UNI TED STATES POVNER SQUADRONS
DI STRI CT 4

DISTRICT OPERATING PROCEDURES

Section 1. The District Operat-
ing Procedures shall be a direc-
tive for the guidance of the
District Oficers and shal
anplify the Bylaws as to detai

and shall include notions passed
by the District Council that
shall be continued wuntil such
time as they are nodified or re-
sci nded. Any wor d denoti ng
gender used in these operating
procedures shall apply equally

to either gender as the context
may require.

The District Qperating Proce-
dures shall be reviewed and ex-
amined annually by the District
Bridge. The Secretary shall ad-
vise the District Council when
any notion proposed indicates
that its intention is to be con-
ti nuous and thereby add to said
nmotion that it is to be included
in these perating Procedures.
Changes in the Operating Proce-
dures may be recommended at any
District Council Meeting. The
District Commander may permt
action at that nmeeting or my
appoint a commttee to study
said change for a report and
vote at the next regular Counci
Meeting. Adoption of these pro-
cedures and any changes thereto
shall be by majority vote of the
Di strict Council.

Copi es of these Qperating Proce-
dures shall be furnished to al
el ect ed Di strict Oficers,
squadron commanders and district
chai rmen upon assumni ng office.

1. The District Conmander, upon
assunming office, shall establish
the dates of Council Meetings
and their |ocation. The Dis-
trict Commander shall also es-
tablish the dates and | ocations
of the Spring and Fall Con-

f erences. These dates shall be
publ i shed in t he District
Roster. If circunstances re-

quire, the district conmander

may change the council neeting
| ocation, notice of such change
being made in a tinely nmanner by
mai | or tel ephone.

2. The District Conmander shal
notify the Secretary of the
agenda of each Council Meeting
which shall be included in the
call of the neeting. |In the in-
terest of conducting an orderly
neeti ng, reporting of ficers
shall confine their reports to
the three minute tine limt set
forth. Any nenber who has a
special natter to be discussed
shall notify the District Com
mander in advance of the neeting
so that it nmay be included on
t he agenda. Any nenber report -
ing, who shall need nore than
the allotted tinme, shall request
time prior to the neeting from
the District Commander.

3. The Secretary shall include
a return formindicating atten-
dance with the call to the neet-
i ng. Menbers shall promptly
return said forns to assist the
Meetings Chairnman in making the
necessary preparations. Thi s
formshall serve as a place card
for dinner.

4. Each District Oficer and
Chairman is expected to carry
out all duties within the linmts
of the approved budget, which
shall be furnished by t he
Chairman  of the Budget and
Finance Conmittee before the
Spring Conference. The second-
nost seni or menber of the Budget
and Fi nance Committee shal
serve as Budget Oficer. Al
requests for paynent nmust be
approved by the Budget Oficer
for conpliance with the budget
before payment by the treasurer.
Expendi tures beyond the budget
may be approved by t he
District Conmander or the Budget
Oficer for amount s up to
$50. 00. District Counci
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appr oval shal | be required
for all expenditures nore than
$50.00 above the budgeted
anount and for all capital
expendi tures.

5. Reports made by O ficers and
Conmittee Chairnmen shall be in
witing and a copy turned over
to the Secretary for inclusion
in the mnutes.

6. Any notice that a Conmittee
Chairman wi shes to send to the
Squadrons shall first be ap-
proved by t he District
Commander or by the Oficer to
whom t he Chairman reports. This
approval may be verbal as |ong
as the approving officer hears
t he verbati m copy.

7. The Roster of all Oficers,
Commi ttees and Squadr on
Oficers and Conmttees shall
be printed and distributed to
all  Council Menmbers with a
t arget date of the first
Counci | Meet i ng after t he
Spring Conference.

8. The Oficers of the Bridge
shal | revi ew with each
reporting Conmittee Chairman,
the duties and results expected
of the Conmttee that year.

9. Each year the Meetings
Chai rman shall request reserva-
tions for the nenbers | uncheon
at the Spring Conference and
the Fall Conference. Menbers
who desire lunch shall return
the reservation form to the
indicated nmeetings conmittee
menber with paynent.

10. The Treasurer shall nmmain-
tain a checking account with no
m ni mum required balance and a
nmoney nmarket account with a
m ni mrum bal ance of $2500.00 at
a Council approved savings
bank. The following officers

aut horized to nake w thdrawal s:
t he District Tr easur er,
District Commander and the
District Executive Oficer with
only one signature required.

11. District 4 shall maintain a
reserve fund factor to be not
less than 1.5 times nor nore
than 2.5 tinmes the operating
budget. The district's cash as-
sets consist of its checking
account, noney nmarket account
and investnents in CDs. A
times, sone of the cash assets
are dedi cat ed for speci al
purposes as was done for the
D)4 50th anniversary and the
USPS 75th anniversary. The
total cash assets |less such
dedicated funds are the net
funds available for budgeted
expenses and t he required
reserve. The reserve funds,
therefore, consist of the net
funds as determ ned above, |ess
any unexpended currently
budgeted funds and/or approved
unpaid invoices and vouchers.
This is the reserve which nust
be maintained at no less than
1.5 times the annual budget.
The Treasurer's Report shall
contain a line itemthat lists
non-bill ed acquisition anounts.
This anopunt shall be so listed
unti | the bill arrives. A
menber t hat receives an
acquisition must notify the
treasurer if billing is not
received within 60 days.

12. The District Comrander is
hereby authorized and directed
to make a donation of $25.00 to
the USPS Educational Fund on
behal f of District 4 upon
notification of the decease of

certain nenmbers of the District
(as listed below) and to advise
the Council of such action at
its next regular neeting. Such
recognition shall be mde to
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and is limted to: (1) Current
and Past Nat i onal Bri dge
Oficers who reside within the
territory of District 4 and are
or have been active in its
affairs; (2) Current District 4
Bri dge O ficers, Commi ttee
Chai rmen and Council Menbers,
i.e., Squadron Commanders; (3)
Past District Commanders  of
District 4; (4) Past District
Li eut enant Conmmander s of
District 4.

13. Any tinme any nmenber of Dis-
trict 4 knows of the death or
extrene sickness of a nenber,
he or she should notify the
District Commander and the
District Executive Oficer. A
District 4 Tel ephone Committee
established by the District
Commander should notify the
menber shi p with t he
responsibility as follows:

District Conmmander : notifies
t he District Bri dge, t he
chaplain, the flag |ieutenant,
chai rmen of General Committees,
Standi ng Conmittees, and Ad Hoc
Commi t t ees, Nati onal O ficers
and Governi ng Board nenbers;

D)4 Executive Oficer: notifies
al | squadron commanders;

D 4 Educat i onal Oficer:
notifies menmbers of the educa-
tional dept;

D 4 Adm ni strative Oficer:
notifies administrative depart-
ment and treasurer's Departnent
chai r nen;

D4 Secretary: notifies
secretary's depart ment and
executive's departnment Chairnen

D)4 Treasurer: notifies nenbers
of the nominating conmittee and
P/ D C s;

as per the nobst recent D4
Roster. Each officer is to be
responsi bl e for their own

assistant(s) and aide(s). If a
bridge officer is unavailable,
his/her aide will be notified

and take responsibility to
notify the appropriate nenbers
on the |ist.

14. The District Bridge shall
conduct annual |y, between 1
January and 28 February, an O -
ficers Training Program for all
squadr on bri dge of ficer
nomnees in the district for
t he com ng year.

15. District 4 shall conduct an
I nt er denomi nati onal Menor i al
Servi ce annually. Squadron com
manders will be called upon to
read the names of their ship-
mat es who have departed during
recent years.

Section 2. District Education
Chairnen Duties and Respon-
sibilities:

1. The District Education O -
ficer shall recommend and the
Di strict Commander appoint such
District Educat i onal Cour se
Chai rnmen as deened necessary.
Appoi ntees shall have the rank
of District Li eut enant and
shall serve as liaison between
the National Course Chairman
and t he Squadr on Cour se
Chai rman. Appointnents are to
be made annual ly.

a) Chairmen are to be appointed
for Boating, Seamanship, Pilot-
i ng, Advanced Piloting, Junior
Navi gati on, Navigation, Cruise

Pl anni ng, Engi ne Mai nt enance,
| nstructor Qualification,
Mari ne El ectroni cs, Sai |,
Weat her, Teachi ng Al ds and

Suppl enent al Pr ogr ans. O her
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educati onal chairmen nmay be
appointed as nmy be deened
necessary.

(b) Their commttees shall con-
sist of the Sqguadron Chairnmen
of their courses or activity.

(c) The District Education O -
ficer shall coordinate their
activities and shall appoint a
Squadron Education Oficer as
an advi sor to each Chairnan.

2. The duties and respon-
sibilities fall into t wo
categories: Those pertaining to
the District Conference and
those during the renainder of
t he year.

(a) District Conferences:

e Notify t he District
Educat i on Oficer and
Advi sor i f unabl e to
attend.

e Prepare agenda of subjects
to be discussed at the
Wor kshop

Wor kshop
personal |y

e Appoi nt a
Secretary or
t ake the m nutes.

« Conduct the Wrkshop
Meeti ng.

e See that only constructive
criticism or conments are
di scussed and entered into
t he m nut es.

e Prepare 36 copies of the
m nutes and supply them to
t he District Educati on
Oficer within ten (10)
days.

(b) Renmmi nder of the Year:

e Keep the nenbers of the
Commttees informed of the
| at est devel opnent s
pertaining to their course.

e If necessary, call special
nmeetings of the Committees
for di scussi on or
di ssem nati on of
i nformati on. Notify t he
District Education Oficer
of such neetings.

e In cases wher e this
Chai rman wi shes to clear up
a discrepancy or seek

additional information on
the course or its material,
the Chairman shall wite

directly to the National
Course Chairman with a copy
to the District Education
Oficer.

« Attend al | Educat i onal
Depart nent meetings.

At all times attenpt to keep
the District Education Oficer
abreast of what is happening
regardi ng their Course.

3. For any video tapes (or
audio tapes) t hat Nat i onal
sends to the District, the
ori gi nal copy shal | be
mai nt ai ned separate from copies
t hat may be made and
distributed to the Squadrons.
The original copy wll be
placed with the AsstDEO for
saf ekeeping. The AsstDEO will
mai ntain the District 4 library
of t apes, filnms, st udent
fol ders, and other Educati onal
materials that are available
for | oan to District 4
Squadrons. The AsstDEO will
mai nt ai n accountability for
these itens at all tines.
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Section 3. Executive and Ad-
mnistrative Wrkshops; duties
and responsibilities of depart-
ment chai r nen.

District Conferences:
e Notify t he District
Adm nistrative Oficer if

unabl e to attend.

e Prepare agenda of subjects
to be discussed at the
Wor kshop

Wor kshop
personal |y

e Appoi nt a
Secretary or
t ake the m nutes.

¢ Conduct the Wrkshop
Meeti ng.

e See that only constructive
criticism or conments are
di scussed and entered into
t he ni nut es.

e Prepare 36 copies of the
m nutes and supply them to
the District Adm nistrative
Oficer within ten (10)
days. Wen joint workshops
are held, each chai rman
shall provide the required
nunmber of copies of the
m nut es.

Section 4. Awards and pri zes.

1. The following District 4
awards shall be presented an-
nually to those squadrons and
menbers who do so qualify:

a) Prince Henry, the Navigator,
Awar d

b) Charles H Leach Menorial
Tr ophy

c) Harry Kern Menorial Award

d) John Burns Safety Award

e) District 4 Teaching Aid
Awar d

f) Harvey A Collins Menorial
Awar d
g) GCeorge Ruckdeschel Menori al
Awar d

Section 5. Spring Conference,
yearly conmittee appointnents
and approval s.

1. The District Secretary shall
distribute a [list entitled
"District 4, Comm ttee Appoint-
ments for (applicable years),"”
to each appropriate D/4 Council
menber at the norning session
of the Spring Conference prior
to or after its convening but
no later than the beginning of
t he wor kshop sessi ons.

2. The list shal | show
Commi ttee Chai rmen and nenbers,
Chaplain, Flag Lieutenant, Law

Oficers, Property Oficer,
Fi nance Commi tt ee, Pl anni ng
Committee, Budget Committee,

Ai des, and others, as appointed
by the District Commander, in
accordance with D/'4 Bylaws and
Operating Procedures.

3. The District Secretary shall
confirm the distribution of
this list by signature of each
Counci | memnber.

4. At the Council neeting fol-
lowing the Spring Conference,

the Council shall approve or
act upon t he "Conmittee
Appoi nt ment " Iist as

distributed during the norning
Conf er ence sessi on.

5. Resignations from elective
and appointive commttees:

a. El ective committees. A
menber who wishes to resign
from an elective committee
shal | submi t a letter of
resignation to the District
Commander, with a copy to the
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Chai rman of the Nom nati ng
Committee. The D)C may accept
the resignation on behalf of

the District Council, and so
advise the Council at its
next rmeeting, or bring it

before the Council at its next
meeting for action. The D/ C
shall al so advise the Chairman
of the Nominating Conmittee
as soon as possible of any
resi gnations from t hese
el ective conmittees.

b. Appointive conmittees. A
menber who w shes to resign
from an appointive comittee
shall submt a letter of resi-
gnation to the District Conm
ander . The D/IC shall advise
the Council of the resignation
at its next neeting, and shall
nane, as soon as possible, a
repl acenent, subject to the
approval of the Council.

Section 6. District 4 |ogo.

The of ficial District 4
| ogo shall be the two-color
D4 logo as shown on the
1994/ 1995 District 4 Directory.
It shall be used appropriately

on any District 4
publi cati on, or displayed in
a fitting manner as the

District so chooses.
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