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Instructions for completing the Standard Form for District Bylaws template
(as revised by the Kiwanis International Board December 2014)
The Standard Form for District Bylaws reflects key standards and ‘best practices’ that Kiwanis International has established for district operations. Any deviations require specific approval by the Kiwanis International Board of Trustees in order to be effective.
The Kiwanis International Board requests all districts to adopt the December 2014 version of the standard form at their earliest possible conventions. 
Kiwanis International encourages districts to utilize their Bylaws and Policies Chair (or Committee) to assist the district board throughout this process, especially with Steps 1 and 2.

Step 1 – Prepare the new bylaws

A. Review the new 2014 Standard Form for District Bylaws template to become familiar with the new language as well as the various instruction notes (indicated in red) that help lead the district through proper completion. 
B. Consider the various options to choose from and information to be completed (also indicated in red). The new standard form cannot be presented to clubs as-is; the district board must first determine how to complete each option so that it recommends a complete bylaws package to club delegates. 
C. If your current district bylaws contain provisions not included in the new standard form, consider whether they are truly essential to district operations. If not, delete them. If they are considered essential, they should probably be moved to district policy, under the control of the district board in carrying out its proper responsibilities to manage district operations, not included in the district bylaws where those details would be micro-managed by the entire House of Delegates. Many non-standard provisions were originally adopted as reactionary measures to exceptional situations, which is not good practice for bylaw provisions. If a district has existing provisions not covered by the new standard form that it believes must remain in its district bylaws, these will be considered for approval by K.I. on a case-by-case basis. Be sure they are noted in Step 2.
D. Districts may have provisions that expand provisions or criteria in the standard form, but not that reduce it. Example 1: At least 3 days advance notice is required for special meetings of the district board. The district could set that at 4 or 7 or 14 days notice, allowing more time, but could not set it at 24 hours notice, allowing less time. Example 2: Certain duties are required of district officers. The district may add additional duties, but may not remove any of the required duties.
E. As in the past, some provisions directly related to the K.I. Bylaws or specifically directed by the K.I. Board cannot be adjusted from the standard form text.
F. After completing all options, remove all instruction notes and check all section numbering to make sure it is still sequential.  Please leave all options text in red and show any additional deviations from the standard form in red.  These will assist with Step 2. After the K.I. Board has eventually approved your new bylaws, all text can be turned to black. (You may also want to adjust page endings.) 
Step 2 – Submit your draft to K.I. Staff for review 
The district board should provide a draft of its proposed new bylaws to K.I. Governance Specialist Diana O’Brien (dobrien@kiwanis.org or governance@kiwanis.org) for initial review and informal pre-approval. This step is important for two reasons: 

· It alerts the district to any missing text, uncompleted options, or unintended conflicts that could delay or prevent approval later by the K.I. Board.

· It allows review of deviations (if any) from the standard form.
If your draft would not be acceptable for K.I. Board approval, Staff will work with you on subsequent drafts until a version is reached that is acceptable to both the district and Kiwanis International. 
Step 3 – Send notice to clubs 
A. After pre-approval by K.I. of your final draft, the district board must provide the normal amount of advance notice to clubs for adoption of bylaw amendments (60 days). Due to the amount of text involved, earlier notice is even better, if possible. Be sure to inform clubs that the effective date of the new bylaws will be October 1, at the beginning of the next administrative year. 

B. Along with the proposed new bylaws package, the district may also wish to send information to clubs explaining why certain options were selected or what is happening to special provisions that will no longer exist, etc. K.I. Staff can sometimes assist with this messaging, if desired. It may also be helpful to inform clubs in advance that discussion during the House of Delegates will be article by article. (More about this in Step 4.) 

C. If hard copies of the proposed bylaws will not be available at the district convention, clubs should be forewarned to print and bring their own copies. 

Step 4 – District convention and House of Delegates 
A. At the district convention, delegates will consider the recommended new bylaws. Like normal, at least a quorum of the clubs (one-third) must be represented at the House, and a two-thirds (2/3) vote of those present is required for adoption. 
B. See the Parliamentary Tips and Information on the last page regarding the process to be followed during the House of Delegates. If possible, arrange to project amendments on a screen for everyone to see. Note that, even though delegates have the right to move and consider amendments to any provisions of the proposed new bylaws, any such changes will not be effective until or unless subsequently approved by the K.I. Board.
C. If the district expects much controversy during its House, the presiding officer should secure the assistance of a qualified parliamentarian or other member with sound knowledge of Roberts Rules (ideally, but not necessarily, someone also familiar with the district bylaws). 

D. Plan an amendment forum or other meeting prior to the House of Delegates that would address questions and answers and explain the process to be used in the House. 
Step 5 – Notify K.I. of final results 
The district notifies K.I. of its adopted bylaws, including any amendments adopted during the House of Delegates, and awaits formal approval by the K.I. Board.
Please be aware that all districts are required to adopt the new standard form, personalized to your particular district. If, for any reason, the district anticipates opposition to the proposed new bylaws significant enough that it might prevent adoption by the House of Delegates, please discuss this early with Kiwanis International so that K.I. can possibly help address known concerns. 
Be aware that adopting the new standard form may also necessitate changes in some district policies. Information that was previously contained in your district bylaws may be moving to policies, or existing policies may need to be revised to agree with your new bylaws. Keep district policies in mind as you consider the language of the new bylaws. District policies are under control of the district board, so club delegates do not need to approve them. However, it may sometimes be helpful to summarize and explain particular policy changes to delegates as part of the bylaws adoption process, in order to assure them that certain topics are still covered by written rules.
If you have questions or need assistance at any point throughout the adoption process, please don’t hesitate to contact me. I’ll be happy to assist.
Parliamentary Tips and Information

for adopting the new Standard Form for District Bylaws

(per Robert Rules of Order Newly Revised, 11th Edition)

General: Adopting new bylaws in place of the district’s existing bylaws is handled as what Roberts Rules calls a ‘revision.’ (Roberts Rules, 11th Edition, p. 593.)  The whole new bylaws are considered one motion, not several individual motions rolled into one. 
The motion that should be offered by the maker (someone speaking on behalf of the district board) is: “I move that the entire district bylaws be amended by adoption of the proposed new bylaws as [sent to clubs or as posted on the district web site], effective October 1, 20__.” 

Section by section (seriatim): Roberts Rules recommends the best way to facilitate orderly discussion of complex motions like new bylaws is to go through the document in sequence, considering one piece at a time, whether by article, by section or group of sections, or by paragraph. (Roberts Rules calls this ‘via seriatim.’ 11th Edition, pgs 276-280.) The purpose is to focus the assembly on just one aspect at a time for orderly debate. While a particular section is being discussed, amendments to that section are in order and may be adopted by majority vote. However, a final vote is not taken at that time on the section as amended. Instead, after all articles or sections have been discussed (and several possibly amended), the new bylaws as a whole is opened up for final debate and possibly more amendments, then a final vote is taken on the final document as a whole.
If someone moves to consider the new bylaws as a whole instead of section-by-section, then the House should vote on whether to do that, essentially determining how they want to handle consideration. It should be pointed out that consideration section-by-section will not necessarily take a long time if there are only questions or debate about a few provisions. Example: Presiding officer: “Is there any debate on anything in Article 1- Definitions?” (Brief pause.) “Hearing none, we’ll move on. Is there any debate about anything in Article 2?” In case there are questions or debate about several provisions, seriatim is definitely the best way to handle discussion.

Amendments: Obviously, if several sections were amended before the final overall vote, the presiding officer or his/her designee should review all amendments with the delegates before they start into the final phase of debate and approval. (It would also be good for someone to project those changes on a screen, if possible.)
Divide the question: If someone moves at any point to ‘Divide the Question,’ – essentially asking to consider the package concept by concept rather than section by section – that would be out of order in this case, because the House can’t adopt just selected, individual parts of the new bylaws. The good news for anyone wanting to Divide the Question is that using seriatim will allow delegates the same opportunity as Divide the Question.

Table: If someone asks to table the motion, be aware that tabling is often accidentally misused. Under Roberts Rules, the motion to table is intended only to allow the assembly to set aside the existing main motion (the bylaws revision) in order to take up some other matter of urgent business. If there is no matter of urgency, the main motion should not be tabled. 

Postpone: A motion to ‘postpone the main motion until ________’ stating a specific time, could be permitted only if it’s postponed for a short period such as a short recess for the district board or the Bylaws and Policies Committee to resolve some controversial point. However, be aware of two things in this regard: 1) under Roberts Rules, you cannot postpone something for more than one-quarter of the year, so the motion to adopt the new bylaws could not be postponed until the district’s next convention a year later; 2) in the above example, the proper motion would be to call a short recess, not to postpone the main motion. 
A motion to ‘postpone the main motion indefinitely’ should be ruled out of order – along with any other motion attempting to kill the main motion and thus to thwart consideration and adoption of some version of the new bylaws. 
Refer: Since the district’s House of Delegates will not meet for another year, motions to refer the new bylaws back to the district board should be strongly discouraged. Instead, the maker could and should propose alternate language for consideration as an amendment that will ultimately be adopted or rejected by the House. Or a brief recess could be proposed during which the Board or the Bylaws and Policies Committee addresses an issue deemed legitimate and offers a revision. Motions to refer are debatable. Depending on the discussion regarding referral, it may help for the district board to explain its rationale for proposing certain language.
Delegates’ rights:  Though delegates have the right to move and consider amendments to any provisions of the proposed new bylaws, any such changes will not be effective until or unless subsequently approved by the K.I. Board.
The technique that delegates can and should properly use if they don’t like something proposed in the new bylaws is to amend it to their liking – or, if they don’t like it at all, to amend by deleting that text. That assumes the remaining text will still make sense; if not, then the amendment would not be in order.  
A delegate who does not like the new bylaws at all can simply vote no on the final version. 
Parliamentarian: As noted in the cover memo, if the district expects much controversy during its House, the presiding officer should secure the assistance of a parliamentarian or other member with sound knowledge of Roberts Rules (ideally, but not necessarily, someone also familiar with the district bylaws).
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