.1.  Club President   ______________________  ___________________  ________
                                         (Print Name)                         (Signature)                  (Date)

10.2.   Vice President   ______________________   ___________________  ________
                                             (Print Name)                        (Signature)                  (Date)

10.3.   Treasurer           ______________________   ___________________  _______
                                         (Print Name)                         (Signature)                  (Date)

10.4.   Secretary           ______________________    ___________________  _______
                                            (Print Name)                         (Signature)                   (Date)

10.5.   1st Director        ______________________    ___________________  _______
                                            (Print Name)                         (Signature)                   (Date)

10.6.   2d Director         ______________________     __________________  _______
                                            (Print Name)                         (Signature)                  (Date)

10.7.   3d Director         ______________________     __________________  _______
                                            (Print Name)                          (Signature)                 (Date)  

10.8.   Prior
             President.        ______________________     __________________   _______   
                                            (Print Name).                         (Signature)                 (Date)
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                                                   Appendix A 

                         Holland District Community Service Areas  

District 19                          Western Tidewater            Others

Claremont                            Boykins                               Chesapeake
Disputanta                           Capron                                Norfollk
Emporia                               Courtland                            Virginia Beach
Greensville                          Dreweryville                         Northeastern NC
Hopewell                             Franklin
Jarrett                                  Isle of Wight
Prince George                     Ivor
Surry                                    Sedley
Sussex                                 Smithfield
Wakefield                             Southhampton
Waverly                                Suffolk
                                             Windsor

                  
                                      

 

    



 

     

   

 

  

                                                              

  
       Appendix B 

Holland District and Foundation Organizational Chart 
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Foundation, Inc. 
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[All proceeds to Ruritan National] 
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Holland District 

Cabinet 
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Ruritan National 501[c]
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