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Abbreviations: 
PG – Past Governor IPG - Immediate Past Governor GE – Governor 
Elect 
DST – District Secretary Treasurer   DCC – District Convention Committee 
LG – Lieutenant Governor LGE – Lieutenant Governor Elect



EC&C District Convention Guidelines 
Revised July 2009 
3 

 
 

FOREWORD 
 

Apart from those matters covered in our bylaws, or marked as policy in this document the 

following information is presented as Guidelines only and is not intended to be a rigid 

pattern that has to be followed in complete detail. 

 

The process is created from District By-law Article VIII, Section 9 and Article IX and, 

when there is a discrepancy, the By-law shall prevail. 

 

Convention sites, available facilities and format of the Convention may be initiated up to 

5 years in advance through a Host application, submitted by March 31
st
 of the application 

year. The Host Committee manages on site logistics. Detailed planning starts 2 years in 

advance of the actual date by the EC&C Convention Committee in cooperation with the 

Chair of the Host Committee, the Governor and Governor-elect.  

 

The purpose of an annual Eastern Canada and the Caribbean Convention is to: 

1. Provide a forum for the Board of Trustees and the members to conduct the 

business of the district 

2. Provide educational opportunities for the membership to assist them in the 

successful management and growth of their clubs 

3. To provide opportunities for members and guests to socialize and share 

information both formally and informally 

4. To contribute to the successful administration of the District 

 

The Board of Trustees has the responsibility for the District Conventions, which is 

entrusted to an appointed District Convention Committee. It is recommended that the 

members will have the expertise in Marketing, Promotion and Educational Program 

Planning.  The Governor selects the Convention Chair who then selects the members of 

the committee. The District Convention Committee may make suggestions for Keynote 

Speakers. The current Chair of the Host Committee, the Immediate Past and the future 

Chair of the Host Committee, and the DST will be part of the District Convention 

Committee as well as the Governor and Governor-Elect who are ex-officio members of 

the District Convention Committee. It is recommended that the Immediate Past Governor 

should be included with his/her recent convention experience. 
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DISTRICT CONVENTION BID CRITERIA 

¶ Host Hotel should be in a position to provide a minimum of 100 rooms and is either attached to a 

convention centre or within a 10-minute walk.  

¶ The Host Hotel should be in a position to provide (ideally) two suites with a common area in the centre.  

¶ The Host Hotel Restaurants should open early for breakfast, lunch and dinner. 

¶ The Host Hotel or Convention Centre must have sufficient meeting rooms (See template for room 

allocation) 

¶ The Host Hotel or Convention Centre must be able to accommodate the educational Forums at one location 

and have sufficient rooms for at least six forums, two of which accommodate 60 persons. 

¶ Secondary hotels to accommodate the balance of rooms if required. It is preferred that the secondary hotels 

are within walking distance from the Convention Centre and the Host Hotel. 

¶ The Convention Centre should be large enough to house the Information Centre, Registration, Credentials 

and the District office. These should be close to each other. There should also be space for the Host 

Convention Office, Display Booths and Supplies Booths. 

¶ Suggestions for other locations for off any off-site functions. 

Pre-Convention: 

¶ Training for Lt. Governors Elect for 2 days. Meals are provided for breakfast and lunch. 

¶ Partners program for Lt. Governors Elect, Lt. Governors, PG, Faculty and any others arriving early. 

¶ Suggestions for locations for Governorôs Team by invitation only event and Governor Elect similar 

function 

Convention: 

¶ Babysitting facilities  

¶ Childrenôs/youth program 

¶ Entertainment  

¶ Recommended for ground transportation links. 

 

 

HOST COMMITTEE ROLES AND RESPONSIBILITIES 
 

¶ prepare a convention plan and budget figures for District Convention Committee 

¶ make presentation at previous convention, minimum 1 year in advance, suggested no more than 5 Host 

Committee members attend 

¶ reserve necessary hotels, meeting and function space 

¶ negotiate menus 

¶ arrange partners and youth programs 
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¶ arrange content and participants in luncheon program  

¶ arrange local transportation, as necessary 

¶ distributes promotional material 

¶ arrange registration, credentialsô desk, and house of delegates security staff 

¶ arrange meeting room set-up 

¶ arrange office for District Office personnel * see policy on providing office space 

¶ recommend content of social events for approval 

¶ opening night party 

¶ fun night 

¶ entertainment for Governorsô night for approval 

¶ recommend local provider to DST for liability insurance if required * see policy on insurance 

¶ recommend French/English interpretation for identified sessions 

¶ with the DCC Chair, monitor the budget 

¶ assemble delegate packages prior to the convention  

 

The Host Committee shall hold regular meetings and minutes of those meetings be forwarded to the 
District Convention Chair, DST and Chair of the Host Committee of the next District Convention within 
30 days of each meeting 
 
Presentation of the Convention to Delegates 
This is a joint activity of the Host and District Convention Chairs at the previous yearôs convention. Printed 

material should be ready for their registration packages.  

 

Presentation of the Convention to Lt. Governors Elect 

This is a joint activity of the Host and District Convention at the previous yearôs convention. Printed material 

should be ready for their registration packages and a presentation done at their training  

 

Presentation of the Convention to the Board of Trustees 

This is a joint activity of the Host and District Convention Chairs at the previous yearôs convention. Printed 

material should be ready for their registration packages and a presentation done at their first Board meeting at 

the end of Convention. They should already have the final budget. 
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DISTRICT OFFICE AND DISTRICT CONVENTION COMMITTEE 
ROLES AND RESPONSIBILITIES 

 

1. The District Secretary Treasurer (DST) is the lead staff person with Convention Planning and as such 

attends all District Convention Committee (DCC) meetings. This does not include sub committees 

 

2. The District Convention Committee arranges for a site visit to the proposed location with the Host 

Committee Chair/Committee to check the recommended facilities re suitability, affordability, transportation 

and safety. This should be done at least 2 years in advance. In addition, they offer as much assistance to the 

Host Convention Committee as they can. (see Position Description District Convention Committee 

Chair)  

 

3. The DST signs all contracts over $5,000. Contracts for hotel, facilities and services should be signed 2 years 

in advance (when possible) 

 

4. The DST through the District Office approves the disbursement of all requested approved funds. 

 

5. The Host Convention Committee budget for District Convention shall include $12,000 in their budget for 

the Administrative Expenses incurred by the District Office for providing registration services. (see 

Budgeting for details) 

 

6. After the financial reports are received from the Host Committee fifty percent (50%) of the profits from a 

District Convention shall belong to the club(s)/Division hosting the Convention. Fifty percent (50%) of the 

profits will be used by the District. (see Budgeting for details) 

 

7. The DST, with the Chair of the DCC, monitors the budget with oversight from a representative of the 

Finance Committee 

  

8. Submit final financial report 60 days after the convention.  

 

The District Convention Committee shall ensure that the Host committee assesses the insurance coverage in 

place. Review Kiwanis International insurance as it may not cover all situations. Consideration is needed for 

personal liability and fire legal liability. The Host Committee can recommend a local agent for this 

arrangement. Premiums are paid from the Convention budget. Policy: The Host Convention Committee must 

obtain insurance for the event and provide the District office with a copy of the cover page no later than 30 days 

prior to the convention. Minimum liability cover age is two million dollars CDN. 

 
 

 

 Co-ordinate with Host Committee to identify needs for office space, meeting rooms, volunteers needed for 

those requirements and meal requirements for Lt. Governorsô training sessions and Board meetings Policy: the 
Host Convention Committee must arrange for a lockable room that can be used as the District Office during the 

and for the three days preceding convention. 
 

 

9. Arrange for printer, photocopier, fax and telephone requirements with Host Committee 

 

12.  District is responsible for deficits exceeding $1000  (see Budgeting for details) 
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13. District will advise the Host Committee on suites, rooms and registration for 8 or 9 officers (and partners) 

(see Budgeting for details) 

 

14. District is responsible for training cost for LGEôs  (see Budgeting for details) 

 

15. Approved District Policy requires that English/French simultaneous interpretation facilities are provided for 

the Governorôs business sessions. 

 

16. Every effort should be made to provide separate training forums in French and English. Many capable 

experienced and willing French-speaking Kiwanians may be asked for assistance. 

 

17. District to ensure materials are delivered to the Convention Hotel a minimum of one week in advance of the 

Convention opening.  

 

18. The Host Convention Committee prepares registration form for approval by the District Convention 

Committee. (See guidelines on registration). 

 

Governorôs Roles and Responsibilities 

 

¶ Supply business agenda with Governor Elect to Host Committee 

¶ Chair all Board of Trustees meetings and elections 

¶ Host receptions as deemed necessary  

¶ Participate with District Convention Committee in planning the content of the convention 

 

Governor Elect Roles and Responsibilities 

 

¶ Supply business agenda with Governor to Host Committee 

¶ Arrange forum education program and speakers 

¶ Arrange the LGE Training 

¶ Participate with District Convention Committee in planning the forum content of the convention 

¶ Participate with District Convention Committee in planning the LGE logistics of the convention 

¶ Location for New Board of Trustees meeting at Convention 

 

Past Governorôs Roles and Responsibilities 

 

¶ Chair the elections process in the House of Delegates 

¶ Support the Governor on any other function of the Convention 

 

 
Role of the Partners 
 
1. Recognition of Governorôs partner is essential. 

 

2. There should be a liaison between the Host Committee Partners Program Chair and the Governorôs 

partnerï consultation as to program, plans, etc. This should be done as soon as plans are formulated, 

with continued rapport. 
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3. Please recognize that a growing number of Kiwaniansô partners are male.  

 

4. The partner of the Lieutenant-Governor of the Host Division should be a member of the Committee, if 

possible 

 

5. The Governorôs partner and the International Counselorôs/Trusteeôs partner should be privately driven to 

all functions so they will be at the site to receive guests, or least be visible. If the Convention is the 

home site of the Lieutenant Governor, his/her spouse could look after this function for the partnersô 

events. If not, the Convention Committee should appoint someone to personally look after (his or her) 

transportation.  

 

7. A Hospitality Suite should be provided at a suitable location, with coffee and information available.  

 

8. A list of local shopping centres, hairdressers, Churches and baby-sitter is appreciated. 

 

9. Information as to events and dress code should be sent prior to the Convention. 

 

10. The Partnersô Host Committee should be easily identified with ribbons, hats, scarves, etc. 

 

11. Entertainment should be in keeping with the Kiwanis ideals with good speakers. 
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SCHEDULE OF CONVENTION DUE DATES 
 

Item      Prepared by   Days in Advance 

 

Draft of Agenda    Governor Elect 120 

 

List of Lt. Governor Designates  District Office  60 

 

Bilingual Instruction re by-law  District Office  120 

Amendments and Resolutions   Laws & Regulations 

      Committee     

 

Notice of Conference    District Office  90 

 

Information sheet re Attendance  District Office  90 

 

Contact Faculty    Governor Elect 90 

 

Finalize Agenda    Governor Elect 60 

      District Office 

 

Finalize Meeting Room arrangement District Office  210 (7Months) 

 

Direct International materials   District Office  30  

to Host 

 

Attend meetings of DCC (DST)  District Office   as required 

 

Convention Guidelines   District Office   On web site 

      

Provide directories with changes  District Office  As requested by 

         Host Committee 

 

Receive copies of Minutes of meetings District Office  DST Every 30 days 

of Host Committee    District Convention Committee 

 

DCC Receive list of names   District Office  As soon as possible  

Host Committee members  

 

Send out Call to Convention   District Office  60  

 

Send out Election of Delegates form  District Office  60  

 

Send out instructions from Laws and  District Office  60  

 

Order Awards     District Office  90 - 120 

 

Supply photographs and list of  District Office  Forward to 
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awards for program       Host Committee 

         once decided 

 

Prepare District Secretary-Treasurerôs District Office  30 

Report 

 

Prepare Resolutions and by-law  District Office  45  

Amendments         

 

Prepare above in French   District Office  45  

 

Attend Board Meetings and   District Office  4
th
 day before 

table Minutes        Convention and 

         1
st
 day  

         after Convention  

 

Deliver kits for Board Meetings District Office  21        

Contact Committee Chairman for  District Office  60 

Board Meeting 

 

Request meeting rooms for Laws and  District Office  180 (6 months) 

Regulations Committee and        to Host Committee 

Past Governorsô Committee     

 

Supply flags of    District Office  at Convention 

District Nations (no stands)      or upon request 

 

Certificates of Election and   District Office  At Convention 

Past Officersô pins 

 

Prepare list of deceased Kiwanians  District Office  10
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HOST DIVISION CONVENTION APPLICATION 
 

EASTERN CANADA AND CARIBBEAN DISTRICT OF KIWANIS INTERNATIONAL  

 

Forward to the District Convention Committee at least 3 years in advance. Complete as much information as is 

presently available 

 

Date Desired éééééé   dd/mm/yyyy 

(30 days before or after Kiwanis International Convention) 

 

Date Sent ééééé. (prior to March 31
st
 of the application year)  

 

Date received by District Convention Committee ééé.. 

 

Division Resolution attached ééééééééééé 

 

Club ééééééééééééééééééééé. 

 

Address éééééééééééééééééééé. 

 

Contact Person (s)   

e-mail   

Phone: business   

              residence   

              cell/mobile   

Fax   

 

Proposed Chairôs Name éééééééééééééééééééééé 

 

Convention experience: 

1. 

2. 

3. 

 

Administrative experience:  

1. 

2. 

3. 

 

Number of Club Members ééééééé 

 

Number of other clubs within 100 km. Clubs which are willing to participate in planning and which can provide 

active support in delivering the convention. 

ééééééééééééééééééééééééééé... 

 

What is the current Travel Safety Advisory for this location?  
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Name a few convention groups including number of registrants your community has hosted in recent years. 

1. ééééééééééééééééééééééé.. 
2. ééééééééééééééééééééééé.. 
3. ééééééééééééééééééééééé.. 
4. ééééééééééééééééééééééé.. 

 

Are there any plans to building additional hotels and/or a Congress Centre in the near future? 

éééééééééééééééééééééééééééééé 

NOTE: For those communities with new facilities and/or an emerging presence in the convention market, please 

highlight the strengths of your community to host a Kiwanis District Convention. 

 

Number of miles/km. To nearest major airport? ééééééééééééé.. 

 

What major airlines use this airport?ééééééé..ééééééééé 

 

What charter airlines use this airport? éééééééééééééééé 

 

What days do the charter airlines arrive and depart? ééééééééé.. 

 

Are there daily flights arriving from destinations in Eastern Canada and the Caribbean with which Kiwanians 

can connect? éééééééééééé 

 

REGISTRATION  

This is a District Convention Committee responsibility with the Host Committee supplying local costs 
that are applicable and the District Convention Committee making the recommendation for approval 
of the cost per registrant 
 

Budget to be based on 400 Kiwanians, 150 partners and 10 children 
 

 Registration fee $ééééé. for a Kiwanian 

 

 for partner $ééééé. for child $ééééé (no banquet ticket) 

 

Separate function tickets are sold to non-registrants only in advance. 

Daily registration fees reflect the additional overhead and do not include evening socials or banquets. 

Banquet and other meal tickets are available in advance only 

 

About twenty (20) complimentary registrations will be required.  

 

 

 

Host Committee 

    

Provincial/Federal Tourism Convention grant available (yes/no) ééééééé. 

Regional or Municipal Grant available     (yes/no) ééééééé. 

Will local companies or the municipality sponsor, co-sponsor or financially assist any event or session of the 

Convention    (yes/no)ééééééé.. 
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Does your community have available English/French simultaneous interpretation equipment and staff 
available?     (yes/no) …………………. 
 

LOCAL TRANSPORTATION 
 

Will local bus shuttle be required between hotels and the meeting site yes/no)é. 

 
ACCOMODATIONS 
Requirements: This will depend on the site approved and availability 
Two suites, 5 nights 
50 rooms, same hotel, 5 nights 
250 rooms, 3 nights 
Ten minutes walking time from meeting location is desirable. 
Convention rate 15% - 20% off rack rate is usual discount and can be negotiated. District Secretary 
Treasurer signs all contracts  

Convention Hotel  

Address  

City  

Phone: local 
             toll free 

 

Fax  

Web Site  

e-mail  

Reasons for this choice 1. 
2. 
3. 

Star rating  

Chain or single site  

Number of guaranteed 
rooms 

 

Air conditioned   

Complimentary Rooms  

EC&C office space  

 
Pre-assignment of specific rooms permitted for Governor, Governor elect (yes/no)…… 
 

Additional Hotels   

Address   

City   

Phone: local 
             toll free 

  

Fax   

Web Site   

e-mail   

Reasons for this choice 1. 
2. 
3. 

 

Star rating   
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Chain or single site   

Number of guaranteed 
rooms 

  

Air conditioned    

Complimentary Rooms   

 
MEETING ROOMS 
 

Name of Facility   

Address   

City   

Phone: local 
             toll free 

  

Fax   

Web Site   

e-mail   

Reasons for this choice 1. 
2. 
3. 

 

Distance from Hotel(s)   

HVAC   

Room Capacity: largest   

Number of rooms 
available 

  

Capacity of each   

Opening night location 
Capacity (600 required) 

  

 

Closing Banquet 
location 

  

Address   

City   

Phone: local 
             toll free 

  

Fax   

Web Site   

e-mail   

Reasons for this choice 1. 
2. 
3. 

 

Distance from Hotel(s)   

HVAC   

Capacity (600 required)   

Note: Capacity 600 plus, dance floor, head table, cash bar etc 
 
FOOD FACILITIES 
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Kiwanis Breakfast (1)   

Address   

City   

Phone: local 
             toll free 

  

Fax   

Web Site   

e-mail   

Reasons for this choice 1. 
2. 
3. 

 

Distance from Hotel(s)   

HVAC   

Capacity (250 required)   

Buffet/served   

 

Kiwanis Lunch (1)   

Address   

City   

Phone: local 
             toll free 

  

Fax   

Web Site   

e-mail   

Reasons for this choice 1. 
2. 
3. 

 

Distance from Hotel(s)   

HVAC   

Capacity (600 required)   

Buffet/served   

 

Partnersô Program   

Address   

City   

Phone: local 
             toll free 

  

Fax   

Web Site   

e-mail   

Reasons for this choice 1. 
2. 
3. 

 

Distance from Hotel(s)   

HVAC   

Capacity (150 required)   

Buffet/Served   
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Opening Night 
Reception 

  

Address   

City   

Phone: local 
             toll free 

  

Fax   

Web Site   

e-mail   

Reasons for this choice 1. 
2. 
3. 

 

Distance from Hotel(s)   

HVAC   

Capacity (600)required)   

Food/beverage service   

 

Social Night Location   

Address   

City   

Phone: local 
             toll free 

  

Fax   

Web Site   

e-mail   

Reasons for this choice 1. 
2. 
3. 

 

Distance from Hotel(s)   

HVAC   

Capacity (200 required)   
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CERTIFICATION  

 

Club Approval  éééééééé  Date ééééééééé. 

         President 

 

Divisional Support  éééééééé Date ééééééééé.. 

        Lt. Governor 

 

District Convention Committee 

 Recommendation éééééééé Date éééééééééé 

        Chair 

 

District Board Approval éééééééé Date éééééééééé.. 
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BUDGETING 
 

The Host Committee for a District Convention shall include a $12,000 assessment fee in their budget for the 

Administrative Expenses incurred by the District Office for providing administrative services. * this is a District 

Policy 

 

The Host Committee may apply to the District Secretary Treasurer for start up funding up to $5,000. That must 

be repaid to the District and receipts submitted for the expenses. * this is a District Policy 

 

 

After the final reports are received from the Host Committee and approved by the Executive Committee, fifty 

percent (50%) of the profits provided from a District Convention shall belong to the club(s) hosting the 

Convention. Fifty percent (50%) of the profits provided will be paid to the District. * this is a District Policy 

 

In the event that the revenue does not cover all expenses causing a loss, the first $1,000 is the responsibility of 

the Host Committee and the balance by the EC&C District. With due diligence on budgeting, this should not 

happen. Therefore, all contracts need to be reviewed by District Office and a copy sent to the Chair of District 

Convention Committee. * this is a District Policy 

 

 

Once, the Board of Trustees approves the budget for a convention, at the Annual General Meeting one year 

prior to the convention, that budget cannot be changed. There may be different expenses and revenues noted 

and recorded but the budget does not change. That then becomes the record of where we need to be more 

mindful of setting budgets so that each successive year becomes more accurate. 

 

Each budget line should have a detailed record of what is applied to that figure, again to be used for the future 

to determine the most accurate figures possible. 

 

There is a separate Appendix ñAò to this directive that indicates who is supported financially at the Convention. 

No other person receives remuneration or free or discounted registration, meals or rooms. 

 

The District Office is responsible for the LGE Training costs: rooms, meals and break out room. The Host 

Committee arranges those on directive from the District Office and will provide this information in the budget. 

 

The budget can include all promotional expenses from the date of Board approval of the Convention 
site but cannot exceed five percent of the overall convention budget. (5%)  * this is a District Policy 
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APPENDIX ñAò  
V. I. PôS AT DISTRICT CONVENTION 

   

Position Free Room Maximum Free Reg.  Comments 

 

Governor Yes (suite) 6 nights Yes  All extra costs paid by Governor 

Governorôs partner receives free partner 

registration*   

         

Immediate  Yes  6 nights Yes  All extra cost paid by Immediate Past Governor 

Past Governor       Partner receives free partner registration*  

 

Governor Yes  7 nights Yes  All extra costs are paid by Governor Elect. 

Elect  (suite)      Partner receives free partner registration*  

         

International Yes  4 nights Yes  All room charges/extra nights to be paid by 

Counsellor/ Trustee      International Counsellor/ Trustee. 

        Partner receives free partner registration*  

 

District Yes  6 nights  Yes  All room charges/extra 

Conv. Chair. Nights to be paid by District Convention Chair. 

  

District             Yes                7 nights              Yes All approved room charges/extra 

Sec. Treas. Nights to be paid by District Office and personal 

charges (liquor, pay movies, etc.) are paid by DST 

 

District             Yes                 7 nights            No All approved room charges/extra 

Administrator Nights to be paid by District Office and personal 

charges (liquor, pay movies, etc.) are paid by 

District Administrator 

 

SLP  Yes  3 nights  Yes  All extra costs to be paid  

Governors by attendee(s). Invitation at the discretion of the 

Governor 

       

* Partners who wish to attend as a delegate will purchase a full delegate registration 
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CREDENTIALS COMMITTEE 
 

 

Certification is the responsibility of the Committee on Credentials as per By-laws. District Office and the Past 

Lieutenant Governors Committee may assist in the credentialing of candidates and other functions below. 

 

  é Club Delegatesô Form 

 

  é Club Dues payments 

 

  é Supplying Credentials book to the Host Committee 

- District Office 

 

 é Delegatesô Ribbons, District Office 

   

é Sergeant-at-Arms for Delegates Session-Host of Committee 

 

Note: Club dues payments and Delegatesô ribbons are on separate pages under those titles so 

they can be used as forms 

 

RIBBONS FOR DISTRICT CONVENTIONS 
 

  District Convention Chairman - Grey / Silver 

  Governor - Orange 

  Governor Elect - Green 

  District Secretary / Treasurer - Yellow 

  Past Governors - Purple 

  International Representative - Pale Blue 

  Circle K and Key Club Governors - Pale Green 

  Delegate- Blue 

  Delegate at Large - Red 

  Host Ribbons - Salmon 

  First Timer - White 

  Life Member - Gold 

  Past Lieutenant Governor - Yellow 

 

Ribbons for District conventions will be provided by District office using traditional colours as best they can 
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TRANSPORTATION 
 

The best plan is to avoid the need for busses. If possible, try to obtain a site, which concentrates 

accommodations and meeting facilities within walking distance. 

 

It is extremely difficult to satisfy delegates with regular shuttles at peak time capacity. In the evenings, many 

people wish to return early from social events. 

 

Check to see if school busses are available as a less expensive form of transportation. 

 

TRANSLATION 
 

Approved District Policy requires that English/French simultaneous interpretation facilities are provided for the 

business sessions. The provision of a translator is the responsibility of the Host Committee. 

 

Every effort should be made to provide separate afternoon training forums in French and English.  
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CHECKLIST ï THE REGISTRATION AREA 
 

LAYOUT  

Ç Try to get exclusive use of the area during the convention. 

Ç Make sure the area is well lit and well ventilated, as well as attractive and quiet. Carpets absorb noise and 

soothe feet. 

Ç Arrange desk and other furniture for easy traffic flow; use cordons to demarcate lines. 

Ç Have one area for pre-registrants to pick up kits, another for onsite registrants to fill out forms and handle 

money. 

Ç Provide well-lit writing areas and several chairs away from central action. 

 

PERSONNEL 

 

Ç Have a computer literate person. You may also want a messenger, an interpreter, a general information 

person, etc. 

Ç Sources are your members, volunteers from other clubs such as Circle K 

Ç Volunteers will need training, as will others not familiar with registration (rehearsal and role-playing are 

good ideas). 

Ç Make sure enough people are on hand during peak days and hours. Post someone after hours for delayed 

arrivals and stragglers. 

Ç Supply a kit with a complete agenda to all workers: times and locations, contact names, and incidental 

information, such as dress codes and bus pick-up areas. 

Ç Define a communication system with walkie-talkies or cell phone or both. 

Ç Stress the importance of keeping the area clean and orderly. 

Ç Make sure someone in authority is present or can be easily contacted at all times to make decisions. 

 

POLICIES AND PROCEDURES 

Provide model forms and a list of fees for reference: 

Ç exact information required on forms: 

Ç requirements and procedures for special forms: 

Ç ticket prices, various fees, and extra charges. 

Make procedures clear on how to handle common problems: 

Ç delegate wants a refund: 

Ç advance registration mailed but not on record: 

Ç delegate claims membership, but no card in file: 

Ç replacement of lost badges: 

Ç request to bill registration fees to delegateôs company: 

Ç payment for individual sessions only: 

Ç request for press passes: 

Ç unauthorized or unrecorded guests. 

 

 

 

SECURITY 

Ç Have only enough cash on hand to make change, and have it handled only by a bonded cashier. 

Ç Define procedure for removing cash each day: specified hours; specified place; personnel involved. 

Ç Depending on the cash flow, you may want a security guard. 
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Ç Determine who will have access to the supply room. 

 

SUPPLIES 

All orders should be placed in writing: 

       

Ç computer and printer  

Ç computer disks, printing paper and labels 

Ç paper, pads, carbon paper, stickers, pens, pencils, markers, highlighters, whiteout; 

Ç easels 

Ç masking tape, clear tape, paper clips, staplers and staples, glue, chalk erasers, thumbtacks, letters for 

grooved boards; 

Ç scissors, tool kit, measuring tape, spray cleaner, paper towels; 

Ç wastebaskets, cardboard boxes; 

Ç file boxes, cash drawers or strong boxes, receipt books; 

Ç water pitchers, cups, napkins, mints and sugarless candy. 

 

ACCEPTABLE PROOF FOR óDUES PAIDô FOR CONVENTION  REGISTRATION  

 

When a Club is shown as having dues unpaid at the time of registration the following shall be accepted as proof 

that dues have been paid. 

¶ money order 

¶ cancelled cheques (copy of front and back of the cheque),  

¶ VISA and MC card receipts 

¶ EC&C District Office receipt 
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PROTOCOL 
 

At a District Convention, the order of recognition is as follows: 

 

1. The Governor 

2. The Governor Elect 

3. The Kiwanis International Trustee/Counsellor 

4. The Immediate Past Governor 

5. The District Secretary-Treasurer 

6. The Lieutenant Governors 

 

Responsibilities 

The Protocol Committee is responsible for the table seating for all functions, including general sessions and 

House of Delegate meeting, arrangements and other amenities, as designated by the Governor or the Host 

committee. 

 

Arrangements for dignitaries shall be sent to the individuals in advance. A list will be provided for the reserved 

table seating arrangements. Copies of these lists shall be provided to the local committee, the Governor and the 

Master of Ceremonies 

 

Each reserved table shall be designated with a number and each seat shall have a name card. One list shall be 

kept to check the names when lining up dignitaries for entrance.  

 

Arrange for Meeting Special Guests, Speakers 

Arrange for meeting special guests upon arrival at airport, hotel, etc., as specified by the Host Chair or the 

Governor. 

 

In advance, advise special guests or speakers as to functions, where to line up, time at which expected, dress 

code and how to reach the site of the particular meeting. 

 

Tickets for Special Guests, Speakers 

See that special guests or speakers are identified for admission to each function that requires their presence 

either being a part of the dignitariesô entry or with suitable tickets 

 

Reserved Tables 

The reserved tables are used to seat the speaker, the Master of Ceremonies and the distinguished guests and 

their partners where applicable.  

 

The people so identified may enter with ceremony or know in advance where they are seated. 

 

Notify all reserved table guests of any special instructions: time, line up area, special dress, if they are expected 

to speak a few words or not, etc. 

 

Flags 

Flags of the countries of EC&C District will be displayed in the order of the country joining EC&C District: 

Canada, Bahamas, Jamaica, Netherlands Antilles, Aruba, Trinidad &Tobago, Martinique, Bermuda, 

Guadeloupe, Suriname, French Guyana, St. Lucia, Dominica, Antigua, Guyana, St. Kitts, St. Vincent & 

Grenadines and Haiti. 
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The flags format is a decision of the Host Convention Committee in consultation with the Governor.. 

 

The recognition of the Nation Flags should be simple and brief. It is suggested that all flag bearers proceed to 

the flag holder area in line of file and stand behind their respective flags after placing it in its stand. The only a 

maximum of 3 anthems to be played: those of the United States if there is a representative of Kiwanis 

International present, the anthem of the Host country and if the Governor is from a country other than the Host 

Country that anthem shall also be played 
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OPENING CEREMONY 
 

Chair - Governor    Duration –1 ½  Hours 
 
OBJECTIVES  - 
 
Conventions are a time for fun and fellowship; for meeting new people and renewing old friendships. 
Opening sessions should not be long and drawn out. They should be tailored to set the tone for the 
whole convention. They need to be upbeat and energetic. 
 
There should be no business at this session; all business should be conducted at the plenary 
sessions. 
 
To have the convention officially opened in a proper manner. 
To recognize the countries in E.C. & C. District (see Protocol for process of flag placement) 
The event should be so organized to create an air of enthusiasm and excitement for what is to come. 
It is suggested that no business or presentation of awards be done at this ceremony  
To have greetings expressed by civic, provincial and federal leaders. 
To have an inspirational speaker on a timely topic (non-political). 
PROGRAM AGENDA 
 

 Musical Interlude   - Band/Organ/Piano 

 Call to Order    - Governor 

 Non-denominational Invocation - Governorôs Recommendation  

Salute to the Flags   - Governorôs Recommendation 

Anthems    - Host Country, Governorôs Country and USA  

 Greetings    - Civic, Provincial, Federal 

Presentation of Awards 

 Musical Interlude    - Instrumental 

 Introduction Of Speaker  - Governorôs recommendation 

 Address    - Speaker 

 Appreciation     - Governor 

 Non-denominational Closing  - Governorôs Recommendation  

AUDIENCE COMPOSITION 

 

Kiwanians and their families will comprise at least 80% of your total registration. 

SESSION DESIGN 

 

Chaired by the Governor. Stage or platform set-up with floor lectern and chairs  

 

 

 

 

RESOURCES 
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Governor, Lieutenant-Governors, Speaker, District Chairman Spiritual Aims, Master Ceremony, Band, Choir, 

Pianist, Organist, Trumpeter, Cadet Corps, Scout Troop, Girl Guides, Key Clubs, Circle K Clubs, District 

Convention Committee. 

 

ROOM SET-UP 

 

Theatre style. 

 

NECESSARY AIDS 

1. Flags of all countries. (Available through District Office.) 

 

2. District Gong and Gavel. (District Office) 

   

3.  Floor lectern. 

 

4. Small table, for gong and gavel. Close to lectern. 

 

5. Any decoration found necessary. 

 

6. Proper stage and audience lighting. 

 

7. Proper amplification 
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CELEBRATION/AWARDS BREAKFAST 

CHAIR: Governor     Duration ï 1 ½ Hours 

OBJECTIVE ï 

This Breakfast is our extension of the first object of Kiwanis International, to give primacy to the human and 

spiritual rather than the material values of life, and should be considered as a permanent convention function. 

Details of the programming will vary from chair to chair, and should be formed in close co-operation with the 

current chair. 

Note: Our district embodies many faiths and the program should reflect this. 

PROGRAM AGENDA 

1. Breakfast ï Meal service or buffet 

2. Non denominational call to worship 

3. Spiritual Reading 

4. Morning non denominational prayer 

5. Awards Presentations 

6. Soloist 

7. Non-denominational Closing 

AUDIENCE COMPOSITION 

Tickets will be by special ticket only ï the Convention Host Committee will print, distribute and sell the tickets 

for this function. All Kiwanians and family may attend. 

SESSION DESIGN 

¶ Tables set for buffet and/or service  

¶ Head table on slightly raised platform. 

RESOURCES 

District Chair on Support of Spiritual Aims, Administrative Secretary, Governor, Past Governors, Host 

Convention Committee on Guest Speakers, International Counsellor/Trustee. 

NECESSARY AIDS 

1. District Gong and Gavel 

2. Table lectern 

3. Ticket check at door (possible door sales) 

4. Required AV support 

BUDGET 
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Separate convention budgeting, self-supporting with ticket sales. Best results if offered with Convention 

Registration Form. 
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KIWANIS CLUB PRESIDENTSô/FAMILY LUNCHEON 

CHAIR: Host Club President  Duration -. 1 ¼  hours 

OBJECTIVE  

To set an example to Kiwanis Club leaders for a luncheon meeting and to receive the Governor's Report. 

a. No award presentations.  

b. The proposed Agenda should keep the meeting within the 1 ¼ hour time limit and also allow the main 

speaker 20 minutes for his-her address. 

 

PROGRAM AGENDA  

 

Emcee: The Governor appoints a Luncheon Chair and it could be a Club President  

1. Call to Order  

2. Invocation  

3. Anthem of Host Country  

4. Objects of Kiwanis  

5. Luncheon  

6. Introduction of Head Table: Chair  

7. Introduction of Presidents 

8. Recognition of Sponsored Youth if in attendance  

9. Introduction of the Speaker: Governor selects 

10. Address of the Speaker  

11. Appreciation: Governor selects 

12. Adjournment  

 

AUDIENCE COMPOSITION  

 

Kiwanians - all of your Kiwanis registrants who indicated they would attend and have prepaid with registration.  

 

 

SESSION DESIGN  

Kiwanis luncheon meeting:  A Club President from each Division, selected by the Division Lieutenant 

Governor, will have reserved seating.  

 

 

RESOURCES  

 

Governor, Immediate Past Governor, Governor Elect, District Secretary-Treasurer, Host Speakers' Committee, 

District Office Manager, Local Club President, a Club President from each division, Musician.  
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ROOM SET-UP  

 

Banquet style.  

 

NECESSARY AIDS 

1. Flags and stands 

2. District and Club Banners  

3. Table lectern  

4. Gong and Gavel  

5. Required AV support  

6. Bar set-up previous to luncheon, closed during luncheon  

7. Gift for speaker, if other than Governor  

8. Musician 
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CLOSING BANQUET AND BALL 

 CHAIR ï Governor   Duration ï late; Banquet ï 2 ½ Hours;   Ball  

OBJECTIVE 

To present this yearôs Kiwanis Administrative Team. 

¶ It has been noted that whenever we wind the evening up with a dance, people start to leave after it has 

been underway for a short time and very few stay to the conclusion. 

¶ The entertainment should not cost very much as most communities have very good amateur 

entertainment and that would give Kiwanians a taste of the flavour from the area holding the convention. 

¶ It is stressed that the emphasis is on lively entertainment. This is the last chance to leave a good 

impression with the conventionôs attendees. 

¶ Make it a Fun Evening. 

PROGRAM AGENDA 

1. Reception 

2. Banquet 

3. Introduction of Past Governors and Partners. (VIP emcee selected by Governor) 

4. Introduction of the Head Table 

5. Introduction of Lt. Governors and Lt. Governors Elect 

6. Non denominational Invocation 

7. National Anthem 

8. Toast to the Queen if we are in a Commonwealth country 

9. Dinner is served 

10. Toast to the Kiwanis ï Immediate Past Governor 

11. Reply ï K.I. Counsellor/Trustee 

12. Toast to our Partners (Governors Selection) 

13. Presentations 

14. Appreciation 

15. Governor Designate introduces his/her Team of Lieutenant Governors who will serve next year. (All of 

the Lt. Governors for next yearôs Board will be seated on the front row.)  

16. Exchange the Governor and Governor Elect Banners. 

17. Recognition of Host Committee (Announcements if any) 

18. Retire the Flags  

19. Entertainment 

AUDIENCE COMPOSITION 

Kiwanians and their families - all your registrants. 

SESSION DESIGN 

Banquet and ballroom style. 

 



EC&C District Convention Guidelines 
Revised July 2009 
35 

RESOURCES 

Governor, Past Governors, District Office Manager, District Secretary-Treasurer, Lieutenant Governors, 

International Counsellor/Trustee, local dance band, local entertainers, dance groups, choirs, etc. 

ROOM SET-UP 

DRESS: Formal ï tuxedo or dark suit for the men, as pre-determined by the Governor in consultation with the 

LG Class. 

NECESSARY AIDS 

1. District Gong and Gavel 

2. Table lectern 

3. Flags and stands 

4. Table decorations 

5. Required AV support 

6. Bar set-ups 

7. Any needs required by entertainers and/or dance band 

8. Any needs required by Governor 

9. Any needs required by Lieutenant-Governors 

10. Inform all VIPôs on official attire 
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HOUSE OF DELEGATES - 1ST PLENARY SESSION 

CHAIR ï Governor   Time ï 8:45 a.m. Duration ï 2 ½ Hours 

OBJECTIVE 

It is extremely important that each Plenary Sessions Agenda be so designed that the 2 ½ hour time limit be 

strictly observed so as not to encroach on the Presidentsô Luncheon that follows. The emcee should sound the 

gong at the stated time to signify the close of discussions.  

1. Keynote speaker 

2. Entertainment 

3. Introduction of the current Lieutenant-Governors and Committee Chairs 

TYPICAL PROGRAM AGENDA 

1. Entertainment 8:30 am (Local Talent Group) 

2. Call to Order Governor  

3. Non-denominational Invocation 

4. Introduction of Head Table 

5. District Governors Report 

6. Greetings from Kiwanis International Trustee/Counsellor 

7. Break 

8. Report: Kiwanis International Foundation  

9. Introduction of Candidates for the Office of Governor & Governor Elect; Immediate Past Governor 

10. Immediate Past Governor advises that each candidate has 5 minutes to present his/her platform speech) 

11. District Secretary Treasurerôs Report  

12. Presentation of Resolutions 

13. SLPs Representative(s) Address 

14. Nominations Governor-Designate and Governor-Elect 

15. Resolutions and Amendments 

16. Adjournment 

AUDIENCE COMPOSITION 

All Kiwanians and their families. Good attendance. Try not to start partnersô program until after this function. 

SESSION DESIGN 

Chaired by the Governor. Stage or platform set-up with floor lectern and chairs. 

RESOURCES 

Governor, Lieutenant-Governors, International Counsellor, speaker, District Committee Chairman on Spiritual 

Aims, all District Committee Chairs, Kiwanian Song Leader, Emcee, Entertainment, Pianist or Organist, Key 

Club, Circle K Club, District Convention Committee, Parliamentarian selected by the Governor. 
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ROOM SET-UP 

Auditorium style. Up to 75% of your total registration. 

NECESSARY AIDS 

1. Floor lectern. 

2. Flags and stands. 

3. District Gong and Gavel and small table. 

4. Chairs for Lieutenant-Governors, District Committee Chairs and guests. 

5. Piano or organ. 

6. Any platform decoration found necessary. 

7. Required stage and audience lighting. 

8. Required AV support. 

9. Simultaneous interpretation 
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 DIVISIONAL CAUCUS MEETINGS 

Time ïfollowing the First Plenary session and before the second Plenary session 

OBJECTIVE ï 

Each division in the District has a Divisional Caucus Meeting composed of the delegates to the Convention 

from within the Division, chaired by the Lieutenant-Governor. (See District By-laws Article XI, sections 4. 

Nomination and Election of Governor and Governor-Elect) 

Set up Room: each Division needs locations or tables and chairs to meet and discuss the election. Can be in one 

large room 
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E.C. & C. DISTRICT ELECTION PROCEDURES * 
 

The District Elections for Governor and Governor Elect, held at the Annual Convention, will be handled in the 

following manner:  

 

The Governor appoints 5 individuals to the Elections Committee, chaired by the Immediate Past Governor. 

 

The Governor appoints the Committee on Credentials who will look after the registrationsô process. Historically 

the Past Lt. Governorsô Committee has agreed to this role but it is the Committee who is responsible. 

 

The Immediate Past Governor is chair of the Election. 

 

*A current copy of the Bylaws and Policies and Procedures should be on hand. 

 

At the First Plenary Session (General Meeting) 

¶ The Immediate Past Governor will introduce the candidates for both offices and in alphabetical order: 

Governor, and Governor Elect. 

¶ Each Candidate will have five (5) minutes to outline his/her proposed program for the benefit of 

Kiwanis and its members. 

¶ The Immediate Past Governor will then ask if there are any further candidates preparing to run for the 

office of Governor or Governor Elect, and the status of the proper filing of Election Papers with the 

District Secretary Treasurer & the Kiwanis International Office, as applicable. 

 

At the Second Plenary Session (House of Delegates) 

 

The Immediate Past Governor will identify the candidate(s) that is/are running for the office of Governor, and 

will ask his/her/their respective nominator and seconder to speak. 

 

The Immediate Past Governor will then ask:  

ñIs there any other nomination from the floor?ò 

  After five seconds, s/he follows:  

ñHearing none, I ask a motion to close the nominations for the Office of Governorò 

Ask for the vote to close the nominations. 

 

As usually there is only one candidate, the candidate is elected by acclamation.  

 

The District Secretary Treasurer will then be asked to cast one ballot for the election of the Governor. 

 

The Immediate Past Governor will then identify the candidates for the office of Governor Elect up for election, 

and the nominator and seconder representing each Governor Elect candidate. 

In alphabetical order, each Governor Elect candidate will then be able to speak.  

 

The Immediate Past Governor will then ask:  

Is there any other nomination from the floor? 

 After five seconds, he/she follows:  

Hearing none, I ask for a motion to close the nominations for the Office of Governor Elect. 

  Ask for the vote to close the nominations. 
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NOTE 1: Each nominator will have three (3) minutes, and each seconder, one (1) minute. There is strict control 

on the time used by each Speaker with timekeeper selected by the Immediate Past Governor. 

 

NOTE 2: If there is more than one (1) candidate for the office of Governor, the procedure described for more 

than one (1) candidate will apply before the election of the Governor Elect. 

 

The Immediate Past Governor should make sure that each Candidate has a scrutineer for every Ballot Counter 

(3) being used. 

 

When all candidates for the office of Governor/Governor Elect have been moved and seconded, the Immediate 

Past Governor will ask for the Ballot Boxes to be passed among the Delegates. 

 

When the collection of ballots is complete, the Immediate Past Governor will ask that each candidateôs 

nominator, scrutineers, ballot counters, and the Past Lieutenant Governor in charge of the counting, retire to the 

designated counting room where the count will take place. 

 

The counting procedure will be for each counter to put the ballots from the boxes, the counter handling a 

separate pile for each candidate. At the end of sorting all the ballots, the counter will total the individual piles 

and hand a report to the Past Lieutenant Governor in charge of the counting. Any spoiled or questionable 

marking on ballots will be handed in, and these ballots will be reviewed with the candidatesô scrutineer for to a 

decision reached as to whether the ballot should be counted or not. 

  

The Past Lieutenant Governor in charge of counting will then total all countersô slips and record a Master Sheet 

of total for each candidate, showing the total of all legitimate ballots counted and the number of spoiled ballots. 

No name of candidates involved shall be disclosed. 

 The result will show: 

¶ Total of legitimate ballots cast for each candidate 

¶ Number of ballots spoiled and not credited to each candidate 

¶ The complete total of all ballots cast, legitimate or spoiled that were deposited in the ballot boxes. 

 

The winning Candidate must have at least 50% plus one (1) of all legitimate ballots cast. 

 

As there is a possibility of three (3) or more candidates for the office of Governor Elect, the winner of each 

ballot cast taken must show at least 50% plus one (1) of all legitimate ballots cast. 

 

If the first count shows a split of less than 50% plus one (1) of all legitimate ballots cast for any candidate, the 

candidate with the lowest total of legitimate ballots cast in his/her name will be set aside. A new ballot will be 

called by the Immediate Past Governor after naming the candidates to contest a second ballot. 

 

The same counting procedure will be carried out on this ballot cast by the delegates until one person, on any 

ballot count, has at least 50% plus one (1) of the total of legitimate ballots cast in any one ballot counting. If 

there is still no winner in this counting of the ballots, the candidate with the lowest total of all legitimate ballots 

cast will be dropped, and another ballot will be asked until a winner is declared. 

 

The candidatesô nominators, scrutineers, counters, and any person involved in the counting must be sworn to 

secrecy by the Past Lieutenant Governor in charge of counting. 
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The announcement of the results will be done by the Immediate Past Governor when s/he has an official result 

showing at least 50% plus one (1) of all legitimate ballots cast being in favour of one candidate involved in that 

specific counting. 

 

The Immediate Past Governor will ask all the final candidates for the office of Governor and Governor Elect to 

say a few words [no longer that two (2) minutes each] immediately after the confirmation of election for each 

office. 

 

All candidates must then be asked if they will permit all of the ballots cast to be destroyed and then, if 

approved, the House of Delegates must agree. This is done in the event someone wants a recount. The ballot 

count is never disclosed. 

 

The election procedure is then closed and the Program is returned to the person in charge of the Plenary Session 

(Master of Ceremonies or Governor). 

 

The Host Convention Committee is responsible for: ballot boxes, counters (other than from the Divisions or the 

Clubs of the candidates). 

 

The Past Lieutenant Governor in charge of counting will direct everyone involved in ballot counting process to 

a separate room where the counting will take place. 

 

Ballots 

 

Each ballot booklet will be numbered and will contain the following pages in five different colours: 

Instructions for the Delegates (see District Office) 

Pass-out Ticket 

Governor-Elect ballot 

Amendments (if more than one coupon # 1 should be at the bottom, # 2 in the middle, and # 3 on top) 

Maximum of 2 pages according to the number of amendments submitted 

Resolutions (same procedure as for the amendments) 

Special Ballots (minimum of 6- see note about numbering the coupons). 

 

The House of Delegates 

 

 Only delegates and delegates-at-large may enter the House of Delegates. 

 

There shall be only one door to enter the House with one ballot book handed to each delegate by a Sergeant-at-

Arms 

 

There shall be two to four (2 - 4) microphones on the floor of the House with one Sergeant-at-Arms per 

microphone. 

  

Delegates finding it necessary to leave the House will be required to turn in the ballot and will be able to pick it 

back up on return to the House 

There shall be three to four Sergeant-at-Arms behind the House if place for visitors is provided 

* The E.C. & C. DISTRICT ELECTION PROCEDURES are considered District Policy and require Board approval 

for any change 
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2nd PLENARY SESSION HOUSE OF DELEGATES SESSION  

 CHAIR ï Governor    Duration ï 2 ½ Hours 

OBJECTIVE 

1. Official Business Session 

2. Voting 

3. Invitation to next Convention 

4. Changing of the Guard 

5. Closing 

PROGRAM AGENDA  

1. Entertainment  

2. Call to Order (Governor) 

3. Delegate Session  

4. Reports 

Credentials Committee 

Resolutions Committee (Discussion-Vote) 

Nominations Committee 

5. Election of Officers 

Election for the Office of Governor 

Election for the Office of Governor Elect 

6. Next Years Convention Committee Presentation 

7. Break 

8. Report of the Elections Committee 

9. Comments by Governor-Designate 

10. Comments by Governor-Elect 

11. Adjournment 

AUDIENCE COMPOSITION 

Delegates to Convention: designated section 

Families and non-delegates: designated section 

SESSION DESIGN 

¶ Platform or Stage  
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¶ Head Table ï chaired by Governor. 

¶ Table lectern. 

RESOURCES 

Governor, International Counsellor/Trustee, District Secretary -Treasurer, District Office Manager, Past 

Governors, District Chair Laws and Regulations, Succeeding Host Convention Committee, District Convention 

Committee, District Committee on Spiritual Aims, Pianist or Organist. 

ROOM SET-UP 

Auditorium style: 40%of total registration ï restricted sections for delegates and designated sections for 

observers. As motions and debate will be coming from the floor, it is essential that floor microphones be 

available to the delegates. Knowledgeable Kiwanians briefed by the Governor and District Secretary-Treasurer 

should police the restricted area. 

NECESSARY AIDS 

1. Flags and stands 

2. Head table on platform or stage 

3. Floor microphones 

4. District Gong and Gavel 

5. Gifts available for presentation 

6. Certificates of Election and Pins ï Governor, Governor Elect, Lieutenant-Governors 

7. Ropes or dividers 

8. Piano or organ 

9. Proper stage and audience lighting 

10. Any decoration found necessary ï table skirts, etc. 

11. Required AV support 

12. Ballots and Ballot Boxes 

13. Simultaneous Interpretation 
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FUNCTION SPACE ALLOCATION CHART TEMPLATE 
 

 

DAY/DATE  # ACTIVITY  Seating 

Style 

R
 

O
 

O
 

M
 

 N
 

A
 

M
 

E
 

S
 

  

 

 

35 Breakfast, Coffee Break & 

Lunch for LGôs Designate 

& Faculty 

Dinner Style  X           

8:00 AM  ï 

4:30 PM 

 

35 Leadership Training 

Conference - LGs Designate 

Classroom       X      

24 Hours 

 

 District Office ï separate 

room 

            X 

24 Hours 

 

 Host Committee Office ï 

separate room 

          X   

9:00 AM ï 12 

NOON 

30 Get-together with Partners ï 

Partners of LG Designate 

reception         X    

 

 

35 Breakfast, Coffee Break & 

Lunch for LGôs Designate 

& Faculty 

Lunch 

(Dinner 

Style) 

 X           

8:00 AM ï 

4:30 PM 

 

35 Leadership Training 

Conference - LGs Designate 

Classroom       X      

24 Hours 

 

 District Office ï separate 

room 

            X 

24 Hours 

 

 Host Committee Office ï 

separate room 

          X   

8:00 AM ï 

4:30 PM 

 

 Info & Partnersô Info Desk 

(tables in reception area) 

 X            

  

 

              

2:00 PM ï 

4:30 PM 

 

50 Lieutenant Governorsô 

Meeting (BOT) 

Boardroom   X          

8:00 AM ï 

12:00AM 

 Kiwanis Store            X  

 

 

 Breakfast, Coffee Break & 

Lunch for 2009/10 Board of 

Trustees 

Lunch 

(Dinner 

Style) 

 X           

8:30 AM ï 

4:30 PM 

50 Board of Trustees Meeting Boardroom   X          

24 Hours 

 

 District Office ï separate 

room 

            X 

24 Hours 

 

 Host Committee Office ï 

separate room 

          X   

8:00 AM ï 

4:30 PM 

 Info & Partnersô Info Desk 

(tables in reception area) 

 X            

10:00 AM ï 

4:30 PM 

30 District Convention 

Committee Mtg 

Hollow 

square 

      X      

10:00 AM ï 

12 Noon 

20 Past Governorsô Meeting Theatre        X     

8:00 AM ï 

12:00 AM 

 Kiwanis Store            X  

24 Hours 

 

 District Office ï separate 

room 

            X 



EC&C District Convention Guidelines 
Revised July 2009 
45 

24 Hours 

 

 Host Committee Office ï 

separate room 

          X   

8:00 AM ï 

4:30 PM 

 

 Info, Reg., Credentials, 

Partnersô Info Desk (tables 

in reception area) 

 X            

9:00 AM ï 12 

Noon 

50 Forum /Workshop # 1 Theatre       X      

 

 

50 Forum /Workshop # 2 Theatre        X     

 

 

50 Forum /Workshop # 3 Theatre         X    

 

 

50 Forum /Workshop # 4 Theatre             

1:00 PM ï 

2:15 PM 

90 PLG Annual General 

Meeting   

Theatre       X      

2:30 PM ï 

3:30 PM 

90 First Timers Get-together Reception      X       

4:30 PM ï 

6:30 PM 

500 Opening Ceremony Theatre     X        

9:00 PM ï 

2:00 AM 

N/A Outside event N/A             

8:00 AM ï 

12:00 AM 

 Kiwanis Store            X  

24 Hours 

 

 District Office ï separate 

room 

            X 

24 Hours 

 

 Host Committee Office ï 

separate room 

          X   

7:00 AM ï 

4:30 PM 

 

 Info, Reg., Credentials, 

Partnersô Info Desk (tables 

in reception area) 

 X            

8:00 AM ï 

11:30 AM 

400 First Plenary session Theatre     X        

12 Noon ï 

2:00 PM 

450 Kiwanis Family & 

Presidentsô Luncheon   

Banquet     X        

2:00 PM ï 

4:00 PM 

50 Forum /Workshop # 1 Theatre       X      

 

 

50 Forum /Workshop # 2 Theatre        X     

 

 

50 Forum /Workshop # 3 Theatre         X    

 

 

50 Forum /Workshop # 4 Theatre             

4:30 PM ï 

5:00 PM 

 Divisional Caucus Meetings Ballroom  X X          

8:00 AM ï 

12:00 AM 

 Kiwanis Store            X  

24 Hours 

 

 District Office ï separate 

room 

            X 

24 Hours 

 

 Host Committee Office ï 

separate room 

          X   

7:00 AM ï 

9:00 AM 

 

 Info, Reg., Credentials, 

Partnersô Info Desk (tables 

in reception area) 

 X            

7:00 AM ï 

8:30 AM 

400 Celebration of Life 

Breakfast 

Banquet     X        

9:15 AM  ï 12 

Noon 

400 Second Plenary session Theatre     X        
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1:00 PM ï 

2:30 PM 

50 2010-2011 Board of 

Trustees Meeting 

Boardroom    X         

5:00 PM ï 

6:00 PM 

50 Governor & Governor 

Designate Reception 

(2009/10 & 2010/11 Boards 

of Trustee) 

Reception      X       

6:00 PM - 

6:30 PM 

 Pre Gala Reception (with 

Cash Bar)   

Reception     X        

7:00 PM 450 Membersô Gala Dinner 

Dance 

    X        

Revised May 1, 2009 
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REGIONAL DISTRIBUTION OF PAST AND PROPOSED CONVENTION SITES 
 

71 Kitchener, Ontario                                             

72 Nassau, Bahamas 

73 Windsor, Ontario 

74 Toronto, Ontario 

75 Niagara Falls, Ontario 

76 Kingston, Jamaica 

77 Ottawa, Ontario 

78 Québec, Québec 

79 Sault Ste. Marie, Ontario 

80 Montreal, Québec 

81 Aruba 

82 Windsor, Ontario 

83 Dartmouth, Nova Scotia 

84 Hamilton, Ontario 

85 Saint John, New Brunswick 

86 London, Ontario 

87 Ocho Rios, Jamaica 

88 Chicoutimi, Quebec 

89 Kingston, Ontario 

90 Hull, Québec  

91 St. Johnôs, Newfoundland 

92 Sault Ste. Marie, Ontario 

93 Sudbury, Ontario 

94 Nassau, Bahamas 

95 Windsor, Ontario 

96 Mississauga, Ontario 

97 Windsor, Ontario 

98 Trois Rivières, Québec 

99 Bridgetown, Bahamas 

00 London, Ontario 

01 Ocho Rios, Jamaica 

02 Ottawa, Ontario 

03 Sydney, Nova Scotia 

04 Sarnia, Ontario 

05 Chicoutimi, Québec 

06 St. Johnôs, Newfoundland 

07 Kingston, Jamaica 

08 Niagara Falls, Ontario 

09 Trois Rivières, Québec 

10 Saint John, New Brunswick 

 

 

 

 

 

 

Area Distribution 

  70ôs 80ôs   90ôs  00ôs 

Ontario 6 4 5 4 

Québec 1 2 2 2 

Atlantic 0 2 1 2 

Caribbean 2 2 2 2 

 

Preparation of this Manual was a project of 

the Past Governorsô Committee 

 

**Original document created by 

1968 Past International President Glen 

Bagnell and members of the Dartmouth 

Kiwanis Club 

Edition 1 1979 

Edition 2 1990 

Edition 3 2002 

Edition 4 2005 

 

Revisions by the District Convention 

Committee 

Edition 5 2006 

 


