Toastmasters District 35 District Calendar policies and procedures
1. District Administration Manager shall be responsible for calendar maintenance (additions, changes and deletions). District Director, District Program Quality Director and District Club Growth Director (trio) shall have access to maintain the calendar as well, but serve as a back up to the District Administration Manager.
2. The District Administration Manager shall maintain calendars for District 35 (all events), Speech Contests (only), Training (only) and one for each Division. The District calendar shall be publically accessible from the District 35 website. 
3. Requests to add, change or delete a District calendar event should be made via email to the District Administration Manager.
4. District Administration Manager is expected to make calendar entries within two business days of request. If this is not possible, District Administration Manager may ask one of the trio to make the change or ask the requestor if a delay is acceptable.
5. Calendar entry format – All entries shall have the same consistent format: District/Area/Division – Event. Speech contests should include the name of the contest (e.g. ‘International Speech and Table Topics contest’). Semi-annual training should be referred to as TLI.
6. Requestors shall include relevant information such as name and address of the venue, price, contact information (phone or email of organizer) and time of event (doors open, hospitality, networking, judges/contestant briefing, lunch/dinner breaks, and conclusion). Any links to sign up or for additional information should be included in the body of the calendar entry.
7. The following events are acceptable to be posted on the District calendar

	Event
	Calendar

	District Conference or Convention
	District

	Area speech contest
	District, Speech Contests, Division

	Division speech contest
	District, Speech Contests, Division

	District-wide TLI
	District, Training

	Division TLI
	District, Training, Division

	District Executive Committee (DEC)
	District



8. The following events are not acceptable to be posted on the District calendar: Club contests, area and division councils, speakathons and parties, club meetings
9. [bookmark: _GoBack]Events of general interest to members may be included upon request to the District Administration Manager. For example, club-sponsored leadership seminar, evaluation university, humor-fest, etc.
10. Webinars may be included upon approval of a member of the trio.
11. The District Administration Manager may produce a form to post on the District 35 Leaders Only section of the Website.  This completed form will be the template used to post all data.
12. The District Administration Manager will hold an annual webinar, announce process, post slide deck on Website to inform users of these procedures and guidelines.  
