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Preface

Will we be able to tidy out and then write down all the documents and
informations we acquired during the years? Will we be able to turn them
into a formal manual? And even if we will reach our goal, will it really help
young members to know our Association?
These are only some of the questions that the ILO Council has discussed
during the last year. As usual, only the future will give us all the answers,
after throwing ourselves headlong in this project, at the end of a hard
and accurate work, after spending many nights on the computer trying to
summarize all the ideas.
These pages are the result of a great amount of efforts: all the people
who joined this project have tried to adapt it to the needs of those young
members which represent our future and which will surely need some
help more than the others in order to understand our mission at best.
Nonetheless, this manual will surely represent a useful tool for all those
persons (Leos and Lions) who would like to try to understand what we call
“Leo world”.
Let it be clear that our purpose is NOT to arrange an official textbook,
as this manual shall not replace the Lions official documentation; it only
represents the result of the dedication of some Leos who have collected
their experiences in the Association during the years and who have decided
to share them with everybody. This group is represented by the ILO Council
and by some other precious friends, Leos belonging to different Countries,
cultures and traditions, joined by the same purpose of summarizing their
experiences and to preserve them.
In the last years we attended the birth and the “death” of many Clubs: this
has been the cause of a progressive loss of that “handed down knowledge”
which characterized our Districts and Multiple Districts, thus feeling
the need to provide all members with that basic informations which are
necessary in order to be totally aware of our potential and of the potential
of our Association (which is not always exploited at best).
That’s why these pages are meant as a tool for sharing experiences and
knowledge, a moment in which different members may compare each
other. This is the only possible way in order to try to “speak the same language”.
It has often happened to me to meet some Leos belonging to very far
Countries and I noticed that their “Leoism” is very different from mine:
but this is not a limit at all! On the contrary, it represents a great possibility
for our Association. This is the reason why being Leos is so extraordinary:
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there’s not indeed only one single way of applying the basic principles
of lionism, but there are many different possibilities to live this great
experience.
We are part of an association of young people who share some common
ideals and principles; everyone of us has his own way to pursue them, thus
having the possibility to improve that wealth of experience which is so
much important that it is not possible to loose it.
That’s why it is so important to confront each other in order to gain
experience: it is crucial for our dedication to all kind of activities.
Is it possible to confront each other without being understood?
Is it possible to use a language without knowing its syntax and its grammar?
I’m sure that the answer to both these questions is NO! We will not be
able to serve without knowing ourselves and our Association as well as we
cannot build a long lasting house without laying its foundations.
I’ve always in my mind what Seneca said many centuries ago:
“If a man does not know to what port he is steering, no wind is favourable to him”.
We shall provide all Leos with a good compass, so that they may follow
the correct course.
I think that what you are going to read shall be meant as a sort of vademecum for Leos, which may allow them to be aware of the moral and
organizational basics of the Association. Our goal is to try to create a
common language for a real and useful communication.
Being Leos also means to be ready to grow in order to serve other people;
it means to be ready to dedicate our time (not only the free time) to the
developing of an Association which shall be able to change as soon as
some habits change according to the needs of the society.
I’m really happy of the result of this job and I’m proud of those people
who have worked hard for it (thanks to the important discussions about
the “templates” that took place during the last years), providing all Leos with
those precious instruments which may allow them to know how incredible
our Association is and to understand that we all should be proud of being
part of it.
May this manual be the compass which will drive Leos of all Countries of
the World towards important goals and successes. If this will be the case,
Seneca should remind that:
“ No wind is favourable for those who don’t know where to go but since we know where
to go also the breeze will be precious ” (Rainer Maria Rilke).
Your in Leoism
Alberto Soci
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

Greetings from Past International ILO Council Chairpersons

ILO Council Chairperson 2008-2009
The present LEO Manual is the work of many Leos from within the ILO
council and also outside of it. The ILO council is a dynamic entity that
continues evolving together with the passing of time always finding new
and new challenges. The ILO’s are there to fill in the gaps that are created
by the over busy district and multiple district boards. It is a helping tool
for Leos and Lions all over the world.
We all know that the International Lions Clubs have created a set of
formal rules as guidelines for our day for day activity in this organization.
But we also know that this just isn’t enough. On many occasions we are
faced with new situations that are not covered by the rules. Sometimes
the information is orally passed on from one person to the next loosing
pieces of contents sometimes ending up being totally forgotten. Or
when organizing an event sometimes the information about how to
best proceed is scattered over many websites, books or pamphlets. Or
maybe simply there are so many other opportunities of service activity
that are unknown to us. This manual is meant to bring all of those things
together in one place binded together by these covers in the shape of a
book that can be placed upon a shelf always there to answer questions.
I, as the 18th chairperson of the ILO council, was just a mere instrument
meant to move forward the wheel of creation of the Leo movement in
Europe. With the help of the ILO’s present in the council of my year we
continued the work of our predecessors adding new ideas to it as they
came and finally passing it on to our successors.
I hope this book will provide you guidance in your Leo work and I hope
in time you also will contribute to the evolution of this book in the
coming years. A manual that is not updated becomes obsolete in time.
Yours in Leonism
Agnes Kozma
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Dear readers,
This Manual was meant by ILOs over the years to be a part of the leo
history, to share experiences an ideas threw the years, threw the borders
and in between the Leos, and if possible, not only of Europe and
Mediterranean countries. This is the result of years of work of teams
and people willing a better leo world. Together some of the ILOs decided
not only to share experiences and put them on a paper, but also to share
success and help new leos, new clubs, new districts and countries in the
leo movement to find their way : organise an activity, organise a national
event, create new clubs, find funds etc... We called the “sharing success”
workshop “TEMPLATES”. Please, if you have this document in your
hand, this means you have a big leo duty : read it, share it, and make it
become always and always more usefull for the others.
Yours in leoism for ever
Marion Francois-Besombes
ILO Council Chairperson 2006-2007
Being the first out of Europe ILO chairperson was not the biggest
challenge we faced, it was the rapid growth and expansion of the ILOs
into new countries, territories and job description. Thus a stronger base
was needed so they (ILOs) can expand more and work better. This is
why my team, my self, with the advice of older experienced LEO leaders
and ILO leaders, we decided to adopt a “ back to the basics strategy “
where we chose not to venture into new projects or ideas, but to focus on
rebuilding a stronger infrastructure that would assist the new ILOs and
the ILO board in their day to day activities and tasks.
One of these projects was the ILO Manual that we are celebrating today,
this manual exists only because of the great work endured by the following
ILO board leaders and their team members, their persistence, and belief
in the concept to rebuild the base was the main reason we are celebrating
this manual today.
So on behalf of my ILO bored I would like to thank all team members
that worked on this project for their great efforts and a great manual for
future LEO leaders.
And I have to thank my team for their support and their courage to adopt
a project that would only bear fruit many years later.
Thank You
Aziz Mitry
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

The International Association of Lions Clubs

The Origins of the Association
The story of Lions Clubs begins in Chicago (USA), where The
International Association of Lions Clubs, nowadays also known as
Lions Clubs International, was founded in 1917. This new association
was formed by the already existing Association of Lions Clubs, founded
in Indiana on October 24th 1916 by Dr. William P. Woods, and the
Business Circle of Chicago.
At the beginning of the 20th century, according to the English Club
model, many Clubs where founded in USA, but their aim was mostly
focused on business. These Clubs were indeed meant as the seat where
business men could meet and improve their social position (the Business
Circle’s motto was “You scratch my back, and I’ll scratch yours”).
Meetings took place in hotels and restaurants, because lunch and dinner
where considered as important moments for sharing relations and
gaining new members. They could also plan some philanthropic events,
but it was not their main goal.

The Birth of the Association
In 1914, at the age of 33, Melvin Jones, owner of the Melvin Jones
Insurance Agency, joined the Business Circle of Chicago. Son of a U.S.
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T
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Army captain, he was born on January 13th 1876 in Fort Thomas,
Arizona, and he had a very strong character: he didn’t share the Club’s
motto and he understood that without having a direct influence on the
surrounding society this kind of Clubs were doomed to death. So he
started looking for new members and working on a new concept of
Club, as he was deeply convinced that “You can’t get very far until you
start doing something for somebody else”.
Melvin Jones was a real leader and he felt the need of increasing the
relations between Clubs, building up a network, an Association whose
members should be important members of the society who should
share the aim of doing something for other people instead of improving
their own “power”.
As a consequence of this idea, the concept of “serving” was born and
the “business Club” become a “Club service”. Of course it was not easy
to develop this project, but Melvin Jones deeply believed in it, choosing
as an example the experience of two other Club services which were
already existing: Rotary (February 23rd 1905, Chicago, Illinois) and
Kiwanis (January 21st 1915, Detroit, Michigan). Jones asked his Club
to join the Association of Lions Clubs; his members accepted and on
June 7th 1917 our Association was born during a meeting at the La Salle
Hotel in Chicago.
William Woods was voted as President during the first Convention,
which took place in Dallas, Texas, on October 8th-10th 1917; Melvin
Jones, who was appointed as Secretary, remarked that “no Club shall
hold out as one of its objects, financial benefits to its members”.
During the Convention the principles and the aims of the Association
were also fixed, as the principle of avoiding political or religious use of
it and to give the opportunity to join a Lions Club to all the people who
share the same principles and aims.
In 1919, during the Convention in Chicago, the acronym LIONS was
born: Liberty Intelligence Our Nations Safety 1. This acronym was
chosen in order to underline two main concepts: the importance of
liberty and sympathy and the fidelity bond between all members and
their Nations.
During that Conventions the Purposes and the Code of Ethics where
also approved.
During the Convention in Oakland, California (1921), the present logo
with the two Lions looking towards the past and the future was voted
on the basis of Maurice Blink’s proposal.

(1) In South
America it has
been translated as
“LEONES”:
Libertad,
Entendimiento,
Orden, Nación,
Esfuerzo, Servicio.
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Anyway, it was only in 1954 that the motto “We Serve” was adopted,
while in Taipei, in 1987, the adjective “masculine” was deleted from the
essential requirements for membership, leading the way to women inside
the Association.
1925 represents a crucial year for Lions Clubs. During the International
Convention in Cedar Point (Ohio), Helen Keller (1980-1968), a
famous American deaf and blind writer and activist, took the floor and
“challenged” Lions to help those who have lost the possibility to see or to
hear: “I appeal to you Lions, you who have your sight, your hearing, you
who are strong and brave and kind. Will you not constitute yourselves
Knights of the Blind in this crusade against darkness?”. It was the first
step of a wholehearted service which lead to the establishment of an
International permanent service: Sight First (1990).

The Diffusion of the Association
Thanks to the general atmosphere of relief and happiness which
followed the end of the First World War, Lionism was able to spread
all around the United States of America and in 1920 it reached Canada.
In the following years Clubs began to appear in many other Countries
of the world: China (1926), Mexico (1927), Cuba (1927), Panama (1935)
and South America (1936).
Although the Association was still very young, thanks to its important
contribute it gained more and more respect by the society, so that in 1919
it was recognized as a non-profit institution (corporate franchise).
Melvin Jones become very famous and appreciated in the years, so that
in 1932, the US President Herbert Hoover named him as member of a
selected group of persons who were invited to the White House for a
conference about economic problems.
Anyway, it is curious to remark that till his death (June 1st 1961,
Flossmoor, Illinois), Melvin Jones dedicated his life to the Association
but he didn’t want to be President. However, in 1958, the International
Board of Directors named Jones as Secretary General of Lions Clubs
International for life.
Conventions took place every year, except for 1945, a crucial year for
the Second World War; nevertheless, immediately after that conflict,
Lions had reached such a great importance that, in recognition of their
humanitarian actions, they gained the right to vote during the most
important peace congresses, such as San Francisco (1945) and Paris
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T
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(1946).
Lions International was one of the 40 humanitarian organizations
invited to the Conference in San Francisco to write down the Charter
of the United Nations, which was signed on June 26th by many leaders
such as Harry Truman and Winston Churchill. Lions were represented
by Melvin Jones and the Past International Presidents Fred W. Smith
and D.A. Skeen: it is possible to notice their contribution reading the
first Chapter of the Charter (Purposes and Principles), as it really recalls
Lions Purposes.
Representatives of Lions Clubs International took part to the UN
meetings in Lake Success, Flushing, New York and Paris. Then,
the Association become permanent advisory member of the UNO
Economic and Social Council (ECOSOC) and of the European Council
too.
Its spreading around the world was really fast and fantastic. In 1947, in
Lismore, the first Australian Lions Club was born, then in 1952 Lions
reached Africa (Marrakech): wherever a Lions Club was formed, many
others grew as a chain.
Lionism reached Europe only in 1948 and in that year new Clubs were
born in Stockholm, Geneva, Paris, Zurich and Halmstadt, followed by
Oslo and London in 1949. In the period between 1950 and 1953 Lions
Clubs were formed in Denmark, Iceland, Holland, Germany (Federal
Germany at that time), Italy, Austria, Belgium, Portugal and Greece.
This incredible development showed that many Countries perceived
Lions Clubs as a sort of “answer” to some of their important needs.
The new political situation gave Lions the opportunity to cross those
borders which had marked for several years the separation between
East and West, becoming a real “International” Association: after the
first Clubs in Hungary, Estonia and Poland, Lionism reached Albania,
Latvia, Romania, Lithuania, Ukraine, Russia, Bulgaria, Croatia, Slovenia,
Slovakia and many other Countries of the East of the World.
Nowadays, The International Association of Lions Clubs is the most
important non profit organization of the World, with 45,993 Clubs
and 1,341,804 members belonging to 35 Districts or to 113 Multiple
Districts worldwide2. Lions representatives also attend UNICEF, FAO,
UNESCO, ONU and WHO meetings.
In 2007 Lions Clubs International Foundation (founded in 1968), which
annually grants an average of more than 30 million dollars, has been
recognized as the most important NGO of the World by the Financial

(2) Data referred to
March 2010
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Times. In 2008, the 39th President of USA, James Earl Carter, who is a
Lions member, nominated LCIF for a Nobel Peace Prize. In September
2009, Charity Navigator, America’s largest independent charity evaluator
which provides free financial evaluations of America’s charities, awarded
LCIF four stars, the best possible ranking for a charity organization, even
higher, for example, than the Red Cross.
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Our Ethics
The Lions Code of Ethics essentially represents a life style: all the people
who want to become Lions should first of all prove that their behaviour
matches with the ideal “identikit” of a good Lions member. We will
never be able to do something really useful for other people and will
never reach our goals of friendship, sympathy and solidarity if we are
not the first ones to believe in these feelings: we shall give an example to
the society, respecting our Ethics and living our lives according to these
principles, otherwise we will never be “believable” and it will be almost
impossible to find new members.
But this is still not enough for a Lions or a Leo: we shall take the charge
of being active members of our Club, thus having a real chance “to
serve”.
It is the society itself which tries to do something more for the people
by means of the Lions Clubs, aiming for a better World for everybody.
So, the Association does not represent an abstract symbology of “good”
involved in the never-ending struggle versus evil: it represents the real
possibility that men have to work together to improve justice, freedom,
dignity, loyalty, sacrifice, altruism and solidarity.

Our Purposes
Reading the Purposes it’s easy to understand that Lions shall not simply
take part to the meetings: they have to live their lives according to these
principles, whose application is necessary in order “to provide a forum for
the open discussion of all matters of public interest; provided, however, that partisan
politics and sectarian religion shall not be debated by Club members” and “to
encourage service-minded people to serve their community without personal financial
reward and to encourage efficiency and promote high ethical standards in commerce,
industry, professions, public works and private endeavours”.
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

These purposes are referred to that ideal link that there should be
between all the members of the society, regardless of race, religion,
politics, bound each other by the respect of basic ethical principles.
All other purposes are referred to the role that a Club shall act within
its area and to the role of all Clubs, which are meant as a great group
deeply involved in a common project aimed at deleting the barriers of
ignorance through the international character of the Association, in
order “to create and foster a spirit of understanding among the
people of the world”.
All Clubs and members (Lions and Leos) shall act as an example by
operating positive actions aimed at an increased presence within the life
of the society.
There’s no need to underline that only those people who don’t have
any specific personal interest, those persons who are not interested in
gaining personal power or in judging behaviours and traditions may be
considered as members of the Association.

Lions International Purposes
•
•
•
•
•
•
•
•

To Organize, charter and supervise service Clubs to be known as
Lions Clubs.
To Coordinate the activities and standardize the administration of
Lions Clubs.
To Create and foster a spirit of understanding among the people
of the world.
To Promote the principles of good government and good
citizenship.
To Take an active interest in the civic, cultural, social and moral
welfare of the community.
To Unite the clubs in the bonds of friendship, good fellowship and
mutual understanding.
To Provide a forum for the open discussion of all matters of public
interest; provided, however, that partisan politics and sectarian
religion shall not be debated by Club members.
To Encourage service-minded people to serve their community
without personal financial reward and to encourage efficiency and
promote high ethical standards in commerce, industry, professions,
public works and private endeavours.
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•
•

•
•
•

•

•
•

To Show my faith in the worthiness of my vocation by industrious
application to the end that I may merit a reputation for quality of
service.
To Seek success and to demand all fair remuneration or profit as
my just due, but to accept no profit or success at the price of my
own self-respect lost because of unfair advantage taken or because
of questionable acts on my part.
To Remember that in building up my business it is not necessary
to tear down another’s; to be loyal to my clients or customers and
true to myself.
Whenever a doubt arises as to the right or ethics of my position or
action towards others, to resolve such doubt against myself.
To Hold friendship as an end and not a means. To hold that true
friendship exists not on account of the service performed by one
another, but that true friendship demands nothing but accepts
service in the spirit in which it is given.
Always to bear in mind my obligations as a citizen to my nation,
my state, and my community, as to give them my unswerving loyalty
in word, act, and deed. To give them freely of my time, labor and
means.
To Aid others by giving my sympathy to those in distress, my aid to
the weak, and my substance to the needy.
To Be Careful with my criticism and liberal with my praise; to
build up and not destroy.
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Leo Club Program

Leo Program is a Lions Clubs International Program for the constitution
of Leo Clubs formed by young people between 12 and 30 years of age.
The first Leo Club was born in 1957 thanks to Jim Graver, baseball coach
at the Abington High School in Pennsylvania, USA, and member of the
Glenside Lions Club. He noted that since its foundation the Association
had never planned to do something specific for young people: thanks
to the help of another Lions member, William Ernst, on December
5th 1957 Graver founded the Abington High School Leo Club. This
first group of Leos chose the official colours of their school, gold and
maroon, as the colours of the emblem which lasted for more than 50
years, till 2009, when the Board decided to change it.
They also created the acronym “LEO”, “Leadership, Equality,
Opportunity”, which was then modified in “Leadership, Experience,
Opportunity”.
Anyway, it was only in 1967, 10 years after the foundation of the first
Leo Club, that the Board of Directors officially adopted Leo Club as a
Program of the Association. The Abington High School Leo Club was
officially recognized only on October 17th 1968.
However, after that first “unofficial” period, Leo Program developed very
fast and at the end of the 60es Leo Clubs were present in 48 Countries,
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T
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for a total amount of 918 Clubs and about 24,000 members.
At the end of February 2010 there were approximately 144,700 Leo
members in 142 Countries of the whole World, for a total number of
5,789 Clubs (2,359 Alpha Clubs and 3,430 Omega Clubs), belonging to
105 Districts and to 24 Multiple Districts.

Objective
To provide the youth of the world with an opportunity for development
and contribution, individually and collectively, as responsible members
of the local, national and international community.

Leo Club Purposes
To promote service activities among the youth of the community which
will develop the individual qualities of Leadership, Experience and
Opportunity. To unite its members in friendship, fellowship and mutual
understanding.

Leo age limit
Since the beginning, Leo members have always been divided in Alpha
and Omega according to their age. Nowadays, after some modifications
of the age limit which have been applied and then changed again, during
the 92nd International Convention (Minneapolis, Minnesota, July 6th10th 2009) the International Board has decided that the age group for
Alpha Leos is from 12 to 18 years of age, while for Omega Leos it is
from 18 to 30.
Besides all the possible modifications of the upper age limit, for many
years both Alpha and Omega members have lived together within the
same Club, but since 2008-2009 a difference has been imposed by the
International Board: whenever a Club has six or more Alpha members
they shall form a Leo Club Alpha, while all other members shall form
the Leo Club Omega.
A Leo Club Alpha has the same privileges and rights of a Leo Club
Omega and it has to follow the same policies and procedures: the only
difference is represented by the age. So, it has its own President, its
Officers and its delegates for all District Conferences.

E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

The time frame from 12 to 30 years of age concerns a very important
period of our lives, during which our character emerges, laying the
foundations for our future. Together with the family, the experience of
a Leo membership surely helps young people to get in touch with other
people, to take the charge of being a responsible member of the society,
thus transforming a boy in a man and a girl in a woman.
It may seem difficult to involve young people of 12 years of age in such
an important project, but we shall always remember that this limit is
worldwide valid and there are many differences between all kind of
societies. As an example, we can consider that in USA Leo Clubs are
meant as school Clubs and boys and girls are involved in many activities
since the age of 12. Instead, in many other Countries, such as in Europe,
it is difficult to find such young Leos as a consequence of a different
nature of the society, in which people of 12 years of age are still basically
busy with the school and free time is mostly spent studying and playing.
It is important to respect the age limit of 30 years in an Omega Club,
because passing this limit would increase the already existing gap
between 18 and 30 years of age. Older members should support the
Club with their experience and most of all they should train younger
Leos. Sometimes there might be some difficulties in the communications
between someone who is 30 years old and someone who is 20 years old,
simply because they might use different “languages”, they have different
needs. So, while the distinction between Alpha Clubs and Omega Clubs
is aimed at reducing this risk, crossing the border of 30 years of age
would mean to loose the contact with younger people, whose presence
within a Club is vital for its survival.

Leos: “Lions of the future”?
Leo members should be carefully followed step by step by the Lions
Club sponsor, so that all the efforts and the acquired experience may
become an important resource not only for the members as persons, but
also for the Lions Club. Lions may indeed have the possibility to find
new members when some Leos have to leave the Leo Club because of
the age limit.
Although an automatic shift from Leos to Lions is not expected at the
moment (and it would not even be necessarily appropriate) it would
be correct to consider Leo Program as an important source of new
members for the Lions Club sponsor.
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So, it would be important to consider the associative curriculum as a
preferential credit for becoming Lions. The curriculum should be
transmitted to the Leo Advisor and then to the Lions Club sponsor
New Members Committee, in order to evaluate the candidacy of the
former Leo.
Even if in some cases Leos are still considered as young people trying
to act like adults but still too young to be Lions, it is better to remark
that Leo Program requires a great deal of efforts, so that if all activities
are carried out with care being Leos is not so much “easier” than being
Lions.
On December 1998, Lion Clubs International’s Board of Directors
has indeed approved the “Leo Years of Service Transfer Program”, a
resolution which allows those Lions who are former Leos to include
the years they’ve spent in a Leo Club in their Lions membership history
simply completing a form (“LeoTrans Form”) and submitting it to the
International Headquarters.
Leos and Lions should work in close contact with each other, planning
common events and involving one another in all the activities, so that
once a Leo Club has been established it shall not only be considered as
a chevron on a Lions banner.
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Statutes and Rules

We may not behave correctly (thus gaining good results) without knowing
the basic rules of our actions. As a general concept, the final result of
all our actions mostly depends on the correct use of a proper method.
But… what’s a “method”?
We can define a “method” as a set of rules which allow us to understand
and solve a specific situation. In other words, “using a method” means
“following some rules”.
Anyway, we cannot be sure that following these rules we will surely win
all competitions, but we can be sure that we will have more probabilities
to do that.
That’s why it is very important to be aware of the Statutes and the
Rules of our Association, in order to avoid many mistakes and personal
interpretations of some particular situations. In fact, our Association is
surely based on friendship as an essential link between all members, but
friendship is not over all rules. Acting according to friendship instead of
rules will surely lead to confusion and misunderstandings, damaging our
Club, District or Multiple District. We all have to follow the same rules,
otherwise we will not learn how to be examples of integrity within the
society.
On all year-books it is possible to find some useful documents and
informations about:
•
•
•
•
•
•
•

Standard District / Multiple District Constitution
Standard Leo Club Constitution
Membership Application Form (Leo-50 Form)
Leo Club Organization Report (Leo-51 Form)
Leo District Program Statistical Report (Leo-71 Form)
Leo Club Officers and Membership Report (Leo-72 Form)
Annual Leo District / Multiple District Report (Leo-91 Form)
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Countries where Leo Clubs are present may be organized as Districts
or Multiple Districts, according to the Lions organization (District
or Multiple District). Whenever a Country is structured as a Multiple
District, which is partitioned into other Districts, the Multiple District
represents the highest level of coordination and its Districts shall follow
the indications provided by the Multiple District Board of Directors.
Otherwise, in those Countries which are structured as Districts the
highest level of coordination is represented by the District Board of
Directors.
As well as a Multiple District shall coordinate all its Districts, each
District shall coordinate its Clubs, by means of the meetings which shall
take place during the year: activities, projects and candidacies which
involve the life of the Multiple District shall be examined, discussed
and approved or refused during these meetings. This is fundamental to
reach any goal.
According to Article III (Section A) of the Standard Leo District
Constitution, whenever six Clubs (or more) are sponsored by Lions
Clubs belonging to the same Lions District, the District Governor
may approve the formation of the corresponding Leo District, whose
territorial boundaries coincide with those of the Lions District.
President, Past President, Vice President(s), Secretary and Treasurer
are the main Officers of the District: Past President is appointed by
right, President and Vice President(s) shall be voted during the District
Conference; all other Officers shall be appointed during the last District
Council Meeting of the fiscal year.
The District Council represents the main administrative body of the
District and it is composed by the President, the Past President, the
Vice President(s), the Secretary, the Treasurer and the District Officers.
Districts may also approve to appoint Club Presidents as members of the
District Council, but this appointment shall be included in the District
regulation. Anyway, the Leo District Chairperson is also a member of
the Council as a sort of “connection Officer” between Leo District and
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Lions District. He shall attend all Leo District meetings but he neither
has right to vote or veto power.
Article III (Section A) of the Standard Leo Multiple District Constitution
states that whenever ten (or more) Leo Clubs, with a total amount of at
least one hundred members, are sponsored by Lions Clubs belonging to
the same Lions Multiple District, the Council of Governors may approve
the formation of the corresponding Leo Multiple District.
President, Past President, Vice President, Secretary and Treasurer are the
main Officers of the Multiple District: Past President is appointed by
right, President and Vice President shall be voted during the Multiple
District Conference; all other Officers shall be appointed during the last
Multiple District Council Meeting of the fiscal year. In particular, both
Multiple District Secretary and Treasurer shall be chosen between the
District Presidents.
The Multiple District Council (or “Board of Directors”) is composed by
the MD President, the Past President, the Vice President, the Secretary,
the Treasurer, all the District Presidents and the Officers of the MD. As
well as the District, the Multiple District has a Chairperson who shall
attend all Multiple District meetings, without nor right to vote nor veto
power.

Leo District Council Meetings
District meetings shall be convoked by the District President according to
the standards required by the District code. The District President, Vice
President(s), Secretary and Treasurer shall take part to these meetings,
together with all the other District Officers and Club Presidents (and
Secretaries, if possible). Anyway, all Clubs should be represented by at
least one delegate and it is to be hoped the involvement of as many
members as possible.

Leo District Conference
A District Conference takes place once or twice a year, according to local
traditions: in case the District is part of a Multiple District, this Conference
shall take place at least 30 days before the National Conference. During
this Conference the President and the Vice President(s) are voted, as well
as the location of the next year Conference. Moreover, proposals for the
services and other activities are examined and eventually voted. Article
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IV (Section C) states that all Clubs in good standing are entitled to vote
and it also indicates the principles concerning the number of delegates
that they deserve.

Leo Multiple District Council Meetings
Leo Multiple District Council Meetings shall take place at least twice
a year, according to the planning (date and place) approved by the
majority of the members of the Multiple District Council. One of these
meetings shall be held during the Leo Multiple District Conference.

Leo Multiple District Conference
A Leo Multiple District Conference shall take place annually. The
location and the date of the Conference are voted during the previous
Conference and approved by the majority of the Club delegates. Each
Club is entitled to vote according to the same requirements of the
District Conference. During the Multiple District Conference President
and Vice President are voted, as well as all services and activities which
involve all the Clubs.
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General Abbreviations
LCI
LCIF
IC
NC
MD
D
LC
Lions EF
GWA
MJF

Lions Clubs International
Lions Clubs International Foundation
International Convention
National Convention
Multiple District
District
Lions Club
Lions Europa Forum
Good Will Ambassador
Melvin Jones Fellow

LIONS Abbreviations
IP
IPIP
1° IVP
2° IVP
ID
PIP
PID
CC
DG
PCC
IPDG
DVG
1° DVG (1.VG)
2° DVG (2.VG)
3° DVG (3.VG)
PDG

International President
Immediate Past International President
1° International Vice President
2° international Vice President
International Director
Past International President
Past International Director
Council Chairperson
District Governor
Past Council Chairperson
Immediate Past District Governor
District Vice Governor
1° District Vice Governor
2° District Vice Governor
3° District Vice Governor
Past District Govenor
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DS
DT
DMC
RC (RCH)
ZC (ZCH)
P
IPP
PP
VP
1° VP
2° VP
S
T
MC

District Secretary
District Treasurer
District Master of Ceremonies
Region Chairperson
Zone Chairperson
President
Immediate Past President
Past President
Vice President
1° Vice President
2° Vice President
Secretary
Treasurer
Master of Ceremonies

LEO Abbreviations
LEF
LEPF
POC
ELIC
SLDCAB
DL
ILO
MDP
IPMDP
PMDP
MDVP
MDS
MDT
MDMC
DP
IPDP
PDP
DVP
DS
ST
DMC
P

Leo Europa Forum
Leo Europa Pre Forum
Presentation of Country
European Leo Information Center
Standard Leo District Constitution and Bylaws
Delegation Leader
International Liaison Officer
Multiple District President
Immediate Past Multiple District President
Past Multiple District President
Multiple District Vice President
Multiple District Secretary
Multiple District Treasurer
Multiple District Master of Ceremonies
District President
Immediate Past District President
Past District President
District Vice President
District Secretary
District Treasurer
District Master of Ceremonies
President
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IPP
PP
VP
1° VP
2° VP
S
T
MC

Immediate Past President
Past President
Vice President
1° Vice President
2° Vice President
Secretary
Treasurer
Master of Ceremonies
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The Club shall be considered as the brick on which the Association is
based: without it, it would be useless to form a District or a Multiple
District and the Association in general would have no sense at all to
exist.
As a consequence, all Clubs shall establish strong relationships with
one another, even if each single Club should be able to sustain itself
autonomously in planning services and general activities.
Clubs shall also behave according to the guidelines provided by Districts
and Multiple Districts, in order to put all efforts together and to reach
better results.
Whenever a Club is in needs, all the Clubs of the surrounding area,
together with the Lions Club sponsor, shall be ready to support and
help it to solve its problems. In fact, even if it may seem to be very
easy to establish, organize and maintain a Leo Club, the truth is that
problems and troubles are often just around the corner and some of
them periodically arise (such as the lack of members and the need to
find new ones). The only possible solution to solve these problems
and to be ready to face all possible difficult situations is to work with
constancy on the recruitment of new members, to take active part to
the other Club’s activities and (in general) to the life of the District /
Multiple District.
Here we may find some general suggestions which might be useful to
avoid as much as possible some troubles:
•

•

Always search for new members. The generational replacement
is the most important service; the whole Club shall be involved
in the recruitment of younger members, in order to guarantee its
survival.
Do not underestimate the importance of good relationships.
The Club shall not only aspire to survive, because many problems
may arise inside the Club due to misunderstandings between its
members of due to a President’s wrong behaviour. The same might
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•

•

•

•

happen between two Clubs.
Let all members feel helpful. All members shall be useful to the
Club and they shall feel themselves as if each one of them is essential
for the Club (it is the truth!). They shall understand that being Leos
also means to take some charges, but they shall be encouraged to do
this, as this is the only way to involve them in the Club.
Learn to delegate. The President shall learn to delegate some
charges to other members. This is necessary because he is not able
to do everything by himself (that’s why there are some Officers too).
But it is also important to be helped by all the members because
this is the only chance they have to gain more and more experience
before being President. Moreover, we shall consider that if their help
is never required they may become passive members, representing a
great problem for the Club, because they may loose their interest in
being part of the Club. All activities shall be carried out by the whole
Club, not only by some “victims” who are obliged to do everything.
Sometimes it may seem to be very difficult to delegate, because
the President may have some problems in finding the most proper
member for an Office, but delegating is mandatory and sometimes
it is necessary “to bet” on someone.
Learn to recognize each member’s skills. We all have our
motivations for being Leos. A great Leos-Lions Trainer used
to say that unmotivated people do not really exist: there are only
persons that we have to motivate differently. So, it is important to
understand the motivations of the members and to charge them
with proper tasks; anyway, it is basic to ask them to take care of
something they’re interested in! Little by little they will learn to do
many other things.
Members shall behave friendly. In an ideal Club, all members
should be bound by feelings of friendship and respect. Unfortunately,
this is an utopia, as a Club obviously reflects the surrounding society
and we surely do not love all the people who surround us. But the
Club shall be considered as the seat for planning services, the place
were private misunderstandings or disagreements shall be forgiven,
because we all share the same common goal: the service. Anyway,
according to the Code of Ethics, the Purposes and the Objective,
the Club shall represent a sort of “neutral ground” where problems
should be solved by discussing them, always respecting each other’s
opinions.
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•

Learn to say “well done!”. The Association is not our employer
and nobody gets money from any activity. Everyone of us
voluntarily devolves his free time to the Club, so it should be
mandatory to recognize the dedication of those members who
deserve a recognition. In some cases it is also possible to give some
awards to the most valuable ones.
Do not give awards inopportunely. Please remember that an award
has a value, as it is not meant to distinguish “good” members from
“bad” ones but to reward a member for his outstanding dedication
to duty during the year or even during his whole membership.
Moreover, there are many different awards and it is important to
choose the better one case by case. It should be useless to say that
only those members who really deserve it should receive an award,
as they shall be considered as examples. Unfortunately, sometimes
it happens that awards are conventionally given to some Officers
at the end of the year, to friends, or even to many members of a
Club, District or Multiple District just to underline that it has been
a “great year”. This is one of the worse mistakes we can do. If we
give an award to someone who doesn’t deserve it we contemporary
discredit those members who really deserved that award and we
offend those who have worked hard without any reward. So, the
award looses its meaning, the image of the Association is damaged
(does a serious Association give awards to those who don’t deserve
them?) and we run the risk of loosing members.

Leo Members
The Standard Leo Club Constitution states that “any person who
possesses good character” may become member of a Leo Club. This is
the only essential requirement for membership.
We’ve already remarked that Leo members may be Alpha or Omega
according to their age, but there are two different types of member, with
different characteristics, rights, duties and responsibilities: active members
and members-at-large.
The active member represents the most part of all members and his
characteristics are clearly explained by the Article V (Section B, point
1) of the “Standard Leo Club Constitution and Bylaws”, which defines
as “active” a member who has all the rights and privileges and who
undergoes all the obliges that being a member of the Association
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implies. If otherwise qualified, he may hold all the possible Offices of a
Club, District or Multiple District and he has the right to vote whenever
it is required. An active member is also obliged to regularly attend the
meetings, to pay the required Club fees, to take part to the activities and
to behave in order to let the Leo Club be known and estimated within
the community.
The “member-at-large” is a member who has moved to another place, for
example, due to his job or studies, thus not having the possibility to take
part to the Club’s life, even if he wants to remain member. This situation
should be discussed and approved by the Club Board of Directors each
six months. The aggregate member shall not be elected and he shall not
vote, not within the Club not within the District or Multiple District.
However, he has to pay the Club fees and his Club has to pay the fees
to the District and Multiple District as well as it happens for an active
member.
Moreover, there are also “honorary members” and “worthy members”:
these categories are not included between those listed in the Standard
Constitution of a Leo Club, so they should not exist. Anyway, sometimes
they are admitted within some Clubs, as it happens within some Lions
Clubs, who use to reserve these appellations to those people (which are
not necessarily members of the Association) who have provided the
Club with a very important contribution. Their appointment shall be
proposed by an effective member and then examined by the Council and
voted during a Club meeting.
Sometimes, some Past District Presidents, Past Multiple District
Presidents or other people (members or not) have been appointed as
honorary members: anyway, they shall not be considered as real members
as they shall not vote. In fact, they usually do not have all the necessary
requirements to be members of a Leo Club, because, for example, they
might be members of another Club or they might be over the age limit.
That’s why they shall not be included in the list of members in a yearbook.
Whenever these people have all the requirements to be Leos, it is
probably better to appoint them as “members-at-large” in order to avoid
any possible trouble in case of Conferences.

The recruitment of new Members
Searching for new members should be considered as the most important
service of a Club. Without them it is not possible to perform good
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services and if we consider that Leo Program has a deadline at 30 years
of age it is easy to understand that without new forces the Club (and the
Association in general) is doomed to death.
All members, the Leo Advisor and the Lions Club sponsor should cooperate in order to find new members, because they will be useful for
the whole Club, which will be able to perform more activities thanks to
a greater amount of people, and for the “old” members, who will be
stimulated by new persons with new ideas. Of course, the new members
should first of all try to learn as much as possible from the old ones,
because sometimes it may happen that new members might act as
experienced ones and this may lead to unpleasant situations, as they still
ignore some basic rules of the Association. Nevertheless, new members
shall be helped by all the others and shall be welcomed at best.
There are many different ways of admitting new members, according
to the traditions of different Countries or Clubs. Anyway, it all begins
searching for one or more candidates. It is important to involve Lions,
friends, relatives, and so on, but it is also possible to use the Youth
Exchange Program data base to get informations about young people
who have already had an experience in close contact with Lions. The
Club might also appoint a permanent Committee aimed at the search
for new members all year long.
Once a candidate is detected, the member who has submitted his
candidacy shall give the Club President all the possible informations
about him; then, the President will inform the Club or the New Members
Committee. It is very important to try to understand vices and virtues,
strengths and weaknesses of the “supposed to be” new member but
most of all it is important to figure out the future of this person within
the Association focusing on the way he takes part to the events and to
the services. In fact, if the Club has no reasons to reject the candidacy,
before becoming a Leo member, this boy or girl should spend some
months attending all Club events, mostly meetings and services. This
might be considered as an “evaluation period” and it should never be
too short (in order to have a correct evaluation of the person) but not
even too long (otherwise it is also possible to loose a potential member
because he might feel left alone or he might think that nobody is taking
care of what he is doing).
Anyway, it is also important to remember that allowing many people to
enter the Club is not a correct solution to solve the problem of the lack
of members: only those who are really well-motivated should became
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

Leos. So, we shall always remember that even our best friend is not
necessarily a good Leo: it all depends on how the Association represents
a good answer to his needs and motivations.
Moreover, it is also important to be sure that this new member will be
welcomed by all the Club: it may happen that some members might
consider him unpleasant, but this is not a good reason to reject a
candidacy, as the Objective of a Leo Club is referred to all young people.
Nevertheless, the new member does not have to generate problems or
bad mood within the Club.
Once the new member has been approved by the Club, he has to fill the
“Leo-50 Form” and the Lions Club sponsor Secretary shall require the
new members kit.
The Club shall now decide when the new member will be formally part
of the Club. This subject will be more properly discussed in the chapter
dedicated to the Ceremonial.
In case a member decides to leave the Association it is necessary to
send a letter to the Club President and/or Secretary: this letter shall
be preserved in the Club Archive and the President shall inform the
Club about it during the meeting, so that the Secretary may specify this
communication on the minute.
A letter is also necessary in case a member wants to change Club, maybe
because he has to move to another city. In case the member requires the
“transfer” from Club A to Club B, he has to ask for the permission to the
President of Club A, who has to write to the President of Club B, who
shall inform the Club and then accept the new member (unless there are
serious motivations, it would be better non to refuse any transfer request).
Without an official communication from Club A, Club B should never
accept any transfer.
The transfer request shall be discussed by both Club A and Club B during
a meeting and reported on the minutes.

The Patronage
The patronage (or the constitution) of a new Leo Club is strictly regulated
by the Lions Head Quarter in Oak Brook.
A Lions Club may support more than one Leo Club, even if this is not a
very common situation. Anyway, it is impossible to constitute a new Leo
Club against or without the will of one or more Lions Clubs.
Whenever a Lions Club (or more Lions Clubs belonging to the same
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area) wants to set up a Leo Club it should discuss this subject with all its members, in
order to give them all the possibilities to have more informations about Leo Program
and, maybe, to look for as many boys and girls as possible for the new Club. They should
belong to the area where the new Club will be established, but the International Board may
also approve the constitution of a Leo Club outside the geographical area of the Lions
Club sponsor. All young people who are known for their moral excellence and who wish
“to serve” should be potentially considered as members of the new Club. Nowadays it
is also possible to be members of more than one association: for example, it is possible
to be member of both a Leo Club and of a Rotaract Club at the same time. Anyway, it
doesn’t seem to be really ethic as it is almost impossible not to steel time to one Association
while taking part to events promoted by the other. Moreover, what would happen if both
Associations promote an event for the same evening? So, it seems to be more reasonable
to choose only one association.
Once they have found a group of people, Lions should start to organize some meetings
with the supposed to be new members but always involving the already existing Leo Clubs
of the surrounding area and the Leo District. This co-operation between Lions and Leos is
very important, because the new Club will be a Leo Club, not a Lions one! Whenever Leos
are not involved in this moment of the project it is definitely doomed to fail.
During these meetings, new members should be informed about Leo Program (What’s a
Leo Club? Who are the Officers? What do they have to do? What is a Leo District? Etc…).
Only after some meetings it is possible to understand how many people are really interested
in becoming Leos: if they’re enough to set up a new Club it is necessary the approval of
the Lions Club sponsor. If the Lions Club approves the constitution of the Leo Club it is
necessary to arrange all the documents, to nominee the Officers, to establish the seat of
the Club and so on. It is the Lions Club sponsor who sends all these informations to the
Youth Department and pays the fees to Oak Brook. When everything is done, Oak Brook
sends to the Lions Club the starting kit with the pins and other useful documents for each
new member; then the Club receives its code number and the official date of constitution,
which is also known as the Charter of the Club. It will be the Leo Advisor who will receive
from Oak Brook the Charter and then Lions and Leos shall chose a date for the Charter
Night, the moment during which this group of people will be officially recognized as a
Leo Club.

Leo Club Meetings
1. Convocations
A meeting shall be held at least twice a month and the Club President shall convoke all
the Club meetings. Communications shall be received at least 15 days before the meeting;
anyway, the Club may also draw up a planning for all the meetings at the beginning of the
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year. Nowadays, it is also possible to convoke a meeting by using e-mails,
SMS or other useful methods, but in this case it is always better to ask
for a confirmation whether the message has been received or not, in
order to be sure that all members have been informed. So, sometimes, it
is also possible to convoke a meeting less than 15 days before it. Anyway,
this is not possible, for example, for those meetings during which very
important subjects shall be discussed. Unless different regulations, extraordinary meetings shall imperatively be convoked with the support of
the majority of all good standing members (50%+1).
An extra-ordinary meeting may be convoked each time it is needed and it
may be also required by the majority of the Club Council.
2. Quorum
In order to deliberate on any question which requires to be voted, a
meeting shall be convoked according to the requirements of the Club
rules and the convocation shall include the agenda of the meeting.
For the first convocation the presence of 50%+1 of the good standing
members is required, otherwise the meeting shall not be considered
valid. For the second convocation, unless different indications of the
Club rules, the meeting is valid whatever the number of good standing
members may be.
3. Voting
Only those members who attend the meeting and who have paid all fees
and duties to the Club shall have the right to vote. Proxies are never
accepted.
Elections which involve any person shall be done as secret ballots, so that
each member’s choice may be confidential and sincere. Unless different
indications of the Club rules, during all other voting sessions, concerning
services or other subjects, each member may clearly express his vote.
4. Meeting decisions
All decisions concerning the activities that a Club has to undertake shall
be discussed and voted during the meetings. It is important to remark that
it is the Club (= all the members) which has the “power to decide”, not
the President! During the meetings all problems may be analysed, rules
may be discussed and modified, Officers are appointed and candidacies
of new members may be approved or refused as well as it happens for
the expulsion of a member.
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5. Leading of a meeting
The President lead all Club meetings. His main task is to assure that all
meetings may be properly carried out. All Officers shall respect Club
rules and the Standard Leo Club Constitution and they shall assure that
all members will do the same.
The Leo Advisor should be invited to attend all Club meetings: he has
no right to vote but he may provide important suggestions.
Just as a simple example, an ordinary meeting might be carried out as
it follows:
•
•
•
•
•
•
•
•

The Club President starts the meeting;
The Secretary notes down the names of all the members who are
attending the meeting and writes the minute;
The President informs all members about Club, District and
Multiple District activities, with a brief summary of all of them;
The Secretary reads the verbal of the previous meeting, so that the
Club may vote and approve it;
The Treasurer informs the Club about its financial asset;
All the Officers give a report about their activities;
The President shall ask if any member has to suggest any subject to
the Club and in this case he has to let the members discuss about it;
Once all subjects have been discussed and there are no more points
on the agenda, the meeting finishes.

6. Club Committees
According to their skills, all members may be involved in some
Committees aimed at precise goals and ruled by the Club Statute. The
President, with the approval of the Board, the President may decide to
appoint one or more Committees whenever he deems necessary, as it is
remarked by Article X of the Standard Leo Club Constitution.
Committees may really be very useful, as they may allow the Club to go
on with many activities at the same time. A Committee is usually made
up of a group of members, in which new members work in contact with
old ones, so that the old members may represent the experience and the
new ones may assure the replacement for those who have to hold other
charges or those who have passed the age limit. This is a good solution
because a Committee may work for two-three years according to a
proper planning and new members may be involved in many activities.
Moreover, the use of one or more Committees may certainly help the
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President to be a real coordinator of all the activities which involve the
Club and President and Officers may have much more time to attend
their own tasks.
Each Committee shall have a Coordinator (which might also be called
“President”) who shall inform the Club about projects and activities
which have been planned and/or developed.
Anyway, a Committee has no “power” at all: it may suggest some
procedures or some activities, but they shall all be accepted by the Club.
The appointing of some specific Committees may also be indicated by
the Club rules, but it would be better to use them only in those Clubs
with a high number of members and it would also be better not to
overdraw with the number of Committees. In case there are too many
Committees it may indeed happen that a member is involved in more
than one Committee, and it may also happen to an Officer: if this is the
case, one of the main goals of the Committee (to decrease the President’s
or the Officers’ work load) would be voided.
According to the Club needs, it is possible to appoint different
Committees, for example:
• Members Recruitment Committee
This is probably the most important Committee, as we have already
remarked that the recruiting of new members is fundamental for each
Club: this is the main task of this Committee.
As these activities shall go on during the whole year, it would be better
to consider the President of this Committee as a member of the Club
Council, because he always has to inform the Officers about the planned
activities.
The President of the Members Recruitment Committee has to arrange
a detailed recruitment program, which has to be approved by the Club
Council, but once new members have been found and approved, he has
to help them in being active part of the Club, promoting their skills and
allowing them to take part to services and all other activities.
Lions Clubs have some official guidelines about this Committee.
According to these guidelines, the Committee shall be composed by
three elected members, whose Office shall last for three year. Each
member shall serve as simple member during the first year, then he will
be Vice President during the second year and then President during the
third and last year, thus having right of vote within the Club Council.
After serving as President, this member shall leave the Committee in
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order to be replaced by a new one. Nowadays, the Offices of the First
and Second District Vice Governor have been officially recognized
by the International Board and we may extend this recognition to this
Committee too: so, it may be composed by a President, a First Vice
President and a Second Vice President.
Nowadays Leo Clubs don’t have such a precise guideline, but it is
possible to conform to the Lions ones or to plan different strategies
according to the Club traditions. It would be better to involve the most
experienced members in this group (for example Past Presidents),
as they are fundamental to reach good results. Then, each year, new
members may be allowed to join this Committee, thus having a great
chance of experience.
• Service Committee
Whenever a Club approves a specific service it would be possible to
appoint a proper Committee, maybe with the same name of the service
(but it is not mandatory at all). The main task of this Committee should
be the planning of all the possible activities aimed at promoting the
service (to make people aware of it, organizing fund-raising activities,
and so on). It is also possible to appoint Committees for the District
Services or for the Multiple District ones.
• Public Relations Committee
This Committee may be involved in promoting Public Relations and
co-operations with other Associations or Club Services operating on
the same territory. This would be much more important in those small
places, where recruitment might be more difficult and being supported
by other Clubs may represent a good temporary solution in case of lack
of members.
• International Relationships Committee
This Committee might be involved in promoting international cooperations between Clubs belonging to different Countries, twinnings,
Youth Exchanges and any possible sharing of experiences.
7. Elective Requirements
Only those active and good standing members whose age is below the
limit of 30 years old at the moment of the election may be candidate
to an Office. They should be known for their dedication and it would
be better not to elect or appoint always the same members, because
otherwise the “Opportunity” of having a “Leadership Experience”
would be voided.
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Members who wish to be candidate as President should have already
been part of the Club Council and, even if it is not mandatory, it is to be
hoped that they have served as Secretary. Once he has been elected, the
incoming President should support the President till the end of the fiscal
year in order to learn as much as possible for the next year.
Even if it would be better to avoid it, it is possible to hold more than one
Office; there’s only one exception, because it is not possible to be both
Club President and Vice President at the same time during the same fiscal
year (and it is the same also for the District and the Multiple District).
8. Election Committee
The President shall annually appoint a proper Committee for the voting
session within the end of March. One member shall be appointed as
President of the Committee but no member of this Committee may
be candidate to any Office for the next year. According to the skills of
each member and to their willingness, the Committee shall single out
the candidates for all the Offices. This is not the only possible solution,
because Club rules may indicate different strategies. Anyway, it is
important to remember that a candidacy is valid only if it is promoted
by the member itself: no candidacy should be considered proper if it is
promoted by the Club, because it is the member who shall decide what to
do, as he is the only one who can be sure about his real purposes.
9. Elections
The President and all the other Officers shall be elected by separate
secret ballots. The Immediate Past President is the only Officer who is
appointed de jure.
Elections shall be held once a year, usually before the first half of April,
so that all forms may be sent to Oak Brook in time for the preparation of
the international yearbook. Only those Officers which will be appointed
and whose names will be communicated in due time will receive all the
forms and informations directly by Oak Brook.
As we have already remarked, the meeting during which the President will
be voted is an example of a meeting which requires to be convoked much
early than the others, as the presence of the most part of the members
is very important. All members should be informed of the names of the
candidates for each Office: these names shall be previously approved by
the Club Council. Whenever it is required, it is also necessary to provide
the members with the candidates’ curricula.
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In case there are more candidates for a single Office the one who
receives more votes is elected.
In case there is only one candidate for an Office, he may be elected
by acclamation if the entire Club agrees. Anyway, there may be some
members with different opinions and their right to say “no” shall
be preserved. If the President asks the Club to appoint someone by
acclamation it is difficult for a member to say “No, I want to vote”,
because it is clear that this member doesn’t like the appointing of that
Officer and it would be a unpleasant situation. So, just as a suggestion
to avoid any trouble, even if there’s only one candidate it is better to
proceed with a secret ballot.
According to the traditions of the Club, during the first meeting
following the elections, the incoming President names all the Officers
whose appointing don’t require an election.
All elected members shall take Office on July 1st following their election
and their Office will last until the end of the fiscal year, on June 30th.
10. Revocation of an Office
Whenever there’s a good reason, an Officer may be dismissed by approval
of 2/3 of all good standing members. Even if it may seem difficult
to do, the revocation of the Office is important to avoid troubles: if
an Officer does not go through his tasks it is indeed a problem for
the Club. As well as it is important to reward some members for their
dedication, it is also important to replace an Officer with another if
necessary. It may happen that a member is no longer motivated to be a
Leo, or probably it might have been a President’s mistake, because he
might have chosen the wrong person for that Office and maybe that
person would obtain better results taking care of another task. Anyway,
the revocation of an Office is also important to remark that only active
members are welcome within the Association.
11. Declining of an election or appointment
In case a member who has been elected or appointed is not able (or he
refuses) to carry out his charge before taking his Office, the President
shall convoke an extraordinary meeting in order to replace him. Elections
shall be held as soon as the list of candidates is available.
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President
The President is the leading Officer of the Club. He is the legal
representative of the Club, so he is responsible of all the activities which
involve the Club and its members.
1. Planning and coordinating all the activities of the year.
At the beginning of the fiscal year the President should arrange a
planning of all the activities with the approval of the Club. Members
should be in favour of this planning in order to be sure that they may
feel involved in these activities; a President shall never organize an event
only according to his own interests: he has to take care of each member’s
interests! While planning all activities, the President shall be supported by
the Past President and by the Vice President.
If necessary, this planning may also be modified later on.
2. Attending all Club meetings and all events in which his presence
is required.
The President convokes and leads all Club meetings according to the
indications provided by the Standard Leo Club Constitution. He shall
also represent the Club in case of Leo District and Multiple District
meetings or Lions meetings organized by the Lions Club sponsor. He
shall have dealings with the Leo Advisor, who should be invited to all Club
meetings; as well as the Leo Advisor should attend Leo Club meetings,
Leo Club President should be invited to Lions meetings whenever there
are Leo subjects on the agenda. This is important in order to be in good
terms with the Lions Club President: working supporting one another is
fundamental to reach good results, mostly in case of common services
or general activities (meetings, conferences, and so on).
3. Organizing the Club and delegating charges
The President shall appoint the Secretary, the Treasurer, the Master
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of Ceremonies, the Press Officer, the Webmaster and all the Officers
which are needed according to the Club rules. He shall behave in order
to involve his members, using Committees or any other proper solution.
The President takes part to all the Committees and he shall also appoint
their Presidents. He may revoke all the decisions that a Committee
might have taken without his approval, as the President shall always be
sure that all activities comply with the planning and he has to stop all
the others. Moreover, the President shall intervene in every situation in
which negligence of one or more members emerges and he has to try
to solve all the possible problems between members and those which
involve the entire Club.
Whenever there’s a trouble due to a member’s negligence, a great
President should be read to say “It’s my fault!”, because he represents all
his members; at the same time, whenever he receives a reward or some
compliments he should extend the honour to the Club.
Some other tasks
The President has to be aware of both Club and District Constitution, in
order to respect them and to assure that they’re always respected by the
Club. The same shall happen with the Multiple District Constitution. He
shall know all his tasks and responsibilities, but also those of the other
Officers and he shall guarantee that they’re all aware of the requirements
of their Offices.
The President has to show his leadership and his authority, but he shall
always remember that authority is not due to the Office itself! It is the
Club who may acknowledge him as a leader or as the person who has
the authority to lead the Club! This is only possible if all members are
involved in the activities according to their own skills and if they have
the possibility to influence them with their opinions and suggestions.
This may also lead to an improved ability in managing all charges and to
a favourable friendly atmosphere, which will surely help the recruitment
activities.
Once the incoming President has been elected, the President shall help
him teaching him all that is needed for the next year, but he has to do
the same with all Club members, because “training” is capital for a good
membership.
The President shall also assure that all informations about the Club may
be correctly reported on the yearbook.
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How to choose the Officers
One of the most important tasks is the correct selection of the Officers.
Having good helpers is an essential requirement for all Presidents, as they
cannot do everything by themselves. Whenever an Officer is appointed
the President has to trust in him as well as he trust in himself. That’s why
the President may sometimes be inclined to choose his Officers among
his friends: this is not always correct because “friend” is not necessarily
synonymous of “good Officer”. Moreover, a Club shall be as much as
possible leaded without any sort of preference.
First of all, it is important for the President to have a good Vice President,
but this Officer shall be elected by the Club and the President shall as
much as possible try to avoid biasing the election.
The Secretary is surely the real President’s “right-hand man”, has he is
appointed by the President and he shall support him in all the activities.
There shall necessarily be a good harmony between these Officers, as
they have an heavy job to do. The more independent and dynamic the
Secretary is (always remaining within the limits imposed by his Office),
the less “stressed” the President may be.
The same characteristics should be required for a Treasurer: he has to be
meticulous and accurate, because the financial management of the Club
requires transparency, clearness and order.
Sometimes it happens that the appointment of the Master of Ceremonies
might be erroneously underestimated: instead, it is really difficult to carry
out this Office out and it deserves a whole chapter of this Manual.
Planning the activities
One of the main goals of the Association is represented by services.
The President shall take great care of them, as the excellence of his
presidency is deeply influenced by the good success of the services.
It is not possible to suggest specific services, as they should be planned
according to the different needs of each territory. In fact, the Club has
not to “loose contact” with it, because even if “great” services are really
useful, they require so many efforts that it is often necessary to involve
many Clubs; instead, local services may surely fit better to the Club
possibilities and they represent the better chance to be well known within
local society.
Appointing a Committee for a service is probably the best solution, as
planning these activities requires great efforts and a great amount of time
too. Anyway, the number of the Committees and that of their members
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should fit with the needs and the possibilities of the Club. In particular,
the number of members involved in each Committee should not be too
high (and, if possible, it should be an odd number).
It is possible to distinguish three different kinds of services:
• traditional services: this group includes all the activities which are
organized every year, such as fund-raising parties, conferences,
services in favour of some Associations, daily activities in
rehabilitation centres, and so on. In a certain sense, they may be
“characteristics” of the Club and they may be planned before the
beginning of the year as they usually take place always in the same
period (for example some “spring parties” or Christmas events);
• “one year” services: this group is represented by all those activities
which are planned and carried out within the end of the fiscal year.
They’re very important and it would be better to focus on a few
services (mostly if the Club has not so many members), because
these activities require a great amount of efforts and a really careful
planning;
• extra services: these additional activities are not planned nor even
estimated at the beginning of the year, as they might be performed,
for example, following an unexpected possibility “to serve”.
Some suggestions about how to properly carry out a meeting
Carrying out a meeting without problems is surely important for each
President, as it may help him to maintain a general positive atmosphere
within the Club.
Now we will see some useful suggestions:
•

•
•

carefully plan the agenda, focusing on the priorities and trying to
avoid all controversies or improper discussions. Gently stop all
those members who dwell too much on a subject or digress. In case
a vote is needed, before voting it is important to briefly summarize
all necessary informations; it is also necessary to be sure that all
decisions are written down on the minute;
it would always be better to have a copy of the Constitution at
disposal;
in case it is necessary to take the floor in front of many people, it
would be better to arrange a proper speech outline, trying to avoid
to speak off the cuff. Respecting the allowed time for a speech
is absolutely mandatory. Moreover, never dwell too much on the
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•
•
•

same subject if there’s not a specific reason;
it is always better to express all subjects without preambles, in the
simplest way, speaking clearly and without rushing;
looking in other’s people eyes will surely help to hold the attention;
it is important to close the speech in a proper way, trying to suggest
a solution if some problems have been underlined. It would always
be better not to leave the podium closing the speech with negative
considerations, because, as a general rule, it is not correct to highlight
a problem without suggesting a possible solution.

Past President
Being Past President represents a natural continuation for all Presidents,
because this Office may be really helpful for the Club thanks to the
experience of a whole year of presidency. The Past President shall help
the President in all his occupations, support him whenever it is necessary.
Thanks to his experience, the Past President may guarantee continuity to
all Clubs activities, without influencing the President: the Past President
is only a counsellor, even if he is an important one, but he shall leave the
President all his autonomy. Sometimes, mostly in case there’s a young
President, taking some Past President’s advises it is possible to avoid
some mistakes which may be due to the President’s inexperience. That’s
why all members who accept the responsibility of being Presidents shall
also accept to serve as good Past Presidents.

Vice President
Whenever the President is not able to do something, the Vice President
is the only one who may represent him or take his place. In fact, the main
responsibility of a Vice President is to replace the President whenever
it is needed. It may happen that two events may take place at the same
time: the President shall attend one of those and the Vice President
shall attend the other one. Sometimes it may happen that it might be
impossible for the President to carry out his Office: in all these cases the
Vice President lead the Club as long as the President is not able to do
it. Of course, he has to respect the already approved agenda and all the
planned activities.
The Vice President shall always support the President in all his duties, in
order to be ready to help him and to improve his own experience, as he
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Secretary
The Secretary shall operate in close contact with the President. He shall
inform the members about all the activities which involve the Club or
which require any kind of participation of its members, forwarding
them all communications sent by the President, by other Clubs, by the
District and the Multiple District and by the DL and the ILO (mostly
when it’s time to organize a delegation for a Pre Forum or a Forum).
The Secretary shall be very meticulous in writing down the minutes
of the meetings, so that once a decision has been taken nobody may
contest it. As a consequence, the Secretary shall to take care of the Club
archive, where all documents need to be preserved. Nowadays many
communications and informations are spread by means of e-mails and
it is to be hoped that the Secretary shall check his mail everyday in order
to promptly inform all Club members.
The importance of this Officer may also be understood considering
that a “bad” Secretary may surely void the efforts of the best President:
all activities are damaged and energies wasted if a Secretary does not
properly carry out his tasks. On the contrary, a good Secretary may
assure great benefits to the Club, because the President may focus on
the coordination of the activities and on his representative duties, the
Treasurer may look after the financial managing, and so on, and all
activities may be peacefully organized.
That’s why it would be better to choose the Secretary focusing on the
skills and on the experience of the members. It is indeed interesting to
note that sometimes it may happen that it is the Secretary the one who
succeeds to the President instead of the Vice President and even if it
is not a mandatory requirement it would be better to held this Office
before being President.
Formal Duties
1. Communication, information and correspondence
The Secretary shall exchange communications with all the people,
Associations or other Club Services which are involved (or maybe
interested) in the activities of the Club.
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It is to be hoped that all communications may contain as much
informations as possible about the activities promoted by the Club, the
District or the Multiple District.
Nowadays it is also possible to arrange a brief bulletin which may be
sent by e-mail to a newsletter, always remembering that sending too
many communications may hurt someone. So, it would be better to
arrange a mailing list or a newsletter giving people the possibility to join
these groups if they want to be informed.
This sort of bulletin may be arranged with the help of the Club Press
Officer. Anyway, it has to be very brief and easy to read.
Whenever the Secretary receives communications by other Clubs he has
to inform the President and, if necessary, the District Council.
He also has to inform all Club members about the decisions which have
been taken during the meetings (so that also those members who didn’t
attend one of them may be informed) and he has to let all members
know the date, the time and the place of the next meetings.
The Secretary shall send to the District the informations about Club
members (usually within May 15th) in order to facilitate the drawing up
of the yearbook and the evaluation of District fees.
A copy of the yearbook should be given to the Lions Club sponsor
Secretary, who might also be informed of those members who have
left the Club due to the age limit (and it would be better to inform
the District Chairperson too). Anyway, these informations are usually
conveyed to the Leo Advisor, who represents the most proper link
between the two Clubs (Leo and Lions).
Even if it is no more mandatory, it would be better to write down a
quarterly activities report for each Club in order to let the District be
aware of what the Clubs are doing. Club Secretaries may send it to
the District Secretary and to the Lions Club sponsor Secretary, while
District Secretaries may send it to the Multiple District Secretary and to
the Lions District Secretary.
2. Drawing up of the minutes and preservation of the archive.
The Secretary has to carefully draw up the minutes of both Club
meetings and Club Council meetings, mostly in case of bylaws, elections
and motions. Minutes shall be promptly available to the members, as
they represent the official documents of the Club. It is important to
note on each minute the names of all the members who attended the
meeting, a detailed report of all subjects on the agenda, the result of a
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3. Support in case of voting
Whenever it is necessary to vote, the Secretary shall check the quorum of
each voting session. In case of a secret ballot, he shall be present when
votes are being counted and he has to write down the results. Instead,
when all members clearly express their choices, the Secretary shall count
the votes.
4. Club Archive
The archive represents the official historical background of the Club
and it deserves respect. If the archive is properly uploaded and arranged,
it may provide good suggestions for future services or activities and
informations about successes or mistakes of the past.
The archive may contain informations about:
•
•
•
•
•
•

Members: personal details, photo and curriculum (professional and
associative) of all members, included those who are no more part of
the Club due to the age limit;
Services: it would be better to have a folder for each service, with all
the related details;
Press review: all articles concerning activities promoted by the Club
shall be preserved in the archive;
Correspondence: a copy of all the letters sent to the members for a
meeting or all those received by the President from other Clubs, the
District or the Multiple District should be part of the archive;
Meetings: minutes of the meetings, with all the informations about
the members who attended them;
A copy of the yearbook for every fiscal year.

5. Required documentation
Supported by the Leo Advisor, the Secretary shall have at his disposal
some important documents, and in particular:
•
•
•
•

Membership Application Form (Leo-50 Form)
Application Forms for Awards (Club, President, members)
New members kit
Informations about promotional utilities.
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Concerning Quarterly Activities, it would be better to fill this report
just as a summary of the activities which have been carried out. Club
Secretaries should send it to the District Secretary, while District
Secretaries should send the report about District Activities to the
Multiple District Secretary.
All these forms (and many others) are available on the Lions Clubs
International website, searching for “Leo/Youth”.
6. Other duties
According to the indications provided by the President, the Secretary
has to fix date, time and seat for the meetings. He may accompany the
President and/or the Vice President in all circumstances, even if he is
never allowed to officially represent the Club wherever it is expressly
requested the presence of the President, because the Vice President is
the only other Officer who can do it.
In case he does not agree with the President he may refuse to sign a
minute, properly explaining his reasons. Anyway, these minutes will be
valid once they’ve been read and approved by the simple majority of the
members during a Club meeting.
7. Organizational Duties
President’s appointments
The Secretary receives all the communications sent to the Club and
he may also receive the communications sent to the President. As a
consequence, he has always updated informations about all kind
of events: along with the President, the Secretary shall figure out all
possible events in which the Club should be represented. On behalf
of the President, he also sends the invitations to Leos, Lions and other
Dignitaries for all the activities promoted by the Club and he informs
the Treasurer and the Master of Ceremonies in case it is necessary to
buy some gifts for the guests.
Get in touch with other Clubs, Club Services or Associations
A good Secretary shall be in contact with other Club Secretaries (Leo,
Lions or others) in order to plan common activities already approved
by the Clubs. Once the main guidelines have been decided, if necessary,
the Master of Ceremonies may arrange the ceremony and the Treasurer
may draw up a budget.
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The Treasurer’s main task is to carry out a correct and accurate financial
managing of the Club. He shall always be able to provide the Club with
detailed informations about its financial asset and in particular about the
status of the members (good standing or not) and the payment of District
and Multiple District fees, as they represent essential requirements to
have right to vote.
The cash-flow shall be carefully noted on a proper register and whenever
the Club is planning an activity the Treasurer has to evaluate all possible
expenses in order to realize if this activity fits with the Club financial
asset or not. Whenever the required expenses exceed the Club financial
asset, the Treasurer shall inform the members, providing them with all
the elements needed for a perfect understanding of the situation: in the
unlikely case that the Club decides to go on with the planning of these
activities, the Treasurer may refuse to approve the project and he may ask
the President to take the charge of it.
1. Managing account books
The Treasurer has to draw up a proper cash flow according to the
planning of activities arranged by the President and by the Club Council.
It is to be hoped that this cash flow statement is approved by the Club.
All cash receptions (Lions contributions, all proceeds which derive
from fund-raising activities, membership fees, accrued interests, and so
on) and cash disbursement (District/Multiple District fees, payments,
devolutions, possible reimbursements for the Officers, Secretary and
Treasurer administrative expenses, entertainment expenses such as
gifts to some guests, and so on) shall be noted on the register and then
preserved in the Club Archive together with all the related receipts.
At the end of the fiscal year, he shall draw up a cash flow statement,
providing all the required informations for its correct interpretation, as it
shall be approved by the Club. In order to facilitate the understanding of
the cash flow, it would be better to provide each member with a copy of
it and with all the necessary informations.
2. Operative managing
With the approval of the Club Council, the Treasurer should open a
bank account and it would be better to register it in both President’s and
Treasurer’s name, so that by means of the President, the Club may be
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able to order some payments whenever the Treasurer is not allowed to
do them.
The Treasurer has to preserve all documents related to the bank account,
such as receipts, communications, stubs, and so on.
He shall propose to the Club Council the amount of the Club fees
and the relative deadlines (on the basis of the budget). Both fees and
deadlines shall be approved by the Club. It would be better not to
change the fees every year but to approve a standard amount and, if
necessary, to increase it little by little (for example, every two-three or
five years) according to the inflation. The Treasurer shall also take care
of collecting money and informing all members about the deadlines. A
Club may approve the institution of an arrear for those members who
do not pay the fees in time. If this is the case, the amount of the arrear
and the payment method shall be approved by both Club Council and
Club members.
During all meetings, the Treasurer has to inform the members about
the financial asset of the Club and, if necessary, he has to underline the
status of the members who went into arrear. Whenever it is necessary
to make one or more payments, he shall ask the Club for the approval.
All the costs which have been met by the Club and by Committees
should be approved by the Treasurer. He has also to pay District fees
(directly to the District) and Multiple District fees too (by means of
the District Treasurer or directly to the Multiple District Treasurer).
Moreover, he has to reimburse Officers or members according to the
Club traditions, asking them a proper documentation.
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As Leo Clubs are part of a non-profit Association, it is not allowed to
end the financial year in profit or with a loss. At the beginning of the
fiscal year it is always necessary to meet some costs (i.e. District fees)
and members are not always in time with payments; so, just to avoid
problems, at the end of the year it would be better to leave some money
to the incoming President (but not too much!). In case at the end of the
year there’s a small cash surplus (positive difference between the total
cash reception and the total cash disbursement), it can be used as a “petty
cash” which might be used during the next fiscal year; on the contrary,
in case the amount of the cash surplus is considerable amount, the Club
may approve to use it for an additional service or to destine it to the next
year services.
In the contrary, in case of cash deficit (negative difference between the
total cash reception and the total cash disbursement), it becomes a credit
towards these debtors.

Master of Ceremonies
It may seem a paradox, but if a President shall “learn to be President”
studying the basic rules of the Association, attending seminars and
meetings, and training himself day by day, this is not enough to be a
good Master of Ceremonies, as it is indeed necessary to be aware of
many other rules, principles and traditions which are not only related
to our Association. That’s why it is better to deal with the Master of
Ceremonies in a proper chapter (see Ceremonial and Protocol).

Censor
The President may also appoint another Officer, the Censor, who shall
be the guarantor of the members behaviour. He should be in good terms
with them and with all the guests of the events and he has to take care of
the good terms between the members.
The Censor shall also support new members at the beginning of their
membership, helping them whenever it is necessary and giving them all
the informations they might need.
During all meetings, the Censor should write down the names of the
members who are attending the event, even if in many Clubs it is the
Secretary who has care of writing down this list. Anyway, this list is very
important because it allows the Club to have a hold on the member’s
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involvement and, if necessary, it is possible to take measures towards
some members.
Finally, he is charged to maintain the discipline during all meetings and
to verify that all members wear their pin.

Press Officer /Public Relations Coordinator
As well as the Secretary has to manage all official informations within
the Club and between the Club and the District, the Press Officer shall
to manage all the other communications outside the Club, inside and
outside the Association. The main task of a good Press Officer is to
give the Club the opportunity to obtain a space on the mass media,
such as newspapers, magazines, TV or radio. In order to do this, he has
to try to arrange his own network of relations with some journalists or
speakers, mostly those who belong to local journals or TV/radio. This
is the best chance to let all the people know what the Club is doing and
it helps a lot the recruitment activities.
Anyway, the Press Officer shall not be misunderstood with the
spokesman of the Club, as only the President (or the Vice President)
deserves this role. So, the Press Officer shall not attend any TV program
or radio talk show as well as he shall not issue some statements or give
an interview. On the contrary, his goal is to assure these possibilities to
the President.
It is important to remark that in some Countries the title “Press
Officer” is reserved to those persons who have a specific professional
qualification; so, it is important to underline that, in general, it would be
better to use this title only inside the Association; in any other context
it would be much more appropriate to use the term “Public Relations
Coordinator” or other terms.
1. Promotional activities
supported by the Club Council, before each important Club event (for
example a meeting with one or more speaker(s), a Charter, a service, and
so on) the Press Officer shall write down a Press Release with a brief
presentation of the event, emphasizing its meaning and remarking, if
necessary, the presence of possible important guests or speakers. Of
course, he shall also underline the date, the time and the place, so that
all the people who are interested may be present. Moreover, sending
an invitation to some journalists is always a nice idea and it is a good
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

chance to host them during a meeting.
Before the beginning of the fiscal year he should start to keep in
contact with as many editorial offices as possible, in order to learn
how to communicate with the “mass media”: in fact, different “media”
(television, newspaper, radio) have different needs! For example, even if
sometimes it may be possible to have at our disposal a couple of minutes
during a local radio talk show just asking for them under the wire (but it
is necessary to be very lucky!), it is not the same for newspapers, which
need to receive all communications some days before the event.
This Officer should be able to have at least one reference for each local
television, radio, newspaper or magazine, as he may use these contacts
for all communications.
Moreover, he should try to have an uploaded list of contacts with all
telephone and fax numbers, e-mail and all possible informations to
contact the mass media.
After the event the Press Officer shall send an article to both Leo and
Lions District Magazines (maybe together with some photos), but he has
to send it to local newspapers and magazines too. In these last two cases
it is important to remember that only those communications which are
characterized by some general requirements may have the possibility to
be published.
Just as an example, it is very important to take care (at least) of:
- Length. An article shall never be too long, as generally newspapers
don’t have too much free space (it depends on the daily news, which are
mostly unpredictable). Providing journalists with a long article may lead
to some cuts which may modify the meaning of the article itself, because
journalists generally don’t know what a Leo Club is and they only want
to respect the space at their disposal. So, the main suggestion is to avoid
all kind of preambles! However, the best solution is to ask the editorial
office all the requirements about articles and photos, so that it is possible
to avoid mistakes and misunderstandings.
Moreover, it is important to avoid a long list of the guests: it is useless
to add the names of all Officers who attended the event, because people
don’t care about it. Instead, it is necessary to focus on the four / five
most important ones.
- Contents. All official communications shall satisfy the “gold rule” of
the journalism: “Who? What? Where? When? Why?”. It is important to
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focus on the subject of the meeting, otherwise an article may result too
hard to understand.
It would also be better to close each communication with a brief
description of the Association, so that the journalist may easily
understand the context and the importance of the meeting. This short
description might also be prepared by the District or Multiple District
Press Officer and then sent to all Clubs, so that all communications may
be homogeneous.
- Acronyms. Do not use acronyms, as they have no sense outside the
Association! For example, it has no sense to write that “...during the
ceremony both DL and ILO explained the program of the next LEF”.
People who don’t belong to the Association don’t know what “DL”,
“ILO” or “LEF” mean.
2. Club magazine
The Press Officer may promote the drawing up of a Club magazine,
mostly in those big Clubs which have a relevant number of members
and which are maybe involved in many different activities. It may be
used to involve all Club members, as they may be required to hold a
column on the basis of their skills and interests. Moreover, it may be
used to inform other Clubs, as it might be sent to all Club Presidents
by mail or by internet (so without extra costs) and in a more funny
way, because some columns may be ironic. It may also help recruitment
activities because it may be sent to all the people who may be interested
in becoming members.
3. Archive and Press Review
The Press Officer has to preserve a copy of all articles and releases, as
well as a copy of all the magazines/newspapers which have published
them. In case there’s a District Archive, a copy should also be sent to the
Officer who has preserve it.
Main Instruments
The Press Officer has three main instruments in order to carry out his
Office:
•
•
•

The Press Release
The Press Conference
The Press Review
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The Press Release
The Press Release represents the basic instrument for a Press Officer: it
is important to underline that it does not represent the article that should
be published but it is made up of all the news concerning the event that
the Club will organize. This kind of communication shall not be too long
and as easy to understand as possible. Once he has received the Press
Release, it will be the journalist who will ask for more informations to
the Press Officer.
It would be better to end the release kindly asking to publish it.
Once the Press Release is ready, it would be better to print it on the
Club headed paper and to add all possible Press Officer’s contacts.
Then it should be sent to the contacts by e-mail or fax according to
the agreements about time and conditions which have been made at the
beginning of the fiscal year with the mass media. Sometimes it is better
to send it again two-three days before the event just as a reminder.
As it has been already remarked, it would be better to sign the Press
Release not as “Press Officer” but, for example, as “Public Relations
Officer” or “Public Relations Coordinator”.
The Press Conference
In case the Club is planning a very important event it would be better to
organize a Press Conference in order to meet some journalists. During
these meetings the Club is represented by the President but he might
also be supported by other members who are involved in the event. For
example, if the Club is organizing a great fund-raising activity and the
President has appointed a proper Committee, he might be supported by
the President of this Committee.
It is useless to say that a Press Conference should be organized only for
remarkable events, in order to underline their importance and it would be
better to convoke it some days in advance (some people suggest to send
it 10-14 days in advance, some others say that 7 days it’s enough) and to
repeat the communications a few days before (it would also be better to
give a call to the editorial office in order to be sure that they have received
the invitation).
Press Conferences usually take place one or two days before the meeting
(but sometimes it is also organized on the same day of the event), in the
second half of the morning, but they are not mandatory and the time
may vary according to different Countries.
The seat of the Press Conference shall mandatory be easily reachable
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and accessible by everyone and the Master of Ceremonies shall arrange
a proper room as well as for a ceremony (a Press Conference is a meeting
and it is necessary to prepare a Head Table, places for the guests, and so
on). All members should attend the event together with the Leo Advisor
or the Lions Club sponsor President (if possible). In case the event
is planned for a service, a representative of the beneficiary should be
present, as well as it would be better to invite some representatives of
the sponsors too.
The Press Officer has to organize the Press Conference, but it is the
President who will manage it, introducing the subject, describing the
project and the beneficiary/sponsors involved and closing it answering
to the journalist’s questions together with the Officers who support him.
The Press Officer should have care to arrange a folder for the journalists
with all the possible informations about the Club, the details of the
event, and so on.
In case the Press Conference is organized at lunch time, it would also be
better to prepare a small buffet.
The Press Review
The Press Review is very important for the Club, as it represents the
collection of all the articles which have been published concerning its
activities. It may summarize the history of the Club, as it may testify its
dedication as a Club Service and that the Club has a high visibility: this
is very useful while looking for some sponsors and while searching for
new members.
The Press Officer should preserve a photographic archive too.

Webmaster
By means of Internet and of all the related new instruments, our
Association and its activities have had the possibility to be more and
more accessible by everyone. Many people may be easily informed in
real time using a single e-mail and nowadays many (or almost all) Clubs
have their own Website.
It is therefore clear that the importance of a Webmaster has grown
in the years, shifting from a (sometimes) incomprehensible role to a
primary Office.
As the Webmaster has to face a subject which undergoes a never-ending
development, all sort of detailed suggestions might soon appear as
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obsolete. That’s why it is better to summarize some general indications
about this Office.
However easy the managing or all “web-related” activities may be, an
essential requirement of a good Webmaster is represented by a proper
knowledge of the subject. Sometimes it may not be so easy to sort out this
Officer: that’s why, once it has been appointed, he should be supported
by his successor during the last period of his Office. For example, it
often happens that the Webmaster is in Office for more than a year: if
this is the case, during the last year he might work side by side with the
next Webmaster, in order to teach him all the “technical details” he need
to learn. It may also be appointed a proper Committee, whose President
is the Webmaster.
The Webmaster may arrange a mailing list, a forum, a newsletter or
any possible solution in order to improve communications within Club
members, but also towards other Clubs. For example, a mailing list is very
useful as a reminder for all the activities, a forum may allow the sharing
of opinions about services and future events, a newsletter may allow
other Clubs to be always informed in time about meetings and general
events promoted by the Club.
The Webmaster shall involve all members in these projects, trying to
convince them to use these useful instruments and helping them
whenever it is necessary.
In case the Club does not have a website, the Webmaster shall make the
Club aware of the importance of such a dynamic tool, which is very
useful to reach possible new members. So, in case the Club approves
the creation of a website, he shall find all possible solutions, involving
the Treasurer whether some expenses are needed. The Webmaster might
also suggest the payment of a small fee in addition to the Club fees in
order to support the costs required by the managing of a website (this
solution shall necessarily be approved by the Club), even if nowadays it
is possible to find many different gratis solutions.
The Webmaster has to work side by side with the President, the
Secretary, the Treasurer and the Press Officer, as he is involved in all their
activities: together with the President and the Secretary he is involved
in all communications inside and outside the Club, uploading all the
informations on the website and managing the details of the members
(which are necessary for the yearbook); supported by the Treasurer, he
has to evaluate all possible costs related to the Website; with the approval
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of the Press Officer he has to help him in being in close contact with
the mass media.
Moreover, this Officer shall support (and be supported by) the District/
Multiple District Webmaster.

Auditor
The Auditor has to work side by side with the Treasurer, supporting him
for all his needs and, above all, carrying out a fundamental control on
his activities.
The Auditor is not allowed to decide whether some expenses are
appropriate or not: he only has to verify that there are no mistakes in the
Treasurer’s managing of the Club financial asset.
The Auditor has the right to look over all documents concerning the
financial asset of the Club and he has to point out all possible mistakes
or irregularities.
In case the balance sheet is correct, he should sign it together with the
Treasurer. Instead, in case there’s something wrong or unclear in the
balance sheet, he may refuse to sign it, explaining his reasons to the
Club Council.

Councillors
Councillors are often considered as those Officers who deserve a minor
role within the Club. This is definitely a mistake; the President may often
charge them with great responsibilities, because they are reliable persons
with a great experience and usually many of them have already served
as Club President. That’s why they’re often appointed as Presidents of
some Committees.
Councillors are part of the Club Council and they have right to vote as
well as all other Officers.
Some Club Constitutions may establish the appointing of a number of
Councillors proportional to the number of members, so it may happen
that also young members may be appointed.
Of course, “young” does not mean “new”, as a new member is not
able to give good suggestions to the Club as he is still not completely
aware of all the necessary informations about the Association and how
to manage a Club. Anyway, involving a young member as a Councillor
may surely help him to take part to all the activities.
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The Leo Advisor represents the “contact” between the Leo Club and its
Lions Club sponsor. Lions Clubs usually appoint a single person as Leo
Advisor but, in case it is approved by the Leo Club, they may also appoint
a Committee of a few members.
Anyway, here we will consider the Leo Advisor as a single person, who
has to support Leos with his suggestions and experience, always trying
to be as modest as possible and never imposing his will. In fact, it would
be better to remember that Leos and Lions represent two different sides
of the Association, sometimes with different “rules”, so that having a
great Lions experience does not necessarily mean being able to solve all
Leo problems.
The appointing of the Leo Advisor should be approved by the Leo
Club as this Officer shall be appreciated and respected by its members.
Unfortunately, sometimes it may happen that this Officer is appointed
without asking indications to the Club or sometimes without considering
that being a good Leo Advisor represents a great responsibility which
requires a deep knowledge of “Leo World” and the possibility to have
voice in the Lions Club sponsor.
According to local customs, there are many different possibilities about
how to appoint the Leo Advisor. The best solution would require a
meeting between Leo Club and Lions Club sponsor in order to identify
the best one within a group of possible candidates. For example, they
may be proposed by the Leo Club, leaving the Lions Club sponsor the
responsibility to sort out the best nominee. But it may also happen the
contrary: the Lions Club sponsor may list some candidates and the Leo
Club may appoint its favourite one.
Whenever the Leo Advisor proves to be a good Officer it would be better
to reappoint him, so that it is possible to guarantee a sort of continuity
in his actions. Anyway, it would also be better not to reappoint him more
than two or three times, because otherwise he might loose his enthusiasm
and he might seem to be the sole link between the two Clubs; on the
contrary, it is important to have always a contribution of good (and new)
ideas and to learn to communicate with different persons.
During his last year as Advisor, this Lions Officer may be supported by
the one who will take his place, so that the “incoming Leo Advisor” may
learn as many details as possible before holding his Office.
It would be better not to choose the Leo Advisor between new Lions
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members, because if he has no voice in the Lions Club sponsor he may
not really support the Leo Club. Anyway, once the Advisor is appointed
he should attend the seminars for Leo Advisors which usually take place
in every District, or he may ask the support of the District Chairperson.
It is indeed necessary that the Leo Advisor is aware of what a Leo
Club is, how does a Leo Club/District work, which is the minimum/
maximum age required for membership, and so on. He has to support
the President and the Officers too and, in general, he should attend all
activities as well as a Leo member.
So, just to summarize, the Leo Advisor has to:
•
•
•
•
•
•

Support Leo members while performing their activities, helping
them to take the opportunities of experience and leadership;
Motivate Leo members to serve, trying to plan different solutions
for the recruiting of new members;
Give suggestions without imposing his will and trying to integrate
himself at best within the Club;
Be aware of rules, Constitutions and traditions of both Leo and
Lions Clubs;
Be an effective link between Leos and Lions, promoting Leos
towards Lions and vice-versa and establishing proper moments for
sharing experiences and opinions and planning common services;
Try to solve all possible problems between Leos and Lions.

The Leo Advisor should be appointed only by those Lions Clubs
which are sponsoring a Leo Club: no other Lions Club may appoint
this Officer for another Leo Club (at least not without the approval
of the Lions Club sponsor).
Anyway, a Leo Advisor may also be appointed by those Lions Clubs
which are going to create a Leo Club. He may be appointed when
the group of the new Club is already formed, but he may also be
appointed at the beginning of the planning: if this is the case, the
Leo Advisor also shall take active part to the recruitment activities
of the new group, supported by other Lions and, if possible, by
the Leo District.
Please remember that none is able to be a good Leo Advisor since
their birth, as it is a difficult task similar to that of a parent who has
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to foster his children. Anyway, all Lions who care for Leos and who
want to serve his Club may learn how to behave and they will surely
be rewarded with friendship, joy and fun.
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District President
The District President (DP) is the most representative Officer of the
District. He is elected as a secret ballot by the Club delegates during the
District Conference which shall be held before the National Convention
(according to the District rules).
Being a good standing member and having served as Club President for
at list six months represent the only essential requirements in order to
be eligible as DP; anyway, it is also necessary to submit the candidacy
according to the District Statute.
Together with the other District Presidents, the DP has to attend the
Multiple District (MD) Meetings; in case he cannot take part to one or
more meetings, the District Vice President (DVP) shall represent him.
Anyway, the DVP cannot take part in the voting sessions, because the
DP is the only one who has right to vote.
Once has been elected, the DP shall appoint all the District Officers,
except for the DVP and District Auditor(s), who are elected by the Club
delegates.
The DP may also appoint all the necessary Committees according to the
District needs; he shall appoint a President for each Committee, who
should give a report about the activities carried out by the Committee
during each District meeting.
During these meetings the DP shall inform the Clubs about the District/
MD activities and communications.
To make his work easier, the DP may subdivide the District territory in
some Areas and he may appoint a delegate for each one of them. This
Officer (e.g., a Zone Officer) shall represent the DP, trying to act as a
direct “link” between him and the Clubs.
Before the end of the fiscal year, the DP should visit all his Clubs,
attending one of their meetings in order to check and promote their
activities and to support them if they’re in need (of course, this may
not be possible in those Countries which constituted themselves as
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Districts).
According to the District Statute, the DP shall convoke both the Board
and the District meetings. He may arrange the agenda supported by
the DVP and the by District Secretary; in case of a District meeting,
the summoning shall be sent not only to the District Officers, Club
Presidents and the District Governor and Chairperson, but also to the
MD President, Past President, Vice President and Secretary and to all the
other DPs of the MD.
The DP shall lead all the meetings according the International Statute,
the decisions of the District Board and the District Statute.
At the beginning of the new fiscal year the DP may decide to convoke
both District and Club Officers in order to inform them about the
activities he would like to carry out. In this occasion it may be useful to
organize a meeting between District Officers and the analogous Club
Officers (e.g., District Secretary and Club Secretaries, District Treasurer
and Club Treasurers, and so on) in order to coordinate their activities.
The DP has to settle the election meeting for the next fiscal year according
to the District rules. He is responsible for the candidature, voting and
election procedures of the incoming DP, DVP and District Auditor(s).
Once the incoming DP is elected, he has to support the DP in all his
activities during the last part of the fiscal year as a sort of training for
his next Office. This is particularly important in case the new elected
DP is not the DVP. Anyway, in that period the incoming DP shall never
forget that he has not yet any sort of authority and in case he is not the
DVP he shall never bypass him. The DP has to support the Treasurer
and Auditor(s) for the preparation of both the budget and the cash-flow
statement. The DP shall remove and/or substitute one or more District
Officers in case they’re not working properly or they’re not behaving
according to the District Board guidelines. This is really very important,
because a deficit in the activity of an Officer may affect the whole District
activity and the image of the District itself. The DP can ask to the Lions
Club sponsor to suspend or close a Leo Club in case it does not respect
the District/MD/International rules and/or in case of serious violation
of the Principles of our Association. The DP may autonomously decide
to reward one or more Leo members for their dedication to the Club/
District/Multiple District activities. In those Countries which constituted
themselves as Districts, the District President may also hold the Office
of Delegation Leader during the LEPF and/or the LEF in case there’s
no other eligible candidate as DL.
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The Immediate Past District President (IPDP) is an important advisor
for the DP and for the whole District Board. Although he has no
decision making power, he is a member of the District Board and he
may take part in the voting sessions.
He shall support the DP and the District during the whole fiscal year.

District Vice President
The District Vice President shall support the DP and he has to represent
him whenever he has not the possibility to attend an event.
Unless he is expressly appointed, the DVP has not the same executive
authority of the DP.
He may represent the DP in some circumstances or even for a certain
period in case the DP is temporarily not allowed to carry out his Office
(for example, the DP may be forced to go abroad for some weeks for
his job): if this is the case, however, he is not the President, so he cannot
vote during any MD meeting, he cannot appoint or replace any Officer,
and so on. In case the DP is permanently not able to perform all his
tasks, the DVP shall replace him, thus becoming the new DP as he is
indeed elected in the same way as the DP.
After serving as DVP, this Officer is usually elected as DP, but this
is not mandatory, as it may happen that the DVP does not submit
his candidacy; moreover, his candidacy may be rejected by the Club
delegates, or there may be some other members proposing themselves
as DP.
Nowadays it is mandatory for all Lions Districts to elect a First and a
Second DVP. This is not mandatory (at least at the moment) for Leo
Districts but it should be seen as an opportunity, as some District rules
may approve the election of a Second District Vice President. If this is
the case, a member who has been elected (for example) as 2° DVP may
be elected as 1° DVP and then DP.
A member who has submitted his candidacy as DVP can be elected even
if he is going to serve as Leo for the last year (due to the age limit). If
this is the case, he can be elected as DVP but he is not eligible as DP
the following year.
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The District Secretary (DS) is appointed by the DP and he should be an
active member already involved in all District activities, because serving
as DS represents a nice but really challenging task.
The DS shall write down the minutes of both the Board and the District
meetings and to send them to the members who should receive a copy
of them. In case the DS does not attend a meeting, he may be replaced
in his Office by the District Vice Secretary (in case there’s one), by the
DVP or by another member expressly appointed by the Board. Once the
minute is finished and signed by both the DP and the DS, a copy shall be
preserved in the District Archive.
During all District meetings the DS shall give a report about his activities.
The District Secretary shall cooperate with the Club Secretaries,
providing them with all the informations, forms and documents they
may need. Moreover, he shall also inform the District about the activities
promoted by the Clubs.
One of the most important duties of the DS is to keep the number
of District members always under control, updating the admission/
resignation requests.
During the District meetings the DS shall collect all the delegates’ proxies,
checking their validity and the correspondence between the number of
Club members and the number of their delegates. Once that proxies and
Club payments are checked, the DS shall prepare a list of the people who
are allowed to vote.
In case the District organizes a meeting for Club Officers at the beginning
of the fiscal year, the DS may be charged to lead the seminar for the Club
Secretaries.

District Treasurer
The District Treasurer (DT) shall manage the District finances, preserving
all the possible documents with care.
He shall prepare the budget and submit it to the District Board and to the
Club delegates usually during the first District meeting (but it depends on
local rules and traditions).
At the end of the year, the DT shall also prepare the cash-flow statement
and submit it to the District Board and to the Club delegates according
to the District rules. During all District meetings the DT shall give a
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report about his activities.
The DT shall always be in contact with the MD Treasurer, in order
to be always informed about all the possible activities which involve
his Office; moreover, he shall be able to assure that all District fees
and dues are paid according to the deadlines fixed by the MD. He is
responsible to process all District payments, including any possible
Officers’ reimbursement (according to the District rules).
The DT shall prepare a list of the Clubs which still have to do some
payments, pushing them to proceed with these payments according to
the fixed deadlines, as this would affect the Club’s possibility to take part
to the voting sessions during District meetings.
In case the District organizes a meeting for Club Officers at the
beginning of the fiscal year, the DT may be charged to lead the seminar
for the Club Treasurers.

District Master of Ceremonies
The District Master of Ceremonies (DMC) shall take part to all District
meetings, as he is charged to assure the correct development of each
meeting/ceremony (see Ceremonial and Protocol).
In case of a District meeting, the DMC shall prepare a list of the
Officers who shall take the floor according to the agenda and a list of
the Club delegates who have required to take the floor.
The DMC shall take care of the correct use and preservation of the
District banner/flag, of the bell and the gavel, as these symbols represent
the District. Unless different decisions or local traditions, in case of any
symbol lost or damaged, he is generally considered responsible for it.
In case the District organizes a meeting for Club Officers at the beginning
of the fiscal year, the DMC may be charged to lead the seminar for the
Club Masters of Ceremonies. Anyway, since the ceremonial is a very
difficult subject, the DMC may also be supported by another member
of proved experience.
The DP may also decide to appoint two DMCs.

Leo District Zone Officer
The District Zone Officer is in charged to rapresent the DP within a
certain Area.
This Officer shall support all the Clubs belonging to the same Area,
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checking the status of their activities, of their members and of their
services, promoting their actions towards the District and helping them
to solve all the possible problems whenever they’re in need.
The Zone Officer shall act as a link between the Clubs and the District,
in order to involve the Clubs and the District in each others activities.
Moreover, he shall coordinate the services of the Clubs, trying to avoid
any overlapping activity.
The Zone Officer shall take part to the events promoted by the Clubs of
“his” Area, mostly when the DP is visiting these Clubs.

District Service Officer
The District Service Officer represents the link between the District and
the Association/project that the District has chosen as beneficiary of its
Service.
He may be appointed by the DP following the indications given by the
Club who has proposed the Service.
According to the District rules and traditions, this Officer may be
charged to manage a proper bank account which may be used to collect
all the Clubs’ donations. If this is the case, he shall preserve all possible
documents related to the bank account.
Shall, during all Board and District meetings he shall always give a report
about the situation of the fund-raising activities and of all the possible
Club or District activities aimed at promoting the Service.
Once the Service is over, this Officer may be required to give a last report
during the first District meeting of the new fiscal year, just to summarize
all has been done. According to the District rules and traditions, in case
there have been some fund-raising activities, the first District meeting of
the new fiscal year may also be a good moment for the donation of the
funds raised.
In case the District organizes a meeting for Club Officers at the
beginning of the fiscal year, the District Service Officer should make the
Clubs aware the District Service and of inform them about the possible
activities that the District is going to promote.

Multiple District Service Officer
The Officer delegated to the MD Service shall coordinate all the activities
promoted by the District in favor of the Service and it would be better to
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confirm the appointment of this Officer for all its duration.
This Officer shall be in close contact with the Multiple District
Coordinator and he should meet him at least once a year, together with
the Officers belonging to the other Districts.
The Multiple District Service Officer shall provide the Clubs with all the
possible informations, documents, promotional gadgets and materials;
moreover, he has to coordinate and promote all Clubs’ activities.
In case the MD or the District decides to carry out one or more selling
activities of some specified gadgets, this Officer should also support the
Clubs while planning the purchasing of these gadgets (the MD/District
may buy them from the retailer according to the orders collected and
then supply the Clubs with the gadgets required).
In case the District organizes a meeting for Club Officers at the
beginning of the fiscal year, the Multiple District Service Officer shall
make the Clubs aware of the MD Service, informing them about the
possible activities that the District is going to promote.
During every Board or District meeting he has to give a report about
his activities.
If necessary, ha may also manage a proper bank account for collecting
donations deriving from fund-raising activities. Once the Service is over,
this Officer may be required to give a last report during the first District
meeting of the new fiscal year, just to summarize all has been done.

District Officer(s) for other National Activities
In case the MD decides to promote other activities (such as different
kind of services, nationwide school contests, and so on), these Officers
shall take care of them. They should inform the Clubs about these
activities, trying to involve them at best. They shall provide the Clubs
with all the possible informations and promotional materials which may
be needed in order to succeed in one or more activities.
These Officers shall work side by side with the Multiple District
Coordinators and they should to meet him at least once a year, together
with the Officers belonging to the other Districts. During every Board
or District meeting they should give a report about their activities.
In case the District organizes a meeting for Club Officers at the
beginning of the fiscal year, these District Officers shall make the Clubs
aware of all the activities that the District is going to organize in order
to promote the National Activities.
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The District Press Officer is appointed by the DP and he is in charged
to establish as many relations as possible with local mass media, in order
to promote all District activities and to make more people aware of
the importance of Leo Clubs and of their activities. Even if it is not
mandatory, it would be better to appoint a member who already has
some specific competences.
The District Press Officer shall write down all the Press Releases referred
to District activities and all the articles concerning the District. Whenever
the District decides to organize important services or events, he should
organize the Press Conference (see How to organize a Press Conference).
The District Press Officer shall cooperate with the District and MD
Magazine Coordinators, sending them all the articles needed for the
Magazines, and with the District Webmaster, providing him all the
informations needed to update the District Website.
The District Press Officer should meet the MD Press Officer and all the
other District Press Officers at least once a year, in order to coordinate
all possible activities referred to the Magazines and maybe to arrange a
common strategy to be always in good terms with the mass media.
In case the District organizes a meeting for Club Officers at the beginning
of the fiscal year, the District Press Officer may be charged to lead the
seminar for the Club Press Officers.

District Webmaster
The District Webmaster is appointed by the DP and he should be
characterized by a specified competence. He is responsible for the
correct functioning of the District Website, including the updating of
all the informations published on it. In order to carry out his Office, the
Webmaster shall not only cooperate with the DP, but also with the DS
and with the District Press Officer.
The District Webmaster should meet the MD Webmaster and all the other
Webmasters at least once a year, in order to coordinate the managing of
the contents of the MD Website and to discuss all possible problems.
As a general suggestion, this Office should be hold for at least two years,
in order to let the Officer start and finish all possible projects he has
to carry out. Anyway, during the last months of his Office, the District
Webmaster may be supported by the Officer who will replace him in the
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future, so that they can exchange informations and the new Officer may
be already aware of all possible problems, solutions and projects.
In case the District organizes a meeting for Club Officers at the
beginning of the fiscal year, the District Webmaster may be charged to
lead the seminar for the Club Webmasters.

District Magazine Coordinator
In case the District has an official Magazine, the DP may appoint this
Officer, who is in charged to manage it. He may be supported by a staff
(appointed by the DP), to which he may decide to delegate some tasks.
Even in case there is not a “staff ” of Officers, this Officer is a
Coordinator, as he has to involve all its Clubs in the managing trying to
make the Club Press Officers and Presidents aware of the importance
of the Magazine and collecting articles referred to all the activities and
services promoted by the Clubs.
Once the articles are ready, the Magazine Coordinator shall revise them
in order to avoid any possible mistake, as this Magazine “represents” the
District and its image. A copy of the District Magazine may indeed be
sent to all District Presidents, to the MD Press Coordinator and to the
Lions Officer who is delegated to the Lions MD Magazine.
Supported by the DP (who is legally responsible for the Magazine)
and by the DT, this Officer should also manage all the financial and
administrative aspects referred to the Magazine.
During all District meetings, he shall give a report on his activities.
It is to be hoped that this Officer may be appointed for at least two
years, so that it is possible to make a good programming. That’s why
during the last months of his Office this Officer may be supported by
the Officer who will replace him in the future.

District Auditor(s)
This Officer is elected as a secret ballot by the Club Delegates according
to the District Statute.
The District Auditor cannot necessarily part of the District Board, but
it may depend on the District rules and traditions. Anyway, he is not
approve or refuse one or more expenses: he should only control and
revise the balances arranged by the DT and express his opinion about
them. So, he needs to receive all the necessary reports and documents.
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According to the District rules and Statute, more Auditors may be elected.
In case it is elected an Auditors Committee, it is usually composed by
three members; anyway, it is always necessary to elect an odd number of
Auditors, so that in case it is necessary to vote for an approval (e.g., of a
budget), it is always possible to have a majority.

District Chairperson
The District Chairperson is a Lions member who is in charged to support
the District Board all over the year, acting as an advisor for the President
and being a link between Leos and Lions. The Chairperson is appointed
by the District Governor, hopefully following the suggestions of the
Leo District. His Office usually lasts for one or two years, according
to District rules and traditions and he is a member of the Board but he
neither has right to vote or veto power.
The District Chairperson has the same duties of a Leo Advisor and he
should meet the same requirements (see Leo Advisor).
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Multiple District President
The Multiple District President (MDP) is the most representative
Officer of the MD: he shall lead the Multiple District Council and he
is charged to represent all Leos belonging to his Country. The MDP
is elected as a secret ballot by the Club delegates during the National
Convention. During the last MD Council Meeting before the NC, all
the possible candidacies to this Office shall be approved: only those
candidates who may prove to possess the essential requirements (being
good standing members who have served as Leo Club President for at
least six months) and who have submitted their candidacy according
to the MD rules and Statute are eligible during the NC. The MDP
convokes and leads the MD Council meetings; in case he is not able
to attend one or more meetings, the MDP may delegate the Multiple
District Vice President (MDVP) to represent him. Together with the
Multiple District Secretary (MDS), the MDP is responsible for all the
minutes of the meetings: once the minute is ready he shall sign it and
be sure that this document is sent to the Council members and MD
Officers and that a copy of each minute is preserved in the MD Archive.
The MDP shall appoint the MD Secretary, the MD Treasurer (MDT),
all the MD Officers and Committees and their Presidents.Whenever an
Officer is not able to carry out his tasks, the MDP may decide to replace
him and to hold this Office or to appoint a new Officer.During both
the Leo Europa Pre Forum (LEPF) and the Leo Europa Forum (LEF),
the MDP represents his MD: if necessary, he can also be the Delegation
Leader in case it has not been possible to elect a DL.

Immediate Past Multiple District President
The Immediate Past Multiple District President (IPMDP) is an
important advisor for the MDP and for the whole MD Board. Although
he has no decision making power, he is a member of the MD Board and
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Multiple District Vice President
The Multiple District Vice President is in charged to support the MDP in
all his activities and to rapresent him whenever he has not the possibility
to attend an event; although he has no decision making power, whenever
he represents the MDP he has authority in his name. The main task of a
MDVP is to support the MDP in all his activities
As well as the MDP, the MDVP is elected as a secret ballot by the Club
delegates during the National Convention (NC); in order to be eligible
as MDVP, a member shall hold the same essential requirements needed
to be eligible as MDP. A member who has submitted his candidacy as
MDVP can be elected even if he is going to serve as Leo for the last year
(due to the age limit). If this is the case, he can be elected as MDVP but
he is not eligible as MDP for the following year.

Multiple District Secretary
The MDS is appointed by the MDP and he is one of the DPs. He shall
support the MDP concerning all the bureaucratic activity of the MD,
managing the communications inside and outside the board. The MDS
shall write down the minutes of the MD Council Meetings and to send
them to the members who should receive a copy of them. In case the
MDS does not attend a meeting, he may be replaced in his Office by the
MDVP or by another member expressly appointed by the MD Board.
Once the minute is finished and signed by both the MDP and MDS, a
copy shall be preserved in the Multiple District Archive.

Multiple District Treasurer
The MDT is appointed by the MDP and he is one of the DPs.
He is charged to manage the Multiple District finances, preserving all the
possible documents with care.
Supported, if necessary, by the Auditors (who may give him some useful
suggestions), the MDT shall write down a budget and then submit it to
the MDP and to the MD Board: this budget is usually discussed during
the first MD Council Meeting, during which it is voted and (hopefully)
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approved.
According to the same procedures, the MDT shall also arrange the cashflow statement at the end of the year, which is usually submitted to the
MD Board during the last MD Council Meeting of the year. According
to the MD rules and Statute, it may be discussed and approved during
this meeting or during the first one of the new fiscal year.
During the whole fiscal year, the MDT shall also collect fees and dues
from the Districts and keep the cash flow under control, as he has to
give a report about it during all MD Council Meetings and whenever it
is required by the MD.

Multiple District Master of Ceremonies
The MDP may decide to appoint a Multiple District Master of
Ceremonies (MDMC), who is not necessarily a member of the MD
Board: he shall organize all the MD ceremonies which shall take place
during the fiscal year, arranging the ceremonials and the meeting rooms
(see Ceremonial and Protocol).
The DMC shall take care of the correct use and preservation of the MD
banner/flag and bell, as these symbols represent the Multiple District.
Unless different decisions or local traditions, in case of any symbol lost
or damaged, he is generally considered responsible for it.

Multiple District Service Coordinator
This Officer is usually appointed whenever the MD decides to undertake
a National Service. He may be appointed by the MDP following the
suggestions given by the District(s) which proposed the Service.
This Officer shall coordinate the activities of the District Officers
delegated to the MD Service and it would be better to confirm him for
the whole duration of the project.
According to the MD rules and traditions, this Officer may also be
charged to manage a proper bank account for the collection of the
funds raised by the MD and by the Districts for the Service. If this is
the case, he shall preserve all documents related to the bank account.
During all MD Council Meetings he shall give a report about the
situation of the fund-raising activities and of all the MD or District
activities aimed at promoting the Service.
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In case the MD decides to promote other activities (such as different
services, nationwide school contests, and so on), these Officers shall take
care of them.
They should coordinate and support the District Officers, providing
them with the all the informations and promotional materials which may
be needed in order to succeed in their activities.
They should also cooperate with the MD Press Coordinator and with the
District Press Officer, in order to promote these activities with videos,
articles and conferences (mostly if they may be nationwide promoted).

Multiple District Press Coordinator
This Officer is appointed by the MDP thanks to his (possible) skills in
establishing relations with the mass media and in coordinating a group
of persons whose task is to promote all MD activities and to make more
people aware of the importance of Leo Clubs and of their activities.
This is not always easy (not at all), and that’s why it would be better to
appoint a member who already has some specific competences.
The Multiple District Press Coordinator shall write down and/or revise
the articles which should be sent to local and national mass media in
order to promote all possible activities.
In case the MD has its own official Magazine, the MD Press Coordinator
may also be responsible for it (unless there’s a proper Officer), collecting
as many articles as possibile from the Districts and cooperating with the
responsible(s) of the MD Lions Magazine.
This Officer should also support the District Press Officers, supporting
them whenever they’re in need; if possible, it would be better to meet
them at least once a year, in order to coordinate all activities at best.

Multiple District Webmaster
This Officer, maybe together with a proper staff appointed by the MDP,
is responsible for the MD Website. The MD Webmaster is appointed by
the MDP thanks to his technical skills in managing all is referred to the
web. He is charged to coordinate his staff, updating the MD Website with
all the articles and informations received from the Clubs, Districts and
Multiple District.
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In case the MD has an official mailing list system, the MD Webmaster
may also be charged to check the functioning of this system.
He should cooperate with the MDS and the District Secretaries in order
to receive articles and news from them; moreover, he should support
the District Webmasters whenever they’re in need and, if possible, it
would be better to meet them at least once a year.

Multiple District Auditors Committee
This Committee is usually composed by three Leos yearly elected during
the last MD Council Meeting, but this is not mandatory as rules may
vary according to different MDs. The members of this Committee are
usually elected by the incoming MD Board after checking the candidacies
and the technical competencies of each candidate.
This Committee shall check and provide suggestions concerning the
financial managing of the MD. So, they need to receive all documents
needed in order to be able to correctly write down their reports (which
should be prepared separately by each member).
This Committee should be yearly renewed, but in some cases a member
may also be reconfirmed for a second year.

Multiple District Chairperson
The Multiple District Chairperson is a Lions member who shall support the
Multiple District Board, acting as an advisor for the President and being a link
between Leos and Lions. The Chairperson is appointed by the Lions MD Council,
hopefully following the suggestions of the Leo Multiple District. His Office may
last from one to three years, according to Multiple District rules and traditions. He is
a member of the Board but he neither has right to vote or veto power.
The Multiple District Chairperson has the same duties and should meet the same
requirements of a Leo Advisor (see Leo Advisor).
It is advisable to organize at least one yearly meeting between the MD Chairperson
and all the District Chairpersons, in order to share experiences and ideas and to
coordinate all possible support activities.
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Leo European Forum
Since 1975 the Leo Europa Forum (LEF) takes place once a year,
generally in summer, in a different European Country. It essentially
represents the most important chance to share experiences belonging to
different parts of the World.
Moreover, it is also a good opportunity to visit the resident Country and
to meet new friends. English is the official language of the Forum.
Some months before the LEF, generally in January, it shall take place
the Leo European Pre Forum (LEPF), which is a meeting of two-three
days during which the DLs and the ILOs use to visit the seat of the LEF
in order to be sure that it fits with all the requirements and to be more
informed about all the activities which will take place during the LEF.

International Officers: DL and ILO
The Delegation Leader (DL) and the International Liaison Officer (ILO)
officially represent their Country during both the LEPF and the LEF.
They shall be appointed by the District/Multiple District Board/NC (it
depends on the Country, as it may be a District or a Multiple District)
according to the District/MD rules and Statute.
The DL is the coordinator of the delegation and during the LEPF and
the LEF he shall represent his Country by means of the vote. In case
there are no eligible candidates as DL in a District or a Multiple District,
the DP/MDP shall hold this Office.
The DL is elected by the District Presidents during the last MD Council
Meeting of the year, or by the District Board during the last District
meeting. In order to be eligible as DL, a good standing member shall have
a good knowledge of English language (which is the official language of
both LEPF and LEF) and he shall hold all the essential requirements
according to the rules of his District/MD (it is usually requested the
approval of the Club/District and then, depending on the District/MD,
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it may be requested, for example, to have already attended two Leo Fora
or a Leo Europa Forum and a Lions Europa Forum).
Together with his colleagues belonging to other Countries, the DL has
to take part to the DL meetings, during which services and common
activities are examined. During these meetings it is also possible to
modify the LEF Constitution, which regulates all the single moments of
both LEPF and the LEF.
In case he is not able to attend the LEPF or LEF, he shall inform the
DP/MDP in order to enable him to find a substitute.
According to the District/MD rules and Statute, the DL may be
reimbursed for some expenses sustained to attend to the LEPF or the
LEF.
The ILO shall represent his Country throughout the year: in fact, he
shall not only to attend both LEPF and LEF in order to take part to
the ILO meetings, but he has also to attend all the other ILO meetings
which take place during the year. Moreover, the ILO keeps constantly in
touch with the ILOs of other Districts and MDs during the whole time
of his Office (which usually lasts for one or two years) and he is a very
important coordinator for the foreign relations.
As an example, whenever a Club wants to make a twinning with a
Club belonging to another Country, the respective ILOs have to work
as an official “connection” between the Clubs in order to support the
fulfillment of the twinning.
So, the ILO may be considered as a sort of “ambassador” of his
District/MD in the World.
This Officer is elected according the same procedures explained for the
DL.
During District / Multiple District Meetings or National Conferences,
DL and ILO shall give a report about Forum activities and about
their job. They also have to promote all the possible projects aimed at
improving relations with other Countries.
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Definitons
The following expressions are called in this way hereafter:
• Manual of the International (European and Mediterranean) ILO
• LEPF: LEO Europa PreForum
• LEF: LEO Europa Forum
• NC: National Convention
The ILO
The International Liaison Officer was created with the intention of
maintaining contacts and to exchange informations between LEOs in
Europe and the whole World.
The ILO is the main person to be contacted and to pass information
about the national and international LEO movement.
Every European or Mediterranean Country has an ILO or an equivalent
contact person.
The ILO Manual
The Manual defines the functions of the European and Mediterranean
ILO. It applies to all European and Mediterranean LEO movements and
their Countries as a recommendation only. So, it has been formulated as
general as possible in respect of every national LEO movement with its
typical structure.
The Manual can be changed at the ILO Meetings during the LEPF and
the LEF.
Qualifications
Language
The ILO has to have a good knowledge of English; further languages
are advantageous.
Experience
The ILO has to have experience in the national and the European and
Mediterranean LEO movement (NCs, workshops, LEFs, etc.).

International Liaison Officer MANUAL

ILO MANUAL

Criteria
The ILO has to have been at least Club President.
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Elections
The ILO has to be chosen according to the corresponding national
constitution.
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Duties
The main duties of the ILO are set out below:
Informing
General:
The ILO has to inform his/her country (National Board, Clubs)
regularly about the national and international - especially European and
Mediterranean LEO movement, e.g.:
• LEO events (LEF, LEPF, NCs, workshops, seminaries, foundations,
Charter Nights, Club meetings, anniversaries etc.);
• LEO news (topics, activities, etc.);
• LEO situations (structures of the Countries, Club lives, problems,
etc.).
The ILO has to inform his/her Country about his/her work, e.g.:
• attending national and international LEO events;
• arranging and supplying contacts.
The ILO has to inform the foreign ILOs about his/her Country, e.g.:
• LEO events (NCs, workshops, seminaries, foundations, Charter
Nights, Club meetings, anniversaries, etc.);
• LEO news;
• situation of his/her LEO movement (structure, problems, activity,
etc.).
The ILO has to keep him-/herself informed about the national and
international LIONS Organization.
The ILO has to prepare a report twice a year, to be distributed to the
ILO secretary. This report should be sent in the first two week after each
meeting. The report consists of two parts:
• Events, discussions, etc., in the previous three months
• Events, meetings, plans for the coming months.
Specific:
The ILO has to inform his/her Country about his/her current work by
writing reports and participating in LEO events.
The ILO has to inform his/her Leos at all NCs and complete a written
report at the end of the Leo year. The ILO has to keep his/her European
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Supporting
General:
The ILO has to support LEOs of his/her Country who want to establish
contacts with own or foreign LEOs.
The ILO has to support foreign LEOs who want to establish contacts
with LEOs of his/her country.
The ILO has to supply the contacts of his/her Country’s Leos when
requested.
Specific:
The ILO has to pass on the National LEO Directory or at least the main
contact persons addresses of their Country to the other ILOs as soon as
possible from the new term of Office.
The ILO can be asked by his Chairperson to support him/her in
administration at the LEPF or at the LEF
Contacts
General:
The ILO has to be well-connected in the whole World (especially in
Europe) to keep him/ herself informed about their own and the foreign
LEO movements.
So he/she has to be in good contact with LEOs as:
• the European and Mediterranean ILOs,
• the members of their own and the foreign LEO Clubs,
• the members of their own and the foreign LEO National Boards.
The ILO has to have good relations to the LIONS of his/her Country.
Specific:
The ILO has to attend national and international LEO events as:
• the NC,
• the LEPF,
• the LEF,
• third ILO meeting (Lions EF or another international LEO event)
and as much as he/she can,
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and Mediterranean LEO Structure book updated and has to maintain the
corresponding parts of the other ILO’s Structure book.
The ILO has to respond to the Chairperson’s proposals, letters, etc.
within a month.
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• foreign NCs,
• foreign and own workshops,
• foreign and own seminaries,
• foreign and own Charter Nights,
• foreign and own Club meetings,
• foreign and own anniversaries.
If the ILO cannot attend the LEF, the LEPF or the NC, he/she has to
send a representative who is well acquainted with his/her work.
Position
National
By his/her election the ILO becomes an official representative of his/
her Country.
He/she represents :
• his/her country to the European and Mediterranean ILO Board,
• the National Board to the clubs.
By the ILO’s election his/her country shows officially its confidence in
its ILO.
The ILO is elected for at least two and at most three years.
The ILO becomes a member of the National Board in countries where
a National Board exists.
International
The ILO represents the European and Mediterranean ILO Board to
his/her Country’s clubs.
The ILO is a member of the European and Mediterranean ILO Board.
The ILO can be elected ILO Chairperson.
Instruments
National
There are no particular rules how the ILO should organize his/her work
in his/her Country.
International
ILO Meeting: The ILO Meetings are the official meetings of the
European and Mediterranean ILO Board; they take place at the LEPF,
LEF and at Lions EF or another Leo event (ILO Board should decide
at the LEPF or the LEF).
European and Mediterranean LEO Structure Book: The ELSB is
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

the ILOs’ official handbook about the European and Mediterranean
(International) LEO movement.
The ILO of the hosting Country is responsible for providing the material
and printing as well the actual production of the structure book:
• containing the ILO Manual,
• containing the minutes of the three ILO Meetings
• containing the ILOs’ reports,
• informing about the European and Mediterranean LEO movements
(structures, activities, etc.).
Motions:
All motions regarding any ILO action towards their own MD, to be
voted in the ILO meetings at the Forum or PreForum, should be sent
to all the European and Mediterranean ILOs at least 90 days before the
Europa Forum or Preforum starts.
In order for a motion to be accepted and be included in the ILO Manual,
it must receive a simple majority of votes in favour from the ILOs
present at the official meeting.
The Chairperson
Purposes
The Chairperson co-ordinates and leads the work of the European and
Mediterranean ILOs; he/she is still ILO of his/her Country.
Qualifications
The Chairperson has to have been ILO for at least one year.
The Chairperson is an ILO of a Country.
Duties
The Chairperson has to lead the ILO Meetings.
The Chairperson has to keep up the ILO Manual.
The Chairperson has to inform the European and Mediterranen ILOs
about his/her actions besides the LEPF and the LEF.
The Chairperson has to be in good contact with the LIONS Organization
(e.g., International Directors, Multiple Districts, etc.).
The Chairperson has to inform, a minimum of 2 times every year
(after every Forum and PreForum) or more depending upon his/her
judgement, the Lions body about the activities of Leos in European and
Mediterranean Countries and also about matters of Leos interest. For
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this, he has to hold a very good communication level with the chair of
the Lions Service Activities Committee and a decent communication
level with, at least, all the International Directors originating from
European and Mediterranean Countries.
Positon
The Chairperson is the representative of the European and
Mediterranean (International) ILO Board. He/she represents the ILOs:
• to the LEO Delegations at the LEPF and the LEF,
• to the LIONS Organization.
The Chairperson is the ILOs’ spokesman at the LEPF and the LEF.
The Chairperson is the manager of the ILO Meetings at the LEPF and
the LEF.
The Chairperson is elected at the LEF by the ILOs for one year; he/
she can be re-elected for one year. A straight majority is required for the
election. The Chairperson’s term begins at the LEF when he/she has
been elected and ends at the next LEF.
Support
The Chairperson has to be supported adequately by the European
and Mediterranean Countries for his/her expenses caused by his/her
administration work.
The Deputy Chairperson
Purpose
The Deputy Chairperson assists the Chairperson in his/her position;
he/she is still ILO of his/her Country.
Qualifications
The Deputy Chairperson is an ILO of a Country.
Duties
The Deputy Chairperson assists the Chairperson in fulfilling his/her
tasks.
The Deputy Chairperson may fulfill the Chairperson’s duties in the
absence of the Chairperson.
Positon
The Deputy Chairperson may become the Chairperson automatically, if
90
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Support
The Deputy Chairperson has to be supported adequately by the
European and Mediterranean Countries for his/her expenses caused by
his/her administration work.
The Secretary
The Secretary is appointed by the Chairperson among the volunteers for
one periode.
The Secretary is responsible for the ILO Meetings’ minutes.
Leo International Project
Definiton
The Leo International Project provides one common project/goal for
all the European and Mediterranean Leo Countries. It applies to all
European and Mediterranean MD’s as a recommendation only.
Purpose
The Purpose of the Leo International Project is to bring Leos closer
and strenghten the Leo honest and ambitious offering to people in need.
Duration
One or more years depending upon the aims and needs of the project
and upon ILOs agreement.
Range
The project may be adopted in MD, District, Zone, Region or Club level
based on each MD structure, will and scheduled activities.
Acceptance
Simple majority is needed to accept a project subject.
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the Chairperson leaves that position before the term has ended.
The Deputy Chairperson is elected at the LEF by the ILOs for one year.
A straight majority is required for the election.
The Deputy Chairperson’s term begins at the LEF when he/she has
been elected and ends at the next LEF.
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Appendices
Term
The term of office lasts from the 1st July to the 30th June.
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Legal Basis
The ILO Manual is an internal handbook for the European and
Mediterranean ILOs. The individual Countries (National Boards,
Delegations at the LEF, etc.) do not have overall control of the Manual.
However, they can be asked for ideas and advice. Changes (creations of
new, alterations of existing or abolition of old paragraphs) can be done
by the European and Mediterranean ILO Board itself; the Countries
only have to be informed about new facts (by mail or at the Delegation
Leader Meetings).
Expectation
The ILO has to invest sufficient time for his/her duties. He/she
should not hold the position of ILO for his/her own advantage, but
must commit himself/herself to the organization of LEO Clubs
International. The ILO should set a good example of promoting the
idea of LEO Clubs International.
ILO = Service for LEOs
Support
The ILO has to be supported adequately by his/her country for his/
her expenses that incurre as a direct result of carrying out their official
duties (administration, travel, participation in events etc.).
Issue
This edition has been ratified at the LEO Europa Forum 2003, in
Catania, Italy, and issued by the European ILO Board on August 24th
2003. Last modifications were adopted in LEF 2008, Cappadocia.
Since 2010 (LEPF of Sopron) the European and Mediterranean
ILO Board became International ILO Council and it is open to
the ILOs of all the Countries of the World.
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The Lions International Youth Exchange Program was officially
approved in 1961 as a project aimed at introducing young people to life
in other Countries and different cultures by helping them travel abroad.
These people (generally 15-21 years of age) are hosted by a family for
a period which usually lasts from two to four weeks: during this period
they take part to everyday life in this “new” culture, they serve as
“ambassadors” for international understanding and they may improve
their knowledge of the World. After one or two weeks, young visitors
may also be relocated to a second family.
Host families are selected by a local Lions Club or District between all
those families who have made the application form. Families shall be
able to speak English and they shall provide meals and lodging for the
young person they’re hosting.
All participants are selected by Lions Clubs, because being sponsored by
a Lions Club/District is an essential requirement for becoming a Lions
youth exchanger. Lions may select some participants between their sons
or relatives, but also thanks to contests in local schools: the program is
indeed not reserved to Lions relatives! On the contrary, it is opened to all
young people who may prove to possess all the essential requirements of
age and language (they shall have a basic knowledge of the language of
the host Country). Moreover, they shall also be ready to represent their
community, Country and sponsoring Lions Club and to provide proof
of insurance (health, medical, travel) and a liability release agreement.
Sponsoring an exchanger does not necessarily mean that the Lions
Club/District has to pay for him/her. Lions Clubs usually support the
candidacy of boys and girls and they shall “guarantee” their moral and
ethical characteristics, but it’s the family which has to cover travel costs.
In some cases, but it depends on the Club and on the situation, Lions
may also decide to give a contribution to the family, maybe because
they’re in need or because the young person has won a school contest.
Anyway, host families shall cover the costs for food and accommodation.
Generally (but it is not mandatory as it depends on the Country), after
this period with a family there may be another period in a Camp, where
all boys and girls involved in this exchange may live together, visit other
places and maybe learn something more about local language and culture.
The Youth Exchange Program is mainly focused on “reciprocity”:
so, boys and girls may take part to the program only in case that their
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Country is ready to host the same number of boys and girl.
Each District has its Youth Exchange Chairperson, the YEC, while
Multiple Districts usually have a Committee for managing Youth
Exchanges. The YEC shall find all the possible host families within
his District in order to give the possibility to travel abroad to as many
people as possible.
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What do we mean by Service?
The Service is the main mission of the Association, the most important
principle on which Lionism is built. It is important to remark that a
Service is not simply a donation of funds, but it represents a detailed
planned project, from the search of beneficiaries to the raising of funds
(in case it is necessary to raise some funds). The Club is actively and
directly involved in bringing the Service to the community.
Thanks to the Service, a Leo may acquire ‘Experience’ and develop
‘Leadership’: this is the reason why the Service is so important for all
Leos.
A Service grows and fulfils its mission inside the Club, through the
commitment and skills of all its members, each contributing to the best
of their abilities, as it is fundamental for a Leo member to be directly
committed to the Service.
A Club can pursue several Services at the same time in case it has all the
necessary resources and it is efficiently organised and coordinated.
Anyway, a service may also be planned and coordinated by the District
and/or the Multiple District, so that we may notice that there are several
levels for Services.

Club Service
This Service is planned by a single Club and it must be supported and
shared by all Club members, since they are those who will directly carry
out the project.

Inter - Club Service
With this Service, several Clubs work on a common issue. There are two
main possible situations:
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the Service may be adopted by many Clubs, each operating in
their area but sharing the same implementation programme of
the common project. In this case, it is necessary to coordinate
the actions of these Clubs, making them more incisive and giving
greater resonance to the initiative.
the Service may be adopted by more Clubs operating together on
an activity whose beneficiaries or implementation site belong to the
community of a single Club or of neither of the two participating
Clubs. If this is the case, the Club operating outside its area may
encounter some difficulties in trying to involve its own community
or, maybe, it may be disadvantaged owing to the distance that
separates it from “the field of action”. This is why, before getting
together with other Clubs to work on this type of service projects,
it is advisable for each Club to consider the needs of its own
community.

District Service
This Service is chosen by all the Clubs belonging to a District by voting
at the District Conference. Each Club acts independently in choosing
the Projects and Services it will undertake. A project promoted by
several Clubs is reasonably expected to have a greater impact on national
media, thereby enhancing its prestige more effectively.

Multiple District Service
All the Clubs belonging to the same Multiple District share this Service
by voting during the National Conference, by means of their Delegates.
The voting takes place after the presentation of all the possible Services
presented by different Districts.

International Service
During the ILO meetings (which take place not only during the LEPF
and the LEF, but also during the Lions Europa Forum and in some
other moments of the year) some projects may be discussed. These
projects may involve many Countries and in this sense we may consider
them as an International Service. Services carried out by two twinned
Clubs may be likewise considered as a sort of International Service.
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

Moreover, during the LEF some services are carried out by the guests: if
we consider that these guests belong to many different Countries we may
also consider these services as “International”.

Service(s) for other association(s)
Collaborating with other associations pursuing a similarly elevated
moral mission (perhaps even nationwide) means providing a service to
the community. Anyway, what these associations generally ask for is to
collect funds: this kind of project may be rather limiting for a Leo Club.
It is indeed necessary to bear in mind that the community is fully aware
of associations, since these have many supporters, but it is less informed
about other associations such as ours.
This is a good reason for organizing projects that may give prominence
to Leo activities.
The Association needs indeed to gain credibility by the community in
order to obtain its cooperation; but this cooperation mostly depends on
the results obtained by the Association. So, it is not only necessary to let
people know who we are, what we have done and what we will do, but
we have also to improve ourselves at best, day by day, as we shall always
try to reach more important goals.
Through positive, well-planned and implemented Services, our
Association may grow in importance and may acquire greater credibility
and an ever-increasing number of new potential members willing to
consolidate its strength.

Planning a Service
All Services needs to be carried out with a careful planning aimed at
establishing a reasonable goal according to the effective Club resources.
A good planning shall take into account some aspects, such as:
•

•

Analysis of available resources: the planning of a Service firstly
starts with the assessment of the resources available to the Club:
this is done by examining the capacity of each single member and
the way further resources will be acquired, if the project is to be
developed successfully. On the basis of this assessment, overly
ambitious projects may be avoided.
Previous experiences of projects: the experience of other Leo or
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Lions Clubs who have already put into practice similar operations
is also fundamental, as well as the experience of a “senior” Leo and
that of a Leo Advisor may also be of assistance.
Identifying needs and problems of the community: Services may
be of a social, humanitarian or promotional nature or they may
serve to boost and raise awareness. Whenever we have to identify
the objective of a Service we shall consider the real needs of the
community wherein the Club operates, in order to carry out incisive
and initiatives which may also involve the population.
Estimate of budget required: evaluating the budget required for
attaining the objective is an important step, as well as the manner
in which the funds are to be raised. A Leo Club should finance its
projects with funds raised by the Club itself; in case it is necessary
to look for some sponsors it is also possible to grant them some
space in a brochure specifically drawn up for the event or to enable
advertising material to be distributed during the Service.

Area of expertise
Whenever a Club decides to carry out a Service by itself it is necessary
to bear in mind that the best way to obtain a good result is to act locally.
In fact, if we want to act on a national level, we usually need to involve
many other Clubs, as a nationwide project requires a great amount of
efforts, contacts, time and money.
Moreover, it is also necessary to remark that we look for new members
within our local area; so, it is important to be well known by “our”
surrounding community. Helping people who live thousands of
kilometres far from us it is surely praiseworthy; but we should never
forget that there are suffering people next to us too.
Once a Club has planned its own Service project it is important to
remember that it shall be carried out respecting the Club territory, just
to avoid “jurisdiction” overlaps between two or more Clubs which may
lead to unpleasant situations...

Service Project
The entire project, which has been deemed ‘feasible’, is then broken
down into its elementary parts and for each one of these implementation
times need to be worked out. By establishing the date of implementation
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Implementing a Project
On particularly demanding projects, a Committee may be set up, or tasks
are directly assigned. Each elementary action which is part of a project
must be associated, in the Club, with a member who is willing to carry
it out.
It should be borne in mind that the assignment of tasks is to take place
at the Assembly.

Some ideas of Service
Fund - raising activities
A Club may perform many different fund-raising activities, according to
its possibilities both in terms of number of members (some activities
require a great amount of efforts) and money (some others may also be
expensive).
For example, a theatre performance may offer a great visibility, but it may
also not be very easy to organize, as renting a theatre is usually expensive.
Moreover, it is necessary to plan this performance in advance, in order
to send all the informations to the Clubs and to obtain a better result.
Once all permissions have been required and obtained (according to
local laws), a good solution to try to involve a great amount of people
is to print some posters in order to promote the event. It is possible to
give these posters to some shops of our city/town, so that they may hang
them on the shop windows.
The same organization may be required for a ballet or for a concert. If this
is the case, it is also possible to contact a dance school or a conservatory,
because involving its students may guarantee a good show at (usually) a
lower price for the Club. These young artists are indeed often eager to
play for audiences and willing to give their service for free. Moreover, it
may also be a good opportunity to involve young people and to explain
what Leo Clubs do, since many of the dancers’ or musicians’ friends and
relatives are likely to fill the halls. So, a fund-raising activity may become
a chance for recruiting new members.
Another possible solution is to organize a concert with local bands, as
they are very easy to find and they’re usually willing to play for free (or
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at a low price) if they have the chance to play in front of a crowded
audience.
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Parties
Organizing a party is usually the best solution to have a good success,
mostly with young people.
Parties should preferably be organised in a period when success is
assured (trying to avoid the danger of dates overlapping and those
periods in which many people may be somewhere else for holidays).
Moreover, informing people in time is really mandatory, mostly in case
our party will take place in periods in which there will be other events
according to local traditions.
All Club members should be charged to sell the tickets for the party;
organising an advanced ticket sale at discount prices may also be useful.
By organising this activity at a disco, we may obtain considerable
technical advantages; however, they are generally expensive. Anyway,
looking for sponsors or trying to negotiate a better renting price for a
disco, a hotel, or whatever it is, may always be helpful in order to save a
bigger amount of money for our Service.
For example, it is possible to make an arrangement with the manager
of the place we have chosen: he is surely interested in hosting the event
and he might also be interested in our Service, so we could suggest him
to share the money which derive from the bar or from the wardrobe,
or perhaps a percentage on the ticket price might be agreed. Of course,
we need to let him understand the importance of the Service and of
involving a great number of people.
Lastly, a good suggestion to organize a nice event (different from the
usual night at the disco) it is a good idea to decide a theme for the party,
as it brings a colourful touch to the evening. In case it is a success, we
may also decide to repeat this experience each year (always changing
the theme). Anyway, just remember that the theme should in no way be
selective, discriminating or limiting.
Sale of objects
Selling objects represents a good solution to gain a good visibility from
the surrounding community. It is not so difficult to arrange this kind of
activity, as there are many different solutions about the objects we want
to sell. If we are planning a Service in common with an Association (e.g.,
an association aimed at helping suffering babies) probably it already
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has some gadgets and it usually has its own posters and all the needed
promotional materials.
Otherwise, we may decide what we can sell, for example, according to the
period of the year: plants or flowers in springtime, and so on.
Anyway, it is important to remark that all Countries have their own laws
about this kind of activities. First of all, many Countries require a specific
authorization for selling some foods; moreover, each Country has its tax
regime and requires specific authorizations in order to place a little stand
or a stall on the public space.
It is not possible to give exact informations about how to solve these
problems, as it is necessary to deal with local laws. However, it is possible
to consider some general suggestions which might be useful in some
circumstances.
To avoid some problems with local fiscal laws, instead of a real sale it
is possible to arrange an offer with a free contribution for the objects
we have at our disposal. If this is the case, it is preferable to ask for
a minimum contribution instead of setting a sale price. However, it is
also important to provide people with detailed informations about Leos,
about our Service and most of all about the way we will use the raised
funds. In order to do this it is also possible to print some papers with
all the informations needed, that we may give to all the people who will
stop at our stand.
The request to occupy public space must be submitted in time to the
proper office of our city/town (or the office of the city/town in which
we want to organize the sale), according to local rules. In some cases it is
necessary to pay a sort of tax in order to have the permission; in some
other the permission is free.
However, it is also possible to place a stand inside a mall, so that we are
sure we will meet many people. In this case it is only necessary to ask for
the permission to the owner or to the manager of the mall.
It is very important to plan the sale with great care, mostly while deciding
the gadgets that we are going to sell. If we have chosen to repeat the sale
which has already been carried out by another Club it would be better
to contact this Club just to gain more informations about all possible
problems related to the sale (they may have encountered some difficulties
and they may give us some good suggestions).
Once we have chosen our gadget and our supplier, it would be better
to find a good agreement with him: the best solution (for us) is to agree
on a contract for “sale or return”, so that we will pay only those gadgets
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which have been actually ‘sold’ and any leftover can be returned. In this
way, the Club is not financially exposed. Of course, it is not always easy
to find this kind of agreement, but it is not impossible, mostly if we are
able to let the supplier share our project.
Besides the importance of the Service, all our activities are also aimed at
promoting our Association, so the banner of the Club should be placed
near the stall, in order to be clearly visible. All members should wear
their pin or all possible Leo t-shirts, vests or other solutions, so that
everybody may see the Leo logo.
It is important to remember to send even a simple press release in time
to as many media as possible. Once the event is over, it is necessary to
contact the same media that advertised the event in the first place, so
that the results of the Service may be made public.
Activities for the collection of items
The collection of second-hand materials (e.g., books, glasses) is routinely
performed by many Leo and Lions Clubs.
If we want to obtain a good result with our collecting activity, it is
mandatory to correctly and timely inform the population. The easiest
way to inform people is to use the local press, television and radio
stations. Other forms of advertising may include affixing posters and
handing out leaflets (according to local laws), though they are very
expensive in terms of time and money. Awareness can be raised more
effectively perhaps by contacting sector-specific operators. For example,
in case we are going to gather some books it might be a good idea to
contact publishing houses, schools, bookshops, students and teachers;
instead, in case we are going to collect glasses, then one might contact
opticians, hospitals, etc...
All contacts will be more effective if preceded by an introductory letter
setting forth the objectives of the Association and of the event and
informing the recipients of the final allocation of the material we are
going to collect.
At District level, the collection should be planned across the entire
District with clearly identifiable collection points placed in strategic
positions.
Social Services
Social Services are often very easy to perform, as they usually don’t
require any kind of cost for the Club and it is almost easy to organize
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them in a few time. Anyway, Social Services are really important, as they
let the Club be in close contact with the surrounding society.
For example, it is possible to spend some time in rest houses, in
orphanages (maybe bringing some presents for the children) or in houses
for homeless (maybe bringing them some clothes or other useful things).
Carrying out these kind of services is very important and all Leo
members may gain a great experience from these activities. Nevertheless,
all these services shall mandatory be planned in cooperation with the
managers of the rest house, of the orphanage, and so on, and all kind of
presents and activities shall be authorized by them.
Organizing a Conference
In case we want to make people more aware of a project (such as a
service), a problem (e.g., drug abuse) or if we simply want to invite people
to discuss about a particular subject, organizing a Conference is surely
the best solution. It is useless to say that if we want to be sure to have a
certain success we shall choose an interesting topic for our conference.
Once the topic has been decided, the main issue is that of finding suitable
speakers. If we do not know anyone who is truly skilled in this practice,
then it is possible to contact local Lions or maybe we can contact a
University in order to find a Professor who may be available to join our
project.
The next step is that of finding a moderator: he shall be able to nip
any polemic in the bud if necessary and he shall contribute to the good
success of the Conference.
If we don’t know someone who may be a good moderator, than we
may contact a local journalist and try to involve him. In case the topic
is particularly interesting and the Conference is well organized, they
generally do not ask to be paid, mostly if they share our purposes.
The Conference shall be carefully organized, so we will need to look
for a comfortable hall, equipped with a proper amplification system and
easily reachable by everybody. Sometimes the City Hall or some other
convention halls may also be rented free of charge by submitting request
with ample notice but most of all specifying the aim of the project. In
case it is not possible to find a free of charge (or very cheap) solution, it
is also possible to search for some sponsors in order to find the money
to rent a hall.
Anyway, it is important to remark that estimating the number of
potential guests is crucial in order to choose the most proper seat for the
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Conference: if we’re expecting about 50 people, indeed, there’s no need
to look for a hall for 200 people (and vice versa), as renting it would not
be appropriate for our event and it would surely cost too much.
The use of audiovisual equipment should be agreed with the speakers, so
that the necessary devices can be procured. A projector, where required,
will be positioned as deemed suitable by the speaker, ensuring, however,
that it is not in the way of anyone’s field of vision.
All instruments must be tested with ample notice so that any possible
problem may be solved in time.
The room shall be arranged according to the speakers needs but also
following the indications of our protocol (see Ceremonial and Protocol).
In fact, a conference is a moment during which our Association meets
the surrounding community and it is necessary to adopt all the proper
solutions required for a ceremony (Head Table, podium, and so on).
The amplification system must take into account how the orators will
be positioned and all the possible questions posed by audiences: that’s
why a Leo should be among the audience with a wire-less microphone.
The Leo President is the Chairman of all the events promoted by the
Club. He should firstly welcome the guests and briefly introduce the
objectives pursued by the Association (in general) and by the Club (in
particular). In case the topic is not strictly related to the Association,
this introduction should be brief, as the Conference is not focused on
“Leo Clubs”.Anyway, once this first part of the conference is over, the
President should introduce the moderator, who will lead the conference,
introduce the speakers and coordinate the debate.
Then, the speakers may start their speeches and at the end the audience
may ask all the possible questions.
Organizing Contests in schools
To organize this type of contest, we will usually need to submit a request
for authorisation to the Headmaster, who should receive a detailed
program of what we would like to do.
Once the topic of the contest is decided (maybe it would be better to
choose something which is related to everyday life of young people or
to their future), it is necessary to look for the prizes. It might be a good
idea to provide the winners (students, teachers or schools) with some
educational material. A plaque may also be added as a prize for the
school and it may be a good chance to be remembered.
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Movie Leo: film
It is a good idea to have a series of films with a common leitmotif. They
don’t need to be serious or deeply thought-provoking films; on the
contrary, they should be able to attract more people, though it should
also be borne in mind that this is a cultural service, so it is important to
organise a post-film talk.
To this end, it may be a good idea to have a dvd machine and a monitor to
comment scenes of the films or other feature films. For the programming
and the showing, an expert should be contacted.
Promoting this event by radio and posters and involving friends and
acquaintances is crucial for a good result.
A Tip
The service is the engine and the primary objective of the Association.
There can be no Club if there is no service! At the same time, we should
try not to have too many overlapping events or it will be difficult to bring
them to completion.

Legal and tax-related profile of a Leo Clubs
Legal profile
Since the Association may lawfully be requested to produce a document
which proves who holds representation powers at the Club (the President
or the Lions Club sponsor) and which is the power of the other Officers
(e.g., the Treasurer), a photocopy or an extract from the book carrying
the minutes of the meetings and the results of the election may be useful
to keep, as well as a copy of the Bylaws and Club Regulations which set
out the powers vested in the Officers.
Tax-related aspects
This subject-matter falls within the sphere of competence of the
Treasurer; however, Leos should become familiar with tax-related issues
so that each Club can be more smoothly run.
All Clubs shall mandatory respect local laws concerning tax-related
aspects, financial issues and so on. It is not possible, in this Manual,
to provide detailed informations about these important topics, as they
may vary in different Countries. Anyway, the Club Treasurer, maybe
supported by the District and/or by the Multiple District Treasurer,
should be aware of the fiscal regulation of income tax, VAT (games,
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shows, public entertainment), possible municipal charges (e.g., in case it
is necessary to occupy public space), invoicing, and so on.
For example, anyone intending to put on shows and performances,
including those events, in which intellectual property is used, shall
generally obtain a permit by a proper office.
The authorisation might be requested not only in cases in which
entertainment is organised for a profit, but also when there is no
payment, whether direct (e.g., admittance ticket, a percentage on the
prices of drinks) or indirect (e.g., shares, contributions, grants from
entities or private individuals, obligatory buffets). Moreover, cinema
shows, sporting events, theatre performances and other forms of
entertainment are generally subject to taxes according to local laws.
Banners, billboards, any form of visual and acoustic advertising or, for
example, the distribution of leaflets may be taxed with different rates
according to different local laws. However, charity shows may take
advantage of a tax discount as well as the events sponsored by the
respective City Council.
So, just to avoid any possible sort of trouble, it is necessary to be aware
of the local regulations. Anyway, in case of any kind of doubt it is surely
advisable to ask for indications to the Lions Club sponsor or to an
expert in fiscal administration.
Selling of publications
Clubs often produce and distribute various publications (art books,
landscape texts, history books, poetry books, etc.). To prepare such
publications there should be no problems for the Clubs, since any
tax obligations are supposed to fall to (or can be made to fall to) the
publishing house and therefore it should never be the Club’s responsibility.
Instead, in case publications are sold to third parties or even members
(in some cases including with the assistance of bookshops and other
business organisations), there is no doubt that we are dealing with a
commercial activity and it is therefore necessary to respect all possible
fiscal obligations.
In case the Club provides for the distribution of the publications the
situation is different: if these are given free of charge or only against a
token offer or voluntary contribution, there are generally no problems.
Anyway, it is always necessary to remember that it is not possible to use
the Leo (or Lions) logo for commercial purposes without asking and
obtaining the approval of the National and International Board.
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Lotteries
It is not unusual for a Club, District or Multiple District to organize
a lottery for fund-raising purposes. This is a good solution, as tickets
are generally not so expensive and it is indeed possible to involve many
people. Anyway, it is better to distinguish some cases from all the others.
A Club may decide to organize a lottery during a Leo/Lions meeting:
tickets are sold to the guests and the prize draw generally takes place at
the end of the meeting. If this is the case, only those people who attend
the event may take part to the lottery, and we may consider it as a “homemade” lottery which does not require the presence of a notary.
Instead, in case the Club decides to sell the tickets to other people, or
the lottery is planned on a large-scale, by a District or a Multiple District,
things are very different, as it is not only necessary to find a notary for
the prize draw, but it is also necessary to respect all possible local fiscal
regulations.
In some Countries an authorization may be requested and this permission
might also be issued for a certain amount limits of the prizes. In some
other cases, taxes may be established as a percentage of the total amount
of the prizes.
That’s why lotteries may represent a good solution for a service but it is
necessary to plan them carefully in order to respect all fiscal laws.
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Our Association bases its entire activity on the good will of its members.
None of us will ever receive money for his dedication to services and
general activities: the best way to thank a member for what he has done
is to let him know that his work is appreciated by everyone. Anyway, in
some cases it is also possible to demonstrate our appreciation by using
some awards. There are many different kinds of awards, at personal,
Club, District and Multiple District level: they differ for their meaning
and for the requirements needed to obtain them.
As we have already remarked, awards shall be given only to those
members who really deserve them! Some awards may surely be more
appreciated than others, but if we consider the real meaning of the
award (an appreciation for the dedication of a member to the activities
promoted by the Association), we may easily understand that it doesn’t
matter which award we receive: they’re all equally important.
Here we report a list of the available awards (grouped by category), but
further informations are available on the international website.

LCIF (Lions Clubs International Foundation) Awards and rewards

All funds sent to LCIF for the following awards become part of the
foundation’s assets and are used in connection with the big Services of
the Association.
100% member support
Type:
Banner patch (the first year in which requirements are met)
Requisites: The Club shall make a donation of 20US$ to the LCIF for
each Club member.
Procedure: The Chevron is mailed from International Headquarters
to the Lions Club sponsor - upon attaining 100%
contributing membership - which will be handed to the
Leo Club in the course of an official evening.
Availability: One recognition per Leo Club.
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Type:
Yearly Chevron (in the subsequent years).
Requisites: Available every year in which the Club pays in 20US$ for
each Club member to the LCIF.
Procedure: Chevron is mailed from International Headquarters to the
Lions Club sponsor at the end of the Fiscal Year, upon
attaining 100% contributing membership.
Availability: One recognition per Leo Club.
Banner and Chevron for Melvin Jones Fellow
Type:
Banner (the first year in which the Club assigns a Melvin
Jones Fellow award).
Requisites: The Leo Club must award a Melvin Jones Fellow award.
Procedure: The Banner is mailed from the International Headquarters
to the Club President following receipt of donation.
Availability: One recognition per Leo Club.
Type:

 Yearly Chevron (for each year a Melvin Jones Fellow is
awarded).
Requisites: Each year in which at least one MJF is assigned, the Club
will receive a Chevron.
Procedure: Mailing to Club President from Oak Brook.
Availability: One recognition a year per Leo Club.
Melvin Jones Fellow (MJF)
Type:
Club Plaque (Banner patch upon request).
Requisites: Donation by Leo Club of 1.000US$ (nowadays) or more.
Procedure: Once the donation has been done and a duly filled in LCIF42 Form has been received, the award (plaque or banner) is
mailed from the International Headquarters to the person
shown in the form.
Availability: One recognition per Leo Club per year.

Awards from the catalogue for Lions Club supplies
Leo Award of Honour
Type:
Medal.
Requisites: Special recognition and praise to a member for his
outstanding achievement during the year, including
leadership, experience and social distinction.
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Procedure: To be ordered from the catalogue or on the website:
www.lionsclubs.org
Availability: Unlimited.
Leo Certificate of Appreciation
Type:
Certificate.
Requisites: For those members who have rendered a special service to
the Club, District or Multiple District.
Procedure: To be ordered from the catalogue or on the website:
www.lionsclubs.org
Availability: Unlimited.

Awards and Recognitions for Public Relations
International Photography Contest
Type:
First Place plaque and honourable mention certificate.
Requisites:  Send to Oak Brook, by May 1st, the negative, the photo
or print of Lions and/or Leos in a service or in a fundraising project.
Procedure: The photo is judged for artistic merit, quality and
prominence of logo. Awards will be mailed automatically
to recipients after the International Convention.
Availability: One First Place award and one honourable mention award
International Public Relations Idea Contest
Type:
First Place plaque and one honourable mention certificate.
Requisites: Submit a report to Oak Brook, by May 1st, on successful
public relations activity that received media and
community attention.
Procedure: Judged on artistic merit, quality, prominence of logo and the
manner in which the Association is represented. Awards
are sent automatically to recipients from the International
Headquarters after the International Convention.
Availability: One first place award and one honourable mention award.
Recycle for sight Programme
Type:
Certificate.
Requisites: Crucial contribution to Lions Recycle for sight eyeglass
recycling programme.
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Procedure: The certificate can be downloaded from www.lionsclubs.org
this must be presented upon completion of a successful
activity.
Availability: Unlimited.

Awards and Recognitions for Service Activities
100% Leo Club President
Type:
Certificate.
Requisites: Obtain a net gain in membership, bringing to completion
an official service and fund-raising activity.
Procedure: Leo Club Advisors will receive this certificate with the
material given at the start of the year and they will award
it to the qualifying Presidents. It is presented at the end of
the Fiscal Year.
Availability: One per Club.
100% Leo District President
Type:
Certificate.
Requisites: Development of Leadership during a course or a training
workshop, sponsoring of a service project or an important
fund-raiser, organisation of a Leo Convention at District
Level, net increase in Leo membership and organisation
of at least one new Club in the District.
Procedure: An award is given to the District Presidents at the end of
the Fiscal Year.
Availability: One award per District.
100% Leo Multiple District President
Type:
Certificate.
Requisites: Development of Leadership during a course or a training
workshop, sponsoring of a service project or an important
fund-raiser, organisation of a Leo Convention at Multiple
District Level, net increase in Leo membership and
organisation of at least one new Club in the Multiple
District.
Procedure: The award is sent to the Multiple District Chairperson and
it is awarded at the end of the Fiscal Year.
Availability: One award for each Multiple District.
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International Club Twinning Award
Type:
Certificate or banner patch.
Requisites: Establish a new International Lions Club Twinning
relationship.
Procedure: Submit IAD-603 Form to the International Headquarters,
which will send it automatically.
Availability: One award per International Twinning.
Chevron for Leo Club Anniversary
Type:
Chevron.
Procedure: Sent automatically to the President of the Lions Club
Sponsor for the 5th, 10th, 15th, etc, Club Anniversary.
Availability: Once for each Club for every Anniversary.
Leo Club Excellence Award
Type:
Banner and Chevron.
Requisites: For the Leo Club that has attained excellent results in
community services, in fund-raising activities and in
promoting and developing Leadership.
Procedure: Leo-105 Form must be sent to the International
Headquarters by August 15th, attaching material certifying
the activities of the Club. The Banner and the Chevron
are sent to the District Governor to be given to the Club.
Availability: One per District every year.
Membership Growth in Leo Club
Type:
Badge.
Requisites: For Leo members who have recruited three or more
members in the month of October.
Procedure: A written request must be sent to the International
Headquarters by November 30th; following these relations,
the badge will be sent automatically to the Advisor or
Lions Officer who has requested the award.
Availability: Unlimited.
Leo Completion of Service Certificate
Type:
Certificate.
Requisites: Service Completion for Leo after October 2006.
Procedure: Send a list with the names of Leo members who have
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qualified to Oak Brook. The certificate is sent automatically
from International Headquarters to the Secretary of the
Lions Club sponsor for presentation to deserving Leos.
Availability: One for each Leo.
Leo of the Year
Type:
Medal and certificate.
Requisites: Demonstrate Leadership and Service skills.
Procedure: The Council President or the District Governor shall
send the Leo candidacy (Leo-LOY Form) to the
International Headquarters by June 1st. Awards are sent
from International Headquarters after the International
Convention.
Availability: One award per Multiple District.
Lions Award - Young Ambassadors of the 21st Century
Type:
The recognition is decided at District or Multiple District
Level.
Requisites: The Districts (or Multiple Districts) sponsor a contest for
young people (from 15-19 years of age) who will need
to demonstrate excellent leadership qualities in services
rendered to the community, schools and oratory skills.
Procedure: The Districts (or Multiple Districts) shall decide the
programme, awards and implementation terms.
Type:
Certificate issued by Oak Brook.
Requisites: The Lions may request that the International Headquarters
provide for the awards (Leos may also be awarded).
Procedure: A written request must be sent to Oak Brook: the certificate
will be sent to the requesting Lions Clubs.
Availability: An award for each District/Multiple District.
Lions Young Leaders in Service Award
Type:
Silver Certificate (Level 1).
Requisites: Reaching 50 hours of service to the community rendered
by a young Leo/Lions member.
Procedure: A written request must be sent to Oak Brook: the award
will be sent to the requesting Lions Clubs.
Availability: One per person.
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Type:
Gold Certificate (Level 2).
Requisites: Reaching 100 hours of service to the community rendered
by a young Leo/Lions member.
Procedure: A written request must be sent to Oak Brook: the award
will be sent to the requesting Lions clubs.
Availability: One per person.
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CEREMONIAL and PROTOCOL

The first thing to know about “ceremonial” or “protocol” is that these
words are not synonymous: the ceremonial is a sort of language based
on the use of symbols, signs, expressions through which a group of
people is able to communicate; on the contrary, the protocol represents
the grammar of this language, because it is made up of all the rules and
principles which allow people to use and understand the ceremonial. In
fact, someone who represents an association is not completely free to
do all that he wants: each behaviour must be devoid of any personal
interpretation.
So, while “good manners” and “bon ton” are referred to the personal
relationships of a single person, “ceremonial” and “protocol” are
referred to his public life.
Thanks to the protocol, during a ceremony it is possible to understand
the hierarchy of a Government, of an Association, or even of a farm.
In fact, during each meeting of the board of directors of a farm the
President has not a random place: he has a specific placing, as well as all
the people who surround him, which are placed according to their rank
within the farm.
The protocol is based on the structure of a group of people: our
Association has an International President, an International Board,
Multiple Districts, Districts, Clubs and each ceremony shall reflect this
organization (= hierarchy).
All our activities should transmit the importance of Lions Clubs
International. We should be examples of order and coordination, because
we gained these qualities from other members of the Association and we
are obliged to maintain them. That’s why the protocol is so important.
The Master of Ceremonies is surely one of the most amazing Officers
of a Club. Unfortunately, being a good Master of Ceremonies is not so
easy, because whenever we have to arrange a ceremony it is necessary to
face many different (and sometimes apparently unsolvable) problems.
Each ceremonial is focused on some basic rules: some of them do not
admit any exception, but some others might be modified according to
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different situations. That’s why the MC has to pay attention to all the
possible details.
In this chapter we will focus on some aspects of Leo (and Leo/Lions)
ceremonies.
Of course, each District or Multiple District has its own traditions and
inside the same Multiple District there might be different Officers, so
that it is not possible to give detailed indications for a worldwide valid
protocol. On the Lions International website it is possible to download
the Official Protocol of the Association, but it is important to remember
that it is referred to Lions, not to Leos, because a real “Leo Protocol”
does not exist nowadays.
Besides traditions, Districts and Multiple Districts may have their own
“inner” protocols due to agreements between Leos and Lions; so, for
example, there might be some differences in the precedences in case
of meetings with both Leos and Lions in different Districts/Multiple
Districts.
Moreover, each Country has its own culture, tradition, religion, laws
which belong to the history of that Country and which may influence
its Official Protocol. This Protocol and the Lions International official
one may differ in some aspects: in these cases it is possible to choose
the solution that we prefer (unless we are obliged to refer to the local
Country Protocol).
That’s why, at least at the moment, it is very difficult to arrange a detailed
“International Protocol” for all Leos: we will only try to provide some
general guidelines about how to behave correctly in case of a ceremony.
Anyway, being part of an International Association does not relieve us
from respecting some local regulations in force (such as the order of
flags): these rules shall indeed be followed by everybody, as they usually
derive from some specific laws and no association shall be considered
above the law.
Of course we will always experience different situations, so that we will
learn that knowing orders and rules is not enough to avoid troubles: in
these circumstances our experience will be fundamental.
As well as all the other Officers, the Master of Ceremonies may be a
man or a woman, but in this chapter we will consider him as an Officer,
so we will always refer to him as a man (“he”), considering all Offices as
masculine. This principle may seem difficult to understand while using
English language, because we may simply say “the MC” and we don’t
know if we are talking of a man or of a woman (unless we say “Mr
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(4) See Debrett’s
“Correct Form”.

Master of Ceremonies” or “Madam Master of Ceremonies”4). But in
many other languages it is not the same. For example, in Italian language
even if a woman is the Master of Ceremonies we would say that she is “il
Cerimoniere” and not “la Cerimoniera”. In French language she would
be “le Chef du Protocole” and not “la Chef du Protocole” (even if in
France there has been a long quarrel about feminine titles, so that PDG
Jean-Claude Baverez uses to say “Madame le Chef du Protocole”).
In the following pages, mostly while dealing with the Head Table, we
will use the term “Chairman” referring to the Officer who leads the
ceremony. It is important to underline that this has nothing in common
with the “Leo Chairman” (or “Leo Chairperson”), which is a Lions
Officer.

Who is the Master of Ceremonies?
The Master of Ceremonies (MC) is someone who has to place objects
and people in the correct order according to rules, traditions and habits
of a group of people (Association, Company, etc.), whenever they want
to communicate their image and values.
Placing people, emblems or objects in the correct order is the main task
of a Master of Ceremonies. Whenever it is required, he must be able to
answer to the question: “Which one is the most important?”. Moreover,
he is also the person who is charged to co-ordinate all the people involved
in the organization of an event.
The MC is not the one who leads the meeting but only the Officer who
must assure that the ceremony will go on according to an established
order.
A Master of Ceremonies has to know all the rules and laws concerning
the protocol, but he shall also be aware of the fact that these rules and
laws may sometimes admit some exceptions. In order to manage these
exceptions, the MC has to know the rules but he must also use his sense.
As a ceremony is a moment of communication during which many
people share the same traditions, purposes and projects, the Master
of Ceremonies may also be defined as the Officer who is charged to
preserve and to transmit the traditions of the Club, District or Multiple
District (and, in general, of our Association). So, the MC must be aware
of these traditions (= values): that’s why this Officer should be chosen
between the most experienced members.
Unfortunately, the Master of Ceremonies is often chosen between new
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members and this may happen because the Club President may think
that this could be a good opportunity to involve new members, or
maybe they are the only ones available for this Office because all the
other members refused it.
Anyway, there’s a solution for both the problem of having a skilled
MC and of involving new members in the activities of the Club: the
President may decide to appoint two Masters of Ceremonies, the 1st
and the 2nd one: the first one is the one who has more experience and
who will “practically” prepare the ceremony; the second one will be the
“Vice MC” and he will help the other in planning all the ceremonies,
thus having the possibility to gain all the experience and knowledge
which is needed to became a good MC.

What does a MC do?
If we ask some people “What does a MC do?” they will surely answer
that the MC is charged to organize the ceremony. But this sentence is a
little bit vague and it is necessary to understand what does “organizing
a ceremony” implies.
People use to think that once the Head Table and the list of Dignitaries
are done the ceremony is ready: this is definitely a mistake. So, what does
a Master of Ceremonies do?
Organizing a ceremony implies the search for an accommodation, the
printing of the invitations, the decisions about the menu, the arranging
of the ceremonial and many other things. The Master of Ceremonies
shall be involved in all these aspects, working in close contact with the
Chairman.

How to choose the perfect accommodation?
It does not exist a place which is good for all the possible events, because
each meeting requires a different organization. If we have to organize
a gala dinner, a Leo/Lions conference about economy or a District
Conference we would surely need to find different solutions.
So, the first thing to do is to make a list of what is really needed.
Suppose we are going to organize a one-day meeting: we need a room
for it, so we have to choose a place which has a room meeting which fits
with our necessities (how many guests are we going to have? will we have
a coffee break? do we need some microphones, a projector, etc?); but if
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we have to organize a District Conference which will last for the whole
week end, we have to choose a place which may offer us other solutions
(we need to organize a brunch, a dinner or maybe a Gala Dinner and it is
necessary to book some bedrooms for some of our guests).
Requirements may differ all the times and they may vary according to the
different importance of the meeting that we have to plan.
If we’re planning a meeting for 40-50 people probably it won’t be strictly
necessary to have microphones in the room and if the room doesn’t
offer the possibility to use a Hi-Fi for listening to the anthems we may
solve the problem with a simple portable cd reader.
So, as we can see, some problems are very easy to solve.
On the contrary, some aspects are fundamental and it is better to avoid
some situations:
• except for those meetings during which we have, for example,
a dinner and a speaker (a politician, a journalist, a surgeon, ...) it
would be better not to organize ceremonies in the same room
where our guests will have dinner. In fact, when people are
sitting at the table it is very difficult to avoid noise while the
MC or some Dignitaries are speaking, mostly if we have many
persons who shall take the floor;
• the room chosen for the ceremony should be entirely at our
disposal, especially if we are planning an important meeting or
if we have prepared a detailed ceremonial. If the seat that we
have chosen for the meeting is, for example, a restaurant, it is
not possible to proceed with the ceremony if there are other
people in the room, probably making a lot of loud during the
anthems or during someone’s speech;
• do not organize ceremonies in rooms with columns: during a
meeting all the guests must be able to see who is speaking and
it is not acceptable that they have to move themselves because
the speaker is hidden by a column.
It’s not always easy to find a good accommodation: this part of the
organization represents the most difficult one. The best suggestion is
to ask for help or informations to all the members of the Club, to the
Lions Club sponsor or to other friends. This is the best chance to try to
find someone who may help us and probably we might have the chance
to obtain a better prize!
This last aspect is not the less important one while organizing an event.
We shall always try to remember that, first of all, Leos and Lions are
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members of the society; as a consequence, we are involved in all the
problems which may affect our Countries, financial difficulties included.
As PCC Edgardo Urquiza notes on the Manual de Ceremonial y Protocolo
Leonistico5, a good planning is not focused on the prize of the event
(“higher price” does not necessarily mean “most important event”) but
mostly on how we will host our guests and on the real meaning of the
event.

(5) MD “O”
Argentina,
2001-2002.

The invitation
When we receive an invitation we may often read on it that we have to
advise the President (or the Secretary) for confirmation: besides some
great events which require a different planning (such as, e.g., District
Conferences, NCs, LEF) it would be better to ask our guests to contact
the MC. In fact, it is fundamental that the MC has an updated list of
participants, because this list is basic for his task; it is not the same for
the President, because he has other tasks rather then the placement of
the guests.
Just as a simple indication, we might consider that the invitation should
provide at least the following indications:
• who hosts the event (Club, District or Multiple District);
• what does the event represent (e.g., Charter Anniversary, District or
National Conference);
• where and when the event will take place (date, time, address);
• how much does it cost (unless we are preparing a very formal
invitation, because in this case the price should not be written on
the invitation);
• other indications (such as, for example, the dress code);
• how to contact the MC (if we are organizing a brunch or a dinner
it would be better to ask our guests to advise us about any possible
food intolerance or allergy).
Sometimes Presidents, Clubs or Districts use to offer the dinner to some
particular guests: if we want to do this it would be better to advise them.
In this case many local protocols (and the Diplomatic Protocol too)
suggest that the Dignitaries should attend the event alone, but this is not
what generally happens in case of Leo/Lions events. So if these guests
attend the event with their spouses (or, sometimes, sons/daughters) the
same hospitality should be guaranteed to them. This is not generally
valid for their girlfriends/boyfriends.
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

Just a brief comment before proceeding. Nowadays, it may happen to
note that on some invitations it is written, e.g., “Dress code: black tie”:
this expression is formally wrong, because “black tie” is the dress code
itself, so it is not necessary to add “Dress code:”. Moreover, when we
write, for example, “black tie” we are kindly asking our guests to wear
something specific (and proper) for the ceremony (and, at the same time,
we are helping those guests who might have never been to a meeting
like the one we are organizing). We are asking a pleasure but we are not
imposing it (we will generally not drive away those guests who will not
follow our indications).
Another common mistake is to refer to the dinner as a “gala dinner”
even if smoking is not required. Whenever we refer to a gala dinner on
an invitation we are asking our male guests to wear a smoking and, as a
consequence, we are asking our female guests to wear a long dress. In all
other cases it would be much more appropriate to refer to a “dinner”.
While writing an invitation, we shall try to use our own language and to
avoid as much as possible the use of foreign words (except for those
expressions which is not possible to translate). It is important to remark
that in some Countries, such as France, the use of foreign words on
official communications is strictly forbidden; so, this is also valid for a
Leo/Lions communication.
It is important to prepare a “formally correct” invitation, as it represents
a sort of “business card” for the Club as well as the whole ceremonial
(Pic. 1).
Pic. 1
Some examples for
a correct invitation.
We may notice that
the heading, the
text, the dress code,
the address and the
R.S.V.P. are always
placed in the same
position, while the
positioning of the
logo(s) may change
in case we have
only one logo or
more than one.
The heading always
begins with the
full name of the
Association.
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It may seem unbelievable, but one of the most common mistakes is
the heading, the name of the Association. Sometimes “Clubs” is
written without the “s”, or the “s” is added to the word “Association”.
As well as we don’t make mistakes with our name while signing any
kind of document, we shall never make mistakes with the name of our
Association.
Anyway, the name of the Club/District may be added to the heading,
below the name of the Association.
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

The logo shall be centered just below the heading: in case there are two
logos (two Clubs involved in the event) the first one is placed on the left
and the second one on the right of the invitation. In case it is necessary
to use three logos, the first one shall be placed in the center, the second
one on the left and the third one on the right. We will notice that this is
the same order which shall be used for flags.
Just under the logo(s) we shall add the text of the invitation, always
remembering that it is the President the one who invites the guests and
his name is usually added to the invitation.
The dress code is written just under the text, then we may specify the
address on the left and we shall add the “R.S.V.P.” (“Répondez s’ils vous
plait”) on the right.
While the heading, the text and the dress code are written with an
elegant (but always clear) font, the address and the contact are written
with a different font, sometimes a little bit smaller. This is necessary to
distinguish these informations from the other parts of the invitation.
It is not always necessary to add the address or a telephone number:
sometimes another card (made of a different paper) is added to the
invitation and on this card we may find a map to reach the seat of the
event, the telephone number for informations and confirmations (if this
is the case we will only write “R.S.V.P.” on the invitation) and all the
possible useful informations needed.
The invitation may be generic or referred to a specific guest: in the last
case we will leave a space on the invitation where we will write his name
by hand.
Just as an example, we may consider the following invitation prepared for
the 30th Charter Night Anniversary of Leo Club Duckburg:
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As the event is organized by the Leo Club, there’s only one logo just
below the name of the Association, which should never be missing.
Under the logo we may write the name of the Club as a sort of headed
paper.
In the following example we may see the use of both Leo and Lions
logo:

The previous example is referred to the Gala Night of a District
Conference. The use of the Lions logo shall usually be approved by
Lions (in this case it is the District Governor who shall approve it). It
is often added to the invitation in these circumstances as usually Lions
support the organization of the Conference. Moreover, these invitations
are sent to both Leos and Lions members.
Who shall receive the invitation? This question may seem stupid, but it
is not.
We must invite all the people we would like to host, but the problem is
“how” do we invite them.
In these years in which communication is mostly based on Internet
and on many social networks, we shall not forget that the only real
invitation is the one sent by letter and that no communication may be
considered “official” if it is sent by e-mail or, even worse, by sms or, e.g.,
on Facebook.
These solutions may allow us to reach an incredible amount of people
(and we shall use them!) but they shall not be considered valid for all
guests.
Printing letters may require a lot of time and it may be a little bit expensive,
but this is the only way we have to be sure that we have officially invited
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

(6) This is a
general rule of
the Diplomatic
Protocol, which
states that in case
of a meeting (such
as a conference) the
invitation is sent
to the “Officer”
while in case of a
dinner it is sent to
the “person”. If
this person is absent
none may represent
him.

someone. If we want to invite some Dignitaries which don’t belong to
The International Association of Lions Clubs it is mandatory to send
them a letter.
Moreover, a letter is also the best solution to be sure to reach a person:
we shall remember that sometimes e-mails might be considered as spam
or a message on a social network might remain unread...
Our guests should tell us whether they will attend the event or not and
we have to do the same when we receive an invitation.
In case of official meetings, the invitation is not sent to the person but
to the Officer. Suppose that the District Treasurer should not attend
the meeting: no other Officer may represent him, but the situation is
completely different for, e.g., Club Presidents, because they may be
represented by the Vice President. It is important to remark that only the
Vice President may represent the President when he is absent and that
no other Officer is allowed to do the same. An absent Officer may indeed
be represented only by those who hold the same (or immediately lower)
rank. Anyway, it is useless to say that, e.g., a Secretary or a Treasurer shall
not be represented.
So, in case of Leo/Lions ceremonies, if we have invited a Club President
and we want to place him at the Head Table, if he is absent his Club
may be represented by the Vice President but not by the Secretary or by
another Club member.
Country Protocols and good manners also suggest that the Officer
who attends the event representing someone who is absent should not
attend a lunch or a dinner: in this cases, representation it is not generally
allowed6. Nevertheless, many people ignore this aspect and we may say
that in case of a Leo/Lions event representation is generally admitted (it
depends on the education of the guest). So, if we have invited a President
and we want to offer him the dinner we should be ready to do the same
with his Vice President if the President is not present.
However, whenever we host an Officer representing another one, he
will be placed in the list of Dignitaries after all the Officers with the
same rank of the Officer that he is representing, unless this last one has
an important role in the meeting (e.g., in case of the presentation of a
common service or in case of a twinning).

How to place the guests
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final list of the guests will not be available till a few hours before the
meeting, because there’s always someone who decides under the wire
whether to attend the event or not.
However, some days before the meeting it is usually possible to have an
idea of how many guests we are going to host, so the MC has to decide
how to place them.
The main problem is represented by the “last minute” calls for
confirmations / annulments and in particular by those changes which
involve those guests who should be placed at the Head Table. In fact,
if one (or more) of these Dignitaries does not attend the meeting the
MC has to find another appropriate guest for that place; in case it is not
possible, he has to change the number and probably the position of all
the other Dignitaries.
Suppose that the District Chairperson decides to attend the meeting
with his wife only a few hours before the event. In case of a District
Conference we should add him to the Head Table, but if there’s a dinner
we shall add his wife too. This is possible only for married couples and
not for girlfriends/boyfriends or, in general, sons and daughters. If
they’re present they should be placed at an other table7. It doesn’t matter
if we are required to make an exception: it would be better to avoid
exceptions to this principle, because otherwise we would surely need
to remove other Dignitaries from the Head Table; this is not correct
and it may lead to unpleasant situations. It’s a hard work to solve these
problems, but it’s everyday life for a MC.
Some famous MCs suggest to arrange an apposite table for spouses
close to the Head Table. This is a common solution for diplomatic
events and also for Lions ceremonies in some Multiple Districts (e.g.,
in South America), but it might not necessarily be the best one for Leo
ceremonies. Anyway, if we want, we may also choose this solution if we
are sure that it won’t lead to “bad reactions”...
Once the tables are arranged, the MC has to find a proper place for the
emblems of the Club: the bell and the hammer shall be placed on the
table, in front of the Chairman, while the banner should be hang behind
him (unless we have decided to use the placement showed in Pic. 25).

(7) It may
happen that an
Officer might be
accompanied by
his son (or his
daughter) instead
of his spouse. In
this case, as a sign
of courtesy, even if
it is not mandatory,
it would be better
to add his son (or
his daughter) to the
Head Table too.

What about foreign guests?
It may happen that we have the chance to host one or more foreign
guests: if this is the case, the Master of Ceremonies is charged to arrange
the better accommodation for them. There are two main possible
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

reasons for their presence: they have to do something which is related to
the event (it could be a twinning, the presentation of a common service
or of an important event, and so on) or maybe they decided to attend the
event only to meet some friends of them. Whatever it is the case, they
shall be welcomed at best.
There is no real rule about how to receive foreign guests. It is almost the
same for the Diplomatic Protocol even if it has two main golden rules:
the principle of reciprocity and the principle of uniformity of treatment.
According to these two principles, we shall receive a guest as well as he
shall receive us. For example, if we place District President Donald Duck
at our Head Table, the same placement should be guaranteed to our
District President in case he will attend an event in Duckburg, otherwise
there’s no “reciprocity”. Moreover, all guests shall be received with the
same courtesy and honours (for example, all District Presidents deserve
the same honours, without any difference).
So, we may surely use these principles (mostly the second one, which is
already present in all our ceremonials), but besides these indications we
have nothing “official” to refer to; we may only try to point out some
general suggestions.
First of all, unless these guests hold an Office, there are no differences
between Leos and Lions. If they don’t hold any Office, or in case their
Office is not directly involved in the event they shall not be placed at a
Head Table during a ceremony and it is not even necessary to reserve any
specific place for them in the auditorium. In case of a dinner it would
be better to place them together with their friends or, however, at a table
were there are other guests who are able to communicate with them
(there may be some problems with languages).
In case our guests hold an Office which is related to the event (so they’re
involved in it), we have two possibilities: we may place them at the Head
Table or we may place them in the first row of seats in the auditorium
(mostly if they have to take the floor). These two possibilities mostly
depend on their involvement and on their Office. So, for example, in case
of a twinning between two Districts belonging to different Countries,
the foreign District President shall be placed at the Head Table as he
is a Guest of Honour. The same should happen in case there are the
respective District Governors. But what if we host a foreign District
Governor who is not involved in the event? In this case it would be
better to place him in the first row of the auditorium, maybe asking him
to take the floor (if necessary). The same may happen in case there’s an
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International Director, but in this case it would be better to place him at
the Head Table, as he represents the International Board.
However, in case of a dinner these guests may be placed at the Head
Table (if possible), because even if they’re not “fundamental” for the
ceremony, their Offices always deserve respect.
In case a foreign guest holds an Office he shall be mentioned according
to the indications that we will see in the paragraph “Precedences”. So, for
example, if we host a foreign Club President we will mention him while
mentioning all Club Presidents (uniformity of treatment), at the end of
the list of all the Presidents which belong to our Country.
Besides all possible problems of placing, when we host a foreign guest we
shall pay attention to his diet. Each Country has indeed its traditions and
in some cases it is necessary to arrange a menu focusing on the guest’s
needs. Just to make an example, we may consider that some religious
traditions may prevent people from eating a certain food; in some cases
they shall not even sit at a table where other people are eating that food.
Some other traditions may consider almost “inadmissible” to eat some
foods which are considered as a local speciality in other Countries. So,
in case we are not able to arrange the menu of the whole event in order
to avoid any kind of problem (this would be the best solution, mostly
if we are hosting a very important Dignitary at the Head Table), it is
mandatory to assure him a “personal menu”, so that he may have a
pleasant dinner.

How to prepare the list of Dignitaries and who shall take the floor
The drawing up of a correct order of all the Dignitaries that we will
have to introduce may often represent a problem for the MC. It is not
necessary (and it is a mistake) to mention all our guests: we shall only
mention the most important ones, otherwise the ceremony will surely be
too long and boring. We shall always remember that the real core of the
ceremony is not represented by the guests: what really matters is what
they represent.
Ceremonies should never be too long, especially if they take place before
dinner, because the guests might be already hungry when the ceremony
begins. Sometimes it happens that a ceremony may last for one hour or
more without a real reason, so that the dinner starts too late and many
guests only wait for the dessert because they are tired and they have had
enough of that event.
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That’s why all the people who shall take the floor should remind that
they’re not speaking for their own pride! They have a specific role in the
Association and in particular in that event. Whenever they forget this
aspect the ceremony becomes long, boring and useless.
Suppose that we have organized a District meeting and that we host
the District President, the District Governor, District Officers, Club
Presidents, some Club Officers and some guests personally invited by
the District President, such as Mr. Bart Simpson, who is an important
Lawyer at University of Springfield. The MC shall surely introduce the
District President, the District Governor, both District Officers and
Club Presidents, but it is not necessary to mention all Club Officers.
Moreover, the MC shall surely not name Mr. Bart Simpson (unless he is
a speaker): at the beginning of his speech, it will be the Chairman who
may mention him and thank him for attending the ceremony. Sometimes
people use to think that all the persons who sit at the Head Table shall
give a talk during the ceremony: this is not so far from the truth, but
if we think that it may often happen to have a Head Table with 5 or 7
Dignitaries it’s easy to understand why only some of them are normally
allowed to speak. In general, no one is allowed to take the floor if he is
not sitting at the Head Table, except for those ceremonies (e.g., a Charter
Anniversary) or conferences (e.g., a District or National Conference)
with many speakers (or in case we have some important guests sitting in
the auditorium, as shown in Pics. 22 and 23). Moreover, some Officers
(e.g., the District Secretary or the District Treasurer in case of a District
Conference Gala Dinner) may deserve to be placed at the Head Table
because they’re members of the District Board, but they don’t necessarily
have to take the floor. In the event that someone else wants to take the
floor the MC should always remember that allowing other people to
speak would surely modify the ceremony and this situation may hurt
someone. Whenever this happens, the MC should not lay the blame on
other people: it’s only his fault. There must be a very good reason to
modify the order that we have prepared with so much care.
The “Chairman” is the Officer who leads the ceremony, but he is not
necessarily the most important Dignitary between our guests. In fact,
in case of a Club meeting the Club President (or the Vice President in
case the President is absent) is the Chairman, but it may happen that
the District President (DP), the District Governor (DG) or even the
Multiple District President (MDP) might be present and their rank is
obviously higher than the Chairman’s one.
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In case of a Closing Ceremony (e.g., District or National Conference),
Dignitaries should take the floor following a growing order of rank and
the Chairman usually deserves the last speech. Instead, in case of a Club
meeting with a dinner the ceremony is usually a little bit different (even
if it depends on local customs). Before the dinner there might be some
very quick speeches in case there are some guests such as the DP or the
DG: if this is the case, the Chairman deserves the first speech. At the
end of the meeting, Dignitaries should take the floor, as we have already
seen, according to a growing order of rank and the Chairman deserves
the last speech. However, there may be an exception to this order. In
fact, in some Countries (e.g., Italy), when a Leo Club hosts the DP or
the DG, etc, the last speech is usually left to them as a sign of courtesy.
Anyway, as a general rule, nobody else shall take the floor after the last
speech, nor even the MC (sometimes it happens that he erroneously
takes the floor to wish “good night” to the guests). The ceremony/
meeting is closed when the Chairman rings the bell.
In case of a Club meeting the Chairman and a few other Dignitaries may
take the floor twice (at the beginning and at the end of the ceremony),
so the first speech shall really be very short. This is valid for all the
Dignitaries who shall take the floor at the beginning of an event.
The best thing to do is to contact them before the meeting in order
to advise them that they have e.g., only 2-3 minutes at their disposal:
it’s enough to welcome the guests. In fact, in case there are, four-five
persons who shall give a talk it takes about 15 minutes only for this part
of the ceremony…
If necessary, the MC should be ready to kindly advise the speakers that
their time is finishing.
In the following examples we will see some possible schemes for three
of the most common ceremonies.
Example n°1: Leo Club meeting with a speaker
• The Club President rings the bell and the MC introduces the
anthems, reads the Purposes (Lions International Purposes, Lions
Code of Ethics, Leo Objective) and the list of Dignitaries;
• the Club President takes the floor for a brief speech (max 2-3 min);
• if present, the President of the Lions Club sponsor takes the floor
for a brief speech (max 2-3 min), then the dinner begins;
• before the dessert, the MC (or the Club President) introduces the
speaker reading his curriculum);
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

•
•

the speaker takes the floor;
at the end of the speech and after all the possible questions, the
Club President takes the floor, thanks the speaker for attending the
meeting and closes it ringing the bell.

Example n°2: Leo District Conference
• The District President rings the bell and the MC introduces the
anthems, reads the Purposes (Lions International Purposes, Lions
Code of Ethics, Leo Objective) and the list of Dignitaries;
• the District President takes the floor for a brief speech;
• the resident Leo Club President (or the President of the Organizing
Committee) takes the floor for a brief speech (max 2-3 min);
• if present, the District Governor takes the floor for a brief speech
(max 2-3 min);
• the ceremony goes on according to the agenda;
• at the end of all the topics the District President takes the floor and
closes the Conference ringing the bell.
(8) This example
is referred to
the National
Conference of a
Multiple District.

Example n°3: Leo National Conference Closing Ceremony8
• The Multiple District President rings the bell and the MC introduces
the anthems, reads the Purposes (Lions International Purposes,
Lions Code of Ethics, Leo Objective) and the list of Dignitaries;
• The President of the Organizing Committee takes the floor for a
brief speech (max 2-3 min);
• The resident District President takes the floor for a brief speech
(max 2-3 min) then the ceremony goes on according to local
traditions (results of voting sessions or other subjects);
• The Multiple District Chairperson takes the floor;
• The Immediate Past Multiple District President takes the floor;
• If present, a Guest of Honour (e.g., CC, DG) takes the floor for a
brief speech (max 2-3 min);
• The Multiple District President takes the floor and closes the
ceremony ringing the bell.
If there’s a speaker (or more) it would be better to provide him a podium:
it shall be placed on the right of the Head Table and it should be used
by the Master of Ceremonies and by the speaker(s). In some Countries,
such as in North America, the podium may also be placed in the center
of the rectangular Head Table, so that place n°1 is on its right (from the
auditorium point of view), place n°2 is on its left, and so on, as shown
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in Pic. 2. This is also a good solution, even if using this placement the
Head Table may only host a pair number of guests. Anyway, in this
chapter we will see some examples in which the podium is placed on the
right of the Head Table.
Whenever a speaker has to take the floor he may reach the podium from
the auditorium (see: How to place the guest and the tables in the room). The
same procedure is commonly used during UN meetings.
In any case, it doesn’t matter who is speaking, where the podium is
placed or which is the subject: all the speakers should stand up during
their speech. This “rule” is also valid for all the Officers who shall take
the floor during a meeting.

Precedences
As we have already said, Leo Program does not have an official protocol
and it does not exist an official “Leo-Lions” order that we may use when
both Leos and Lions attend a ceremony.
Nevertheless, it doesn’t mean that we are allowed to decide a random
order for the Officers without using any sort of principle. “Ceremonial”
also means “order”, so we shall prepare a correct list for Leos and Lions.
Starting from the Lions International Official Protocol and considering
that Leo Clubs and Lions Clubs share, at least in part, the same structure9,
we can easily write down an order for Leo Dignitaries.
Of course, we shall remember all the differences that there may be
between different MDs or Districts. For example, some Districts might
be subdivided in smaller parts and for each one of them there might be
an Officer which is analogous of the Lions Zone Chairman: in the list
of Dignitaries he should follow the last member of the District Board
(in case of District meetings it is usually the District Treasurer, because
the MC is reading the list and he shall not mention himself).
Moreover, in case of Leo/Lions ceremonies we would easily experience
that in some Multiple Districts all Officers are introduced starting from
the “less” important and closing with the Chairman; on the contrary,
in other Districts or MDs meetings both Leo and Lions Dignitaries are
mentioned starting from the most important one. This is the solution

Pic. 2
An example of
a podium in a
rectangular Head
Table. Place n°2 is
on its left (or on
its right from the
auditorium point of
view).

(9) At least on a
District or Multiple
District level,
because nowadays
Leo Clubs don’t
have an official
International Board.
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that we will use in this chapter.
We might notice some other differences between the guidelines of this
chapter and, for example, those of the Lions Leadership Institute, but we
shall always remember that we are not dealing with Lions Protocol but
with some possible suggestions about Leo ceremonies.

(10) According to
the Official Policy
of the Association
and to the Lions
Leadership Institute,
“after International
Directors
Appointees by
the International
President to
Committees of the
International Board
of Directors and
the LCIF Executive
Committee
are introduced
and otherwise
recognized before
Lions who have
held the same
Office. During
introductions, their
appointment should
be mentioned.
After their term
of appointment is
concluded, special
recognition ceases.
Next in order are
Past International
Presidents”.

Lions International Officers:
• International President (IP)
• Immediate Past International President (IPIP)
• International Vice Presidents (IVP)
• International Directors10 (ID) *
• Past International Presidents (PIP)
• Past International Directors (PID)
• Council Chairpersons (CC) *
• District Governors (DG)
• Association Executive Director
• Association Secretary
• Association Treasurer
• Past Council Chairpersons (PCC) *
• Immediate Past District Governors (IPDG) *
• District Vice Governors (DVG) *
• Past District Governors (PDG) *
• Multiple District Secretaries (Volunteer) *
• Multiple District Treasurers (Volunteer) *
• District Secretaries (DS) *
• District Treasurers (DT) *
• Region Chairpersons (RC or RCH) *
• Zone Chairpersons (ZC or ZCH) *
• District Chairpersons *
• Club Presidents (P) *
• Immediate Past Club Presidents (IPP) *
• Past Club Presidents (PP)
• Vice President (VP)
• Club Secretaries (S) *
• Club Treasurers (T) *
• Multiple District Secretaries (Staff) *
• Multiple District Treasurers (Staff) *
• Good Will Ambassadors (GWA)
• Melvin Jones Fellows (MJF)
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This is the Official Protocol Policy of The International Association of Lions
Clubs. Anyway, we shall also consider that before Club Presidents we
should also place the District Masters of Ceremonies (in case a District
MC is one of the guests of a Club meeting the Club MC shall mention
him!) and other District Officers.
In the above mentioned order, when more International Directors are
present, “they shall be recognized according to the Roman alphabetical
order of the first letter of their fully used family name” (and the same
principle may be considered valid for all the Officers marked with a
“*”, even if it is necessary to remember that if we host many guests it
would be better to avoid a very long list of Dignitaries and maybe to
stop it with Club Presidents11). If this is not enough to identify only
one person, it shall be used the second letter of the name, and so on.
If there are two or more people with the same family name, they will
be recognized according to the first letter of their name. Eventually, in
the unlikely circumstance that two or more people share the same name
and surname, precedence shall be given to the one who has the longest
association membership and, if necessary, according to the Official
Protocol of many Countries, to the eldest Officer.
When more than one Past International President is present, precedence
shall be given to the one who served most recently. In case we host more
than one Past International Director who served during the same term,
the order will be established according to the principle of surname and
name. The same rules shall be used for all past Officers12.
In some Countries, Past District Governors are listed according to
the alphabetical or numerical order of their District, as well as Club
Presidents and Past Club Presidents are named according to the
alphabetical order of their Clubs. The same principle should be used
for, e.g., PCCs or PDGs, but in this case it is also important to respect
the year during which they served as Officers.
These “Lions guidelines” should also be considered valid for Multiple
District, District and Club Leo Officers. For all the situations which
are not concerned in the Official Protocol of the Association and in
the above mentioned guidelines we may obviously refer to local Official
Protocols, but always giving precedence to elective Officers respect to
appointive ones.
Using the alphabetical/numerical order of Multiple Districts, Districts
or Clubs might help us in preparing a general scheme which is valid for

(11) In case
of a National
Conference of a
MD it would be
better to introduce
only the MD
Officers and the
most important
District Officers
(Presidents,
Immediate Past
Presidents, Past
Presidents, Vice
Presidents).

(12) Past Council
Chairpersons
and Past District
Governors.
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(13) It is mandatory
to use these
Protocols whenever
we host some
important Civil,
Military or Religious
Dignitaries (see
Civil, Military and
Religious Dignitaries).

all events and that we may modify case by case according to what we
need.
As a general rule, in case some “Pasts” are invited to take the floor (for
example some Past Club Presidents invited for a Charter Anniversary),
precedence shall be given to the ones who served less recently, so that the
last ones who will take the floor will be the ones in charge.
Another general and very important rule is that the MC shall never name
himself in the list of Dignitaries.
Now that we have discussed some possible options, we may choose those
that we prefer, according to our traditions or to the limitations imposed
by the event that we want to plan.
There’s no need to match perfectly Lions Official Protocol and local
Country Protocols13! Unless we overthrow their guidelines, we shall
remember that it is not the order itself which matters: we shall choose
those principles which allow the ceremony to proceed in keeping with
our purposes.
Order of precedences in a Leo Multiple District (MD):
• MD President (MDP)
• Immediate Past MD President (IPMDP)
• Past MD Presidents (PMDP)
• MD Vice President (MDVP)
• MD Chairperson
• MD Secretary (MDS)
• MD Treasurer (MDT)
• MD Master(s) of Ceremonies (MDMC)
• District Presidents (DP)
• MD Officers
• Immediate Past District Presidents (IPDP)
• Past District Presidents (PDP)
• District Vice Presidents(s) (DVP)
The MD Board usually consists of the MD President, the Immediate
Past MD President, the MD Vice President, the MD Chairperson and of
all the District Presidents (MD Secretary and MD Treasurer are District
Presidents). If there’s a MD Master of Ceremonies he’s not usually part
of the MD Board, but it depends on local customs, so this should not be
considered as a general principle.
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Order of precedences in a Leo District:
• District President (DP)
• Immediate Past District President (IPDP)
• Past District Presidents (PDP)
• District Vice President(s) (DVP)
• District Chairperson
• District Secretary (DS)
• District Treasurer (DT)
• District Master(s) of Ceremonies (DMC)
• District Officers
The District Board usually consists of the District President, the
Immediate Past District President, the District Chairperson, the District
Vice President(s) (there may be more than one), the District Secretary,
the District Treasurer and the District Master(s) of Ceremonies (but
it depends on local customs). In some Districts (mostly those which
belong to a MD) Club Presidents might be considered as members of
the Board, but it is not a general rule.
Order of precedences in a Leo Club:
• President (P)
• Immediate Past President (IPP)
• Past Presidents (PP)
• Vice President(s) (VP)
• Secretary (S)
• Treasurer (T)
• Master(s) of Ceremonies (MC)
• Leo Advisor
• Council Members
The Club Board usually consists of the President, the Immediate
Past President, the Vice President(s), the Secretary, the Treasurer, the
Master(s) of Ceremonies, the Leo Advisor and the Council Members.
In some Clubs there may also be a Censor: if this is the case, he may be
a member of the Board.
If we consider each one of these lists it may seem to be very easy to
prepare a correct list of Dignitaries, but some problems arise when we
have to mix these lists because we host different Officers (from MD,
Districts, Clubs), mostly if we host both Leo and Lions Dignitaries. If
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

(14) This is referred
to a dinner, not to a
meeting.
(15) Such as, e.g.,
Massimo Sgrelli,
Chief of the Italian
Protocol Office
from 1992 to 2008.
See also Debrett’s
“Correct Form”.
(16) Unless
spouses hold an
Office: in that
case they should
be mentioned
according to their
own rank.

this is the case, the two main problems are usually represented by the
precedences between different Officers or between a Leo and a Lions
who hold the same Office. Does the Lions District Secretary precede
the Leo District Vice President? Who deserves precedence between a
Leo Club President and a Lions Club President? The best solution is to
give precedences according to local customs. Anyway, when both Leos
and Lions hold the same Office (e.g., they’re both Presidents or District
Secretaries) it is also possible to give precedence to Leo Officers in case
of Leo meetings.
It is also important to remark that Leos or Lions may hold more than one
title. For example, a Leo Club President may also be a District Officer,
or a District Officer may also be a Multiple District Officer. If this is the
case, they shall be mentioned according to the most important title. So,
if Donald Duck is the President of Leo Club Duckburg but he is also
District Treasurer, he deserves to be mentioned as “District Treasurer as
well as President of Leo Club Duckburg”.
All Officers belonging to the District (or Club) which hosts the meeting
(resident Officers) may deserve precedence respect to all the other
Officers of the same rank. This is what usually happens, for example,
with the Italian State Protocol, which states that Italian Offices always
precede foreign ones, unless obligations of reciprocity and courtesy.
In the Official Protocol of the Association it is recommended to recognize
all Melvin Jones Fellows as a group and to mention the possible status of
MJF while introducing a speaker or a general authority.
The Official Protocol suggests that “when spouses are present, they
should be seated to the member’s left when on the left side of the
table and to the member’s right when on the right side of the table14”.
However, manners and many Protocol Office Chairmen15 remark that
wife and husband should never sit one close to the other (someone
remarks that in case of a round table they don’t even have to sit one in
front of the other). Anyway, in case of Leo meetings it is probably better
to choose the better solution according to our guests (trying, if possible,
to alternate men and women).
In case of Leo/Lions meetings wives or husbands usually gain the same
rank (but not the title!) of their spouses16 and this is what we usually do
while reading the list of precedences: if the District Governor Homer
Simpson is accompanied by his wife Marge, the Master of Ceremonies
shall introduce “District Governor Homer Simpson and his gentle wife
Marge” before proceeding with the list17.
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Example n°4: Leo District Conference in the presence of some Lions
Officers
Just as an example (which shall not be intended as generally valid)
we may try to write down a possible order of precedences with both
Leo and Lions District Officers. In this example, which may surely be
modified according to local customs, besides Leo District Officers, we
suppose to host the District Governor, the Mayor of the city, the Lions
District Treasurer and the District Chairperson, some Lions District
Appointees to different Committees, some Lions Club Presidents and
Officers belonging to other Club Services. So, the MC might write down
the following list of Dignitaries (which does not include the MC as he
shall not name himself):
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

District President
District Governor18
Mayor
Immediate Past District President
Past District President
District Vice President
District Chairperson
District Secretary
Leo District Treasurer
Lions District Treasurer
other Leo District Officers
Lions District Appointees to Committees19
Leo Club Presidents
Lions Club Presidents
Other Club Service Presidents20

Incoming Officers
Sometimes it happens that Incoming Officers are placed in the list
of Dignitaries according to the rank that they still have to hold. This
is a mistake, because all “incoming titles” are not official ones, not
since the beginning of the fiscal year (or better, since the election of
the International President during the International Conference). So,
if Mickey Mouse is the District Secretary and he has been elected as
District Vice President for the next year, he deserves to be mentioned
as District Secretary (or better, “District Secretary, as well as Incoming
District Vice President”) till the end of the current fiscal year.

(17) In some
Countries there’s
an apposite list for
spouses, in which
wives of important
Dignitaries precede
all the others, but
the same privilege
is not granted
to the husbands.
Women have
always deserved
some privileges in
public life, so that
it is possible to say
that “the husband
ennobles the wife
but the wife does
not ennoble the
husband”. As
an example, we
may consider that
when a woman
marries a King she
becomes Queen,
but when a man
marries a Queen he
does not became
King (see Alicia
Iruretagoyena,
“Manual de ceremonial
y protocolo”, 2007).

(18) As we have
already seen,
according to local
customs, as a sign
of courtesy, he may
precede the District
President.

(19) If an
Appointee holds
a title which is
analogous to that
of a Leo District
Officer, they may be
coupled in the list,
giving precedence
to Leos.
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(20) In case we
host, for example,
the Secretary of
another Club
Service, it would be
better to mention
that the Club (not
the Officer) is
represented.

Civil, Military and Religious Dignitaries
It doesn’t matter which kind of ceremony we are organizing: we shall
also consider that we might host some different Dignitaries, such as Civil,
Military or Religious ones.
It is not possible to give some general indications about their correct
order, because it depends on local customs. If these Dignitaries are
present, according to the Official Protocol of the Association, it is
necessary to observe the local Official Protocol and/or local customs.
Other Associations and Club Services
It is not unusual to host representatives of other Associations or Club
Services. While arranging the ceremony we shall take their presence
into account according to the role they have, in general (within their
Association) or in our meeting (do they represent the beneficiaries of a
Club/District service? do we host the President of another Club Service
for a common service?).
However, in order to avoid mistakes, whenever we host this kind of
guests it is better to contact someone who belongs to those Associations
or Club Services (the Public Relations Coordinator or the Master of
Ceremonies) and ask him informations about their own protocol.

The flags and the “rule of the right side”

(21) Just as an
example of how
old is this rule, we
may remember that
Jesus “… sits on the
Father’s right”.
(22) Or behind
the podium if it is
placed in the middle
of the Head Table
(see “How to prepare
the list of dignitaries
and who shall take the
floor”).

A flag is a symbol and it deserves respect. Each Country has its own
rules (or laws) which state how to use the flags, so there might be some
differences between different Countries: that’s why we will consider
some possible solutions.
Whenever we have to decide the position of two persons, flags, objects,
etc, the most important one shall be placed on the right (it is important to
remember that “right” and “left” are meant “between the objects”, while
from the auditorium point of view it is the contrary). This is the “rule of
the right side”, which is the “golden rule” of the ceremonial and it solves
many problems related to the position of flags, guests, etc. It takes its
origin from the fact that the most part of the population of the world is
right-handed; so, in a certain sense, the right side is the “preferred” one21.
Between three persons or flags, the most important place is the central
one; the second one is on the right and the third one is on the left.
Flags shall always be placed on the Chairman’s right and on the right of
the podium22.
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If we have two flags, the most important one shall be placed on the right
(from the Head Table point of view) and the other one on the left. For
all UE Countries the most important flag is the one of the Country and
the other one is the flag of UE (Pic. 3). However, in the most part of
the Countries it is only used the Country flag: if this is the case, if we
want to use two flags for a meeting, the second one might be the one
of the International President (Pic. 4) or the flag of a very important
guest 23(Pic. 5); if we want to use three flags we may use the flag of the
USA (Pic. 6), in order to remember that The International Association
of Lions Clubs was born in the USA.

(23) In case of a
Leo meeting it may
be, for example,
an International
Director or even
a foreign MD
President involved
in a twinning.
Pic. 3
The use of two
flags in UE
Countries.

Pic. 4
A possible use of
two flags outside
UE.

During the meetings of a Club belonging to a UE Country it is also
possible to use three flags in case we want to use the IP flag (Pic. 7) or
in case we host a very important guest from another UE Country (Pic.
8). In this last case, the European flag should be placed in the middle
as a symbol of union. This solution is commonly adopted by many
Governments in case of official meetings with a foreign Head of State.
If we also want to use the flag of the USA it deserves place n°3 while
the flag of the IP deserves place n°4 (Pic. 9). This solution is usually
chosen in UE Countries, while other solutions are often preferred in
other Countries, such as, for example, in South America. In South
American Countries, whenever it is necessary to use four flags, it is
commonly preferred the solution showed in Pic. 10 and Pic. 11: the flag
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

of the Country which hosts the event deserves place n°1 (it is the first on
the right of the row of flags, or the first on the left from the auditorium
point of view).
Pic. 5
An example of
a meeting in
Argentina with an
important guest
from Brazil.
Pic. 6
The use of three
flags outside UE.
The flag of USA
deserves place n°2.
Pic. 7
The use of three
flags in UE. The
flag of Europe
deserves place n°2.

Pic. 8
An example of a
meeting in a UE
Country in the
presence of a very
important Dignitary
from another UE
Country.
Pic. 9
The use of four
flags in a UE
Country.
Pic. 10
The position of
flags outside UE
when it is necessary
to use more than
three flags.

Then, other flags are placed in alphabetical order. The same principle is
adopted to place the flags in a diagonal row, which is placed, as usual, on
the right of the Head Table.

Pic. 11
The same principle
showed in Pic. 10
is often used to
place the flags in a
diagonal row.
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This solution might also be used in UE Countries, placing the flags in
the following order: Country – UE – USA – IP.
However, besides possible differences between various Countries, in
case of an international meeting the order showed in Pic. 10 and Pic. 11
might probably be considered as the best ones.
Pic. 12 shows an example of European flags placed according to the
traditional numerical order of Districts and Multiple Districts. Instead,
in Pic. 13, we have an example of South American flags placed according
to the usual alphabetical order of the English name of the Countries.
In the first case it is also possible to use both this solution and the one
showed in Pic. 7 or Pic. 9, placing the row of flags on the right of the
Head Table and the three or four flags behind the podium (see How to
place the guests and the tables in the room).
Pic. 12
Some European
flags placed
according to the
numerical order of
Multiple Districts
and Districts.

Pic. 13
Some South
American flags
placed in a diagonal
row according to
the alphabetical
English order of
the Countries. This
is probably the
best solution for
an international
meeting.
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In some particular situations it is possible to change the above mentioned
positions of the flags. We have already seen an example of these
exceptions (Pic. 8), but suppose that we host the International President
and that we want to use two flags: according to what we have seen, his
flag should be placed on the left of the Country flag (position n°2), but
it is also possible to leave place n°1 to the IP flag, because he is a very
important guest.
This solution is usually adopted by many Governments in case of the
visit of a Head of State, but it is also important to remember that not all
Masters of Ceremonies agree with this solution, because some of them
think that in case we host an important Dignitary we may even leave
him place n°1, but we should not change the position of flags. Just to
summarize this concept, people may be “kind” and give precedence to
other persons, but it is not the same for symbols.
If we don’t want to make mistakes it is probably better to respect the
traditional order of flags.
Flags may be present in the meeting room since the beginning of the
ceremony or they may enter the room while everybody in the auditorium
is listening to the anthems.
This is a very nice choice, but it is not a good solution for all meetings! It
is better to use it only for some very important ceremonies.
If this is the case, flags shall enter the room in a correct order, one at a
time.
The standard-bearer shall walk slowly, directly towards the Head Table,
without moving the flags: when he reaches the table he has to turn
towards all the guests and move the flag until the anthem finishes. Then,
the flag shall be correctly placed on the base (behind the podium, on the
Chairman’s right).
This solution is amazing but, as we have already remarked, it should be
used only for some very important ceremonies: as a consequence, as a
sign of respect, if the flag is borne by a man he should wear a tie; if it is
a woman she should not wear a mini. In any case, the standard-bearers
should wear neither sunglasses nor bags!
The anthems
As well as the flag, the national anthem is a symbol and it deserves
respect. It would be better to sing the national anthem and it is really
curious to remark that, e.g., in Argentina there are two decrees which
state that students cannot be passed from the 3rd to the 4th grade
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without knowing the national anthem by heart.
In case of Leo ceremonies, anthems should be played according to the
order of the flags and the last one should be the local national anthem.
In case flags enter the room borne by the standard-bearers, whenever a
flag enters the room it shall be accompanied by the respective anthem;
instead, if the flags are already placed in the room, anthems should be
played according to the order of the flags. So, if a Club belonging to a
UE Country wants to use four flags, the order of the anthems should
be as follows: IP – USA – UE – Country. The same principle should be
used outside UE, but it is not mandatory, as the order of the anthems
may differ depending on the Country as well as the order of the flags
may be different.
As a general indication, anthems and flags should be used together: it
would be better not to play the anthems if we don’t expose the flags and
vice versa.
In case of Leo ceremonies it is also possible to sing the Leo Song. It
is usually played, e.g., at the end of both the Opening and the Closing
Ceremony of the Leo Europa Forum and it represents one of the most
touching moments of that week. Anyway, it is important to remember
that the Leo Song is not an “official anthem”; it only represents a nice
tradition.
Leo Song
There´s a place we all love
full of life and beauty
it´s torn apart but you will see
it will be united.
Let us sing for Europe
Let us sing with passion
if we believe in our strength
it will be united.
Here we stand, hand in hand
singing all together
one for all and all for one
Leos that we are.
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Here we stand, hand in hand
singing all together
one for all and all for one
Leos that we are.
Here we stand, hand in hand
singing all together
one for all and all for one
Leos that we are.

The Head Table
The Head Table is occupied by those Dignitaries who have an important
role within the meeting or by those who deserve a particular position
according to the local Protocol or to the Lions Official one. It is generally
made up of 5 or 7 places; sometimes, in case of some very important
events, there may be a Table with 9 or 11 places.
Pic. 14
The traditional
Head Table with
an odd number of
seats.

Considering a Head Table with an odd number of places, the one in the
center is the most important one (Chairman, n°1): this tradition takes
its origin from ancient times because, the person who sits in the middle
of the table is protected by the others. Nowadays, the central place is a
way to explain without any doubt who’s the one who leads the meeting.
The Head Table has usually an odd number of seats in order to place the
Chairman in the center. He has place n°2 on his right and place n°3 on
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his left. Going on with this principle, we may notice that place n°1 has
all the odd places on its right and all the pair ones on its left (Pic. 14).
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Pic. 15
A Head Table with
a double presidency

However, it is also possible to use the so called “double presidency”,
with a pair number of seats at the Head Table (Pic. 15). This solution is
usually adopted when there are two Dignitaries of the same rank, such
as two Presidents, who host the event together. Anyway, it is always
necessary to decide who shall occupy place n°1 and place n°2.
It is also possible to use this solution in case we host a very important
Officer (such as the District Governor, the Council Chairperson, the
Multiple District President, and so on): instead of placing him on the
right (see“The Guest of Honour”) it is possible to use the double presidency
as a sign of courtesy.
As a general rule, the person who “sends the invitations” is the Chairman
of the event: he leads the ceremony and he shall sit at place n°1 (he is
the “landlord”). So, in case of a Club / District / Multiple District event,
the Club / District / Multiple District President shall sit at place n°1.
Anyway, sometimes it is necessary to admit an exception to this
rule. For example, if Mickey Mouse is charged to organize a District
meeting he will invite all the guests, as he is, e.g., the President of the
Organizing Committee (OCP), but he shall not sit at place n°1, because
the Chairman of a District meeting is the District President. So, Mickey
Mouse should sit at place n°7, while the resident Club President (rP)
shall sit at place n°6 (Pic. 16).
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Pic. 16
An example of
a Head Table in
which neither
the resident Club
President nor the
OCP shall sit at
place n°1.

(24) Places n°2-3,
4-5 and 6-7 share
the same rank
because they are
placed at the same
distance from the
center. Anyway,
places n°2, 4 and 6
precede in order of
importance because
they’re on the right
respect to 3, 5
and 7.

Another possible exception to the general rule is due to the fact that
some Country protocols state that some Dignitaries (e.g., a Head of
State) deserve place n°1 whenever they attend an event. However, even if
it is difficult that this might happen in case of a Leo meeting, in this case
these Dignitaries are usually neither Leos nor Lions, so they shall not
lead the ceremony. The only possible solution, in order to avoid strange
situations, is to place them in the first row of the auditorium (see“How to
place the guests and the tables in the room”, Pics 22 and 23) as it is usually done
in case of many Government meetings.
According to the golden rule of the ceremonial, place n°2 is on the right
respect to place n°1 and place n°3 is on the left. So, even if those who
sit at places n°2 and n°3 share the same rank24 we have to understand
who shall sit at n°2 and who shall sit at n°3. For example, if we have
two Presidents we shall assign place n°2 to the resident President. If
the meeting takes place in the city of Somewhere, the President of Leo
Club Somewhere shall sit at place n°2, while the President of Leo Club
Somewhere Else shall sit at place n°3.
This principle may also help us in case we have a double presidency (as
in Pic. 15).
Otherwise, if it is not possible to assign places in this way, place n°2 shall
be accorded to the President who has the longest membership or, if
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necessary, to the eldest one.
We may have many different Head Tables, depending on how many
Dignitaries we host, whether it is a conference or a dinner, etc. It may
happen that we host ten important Officers but we might have enough
space only for a Head Table with five seats: if this is the case, we will
place the first five guests at the Head Table and then we will reserve a
place for all the others in the first row of seats.
In case of a dinner, we shall consider that we will also probably host the
wife (or the husband) of one or more of these Dignitaries and women
shall never be placed at the ends of a table. It is not always possible to
avoid this situation and it usually happens when we host many women
at the Head Table. It may also happen that men hold an Office of such a
high rank that it is not possible to place them at the ends of the table as a
sign of courtesy towards women. In these cases we don’t have to worry
too much, because we shall always remember that the ceremonial is not
a science! We have to find the best solution according to our traditions
and to the situation we are facing, always trying not to hurt our guests
(Bismarck used to say that diplomacy “ist keine exakte Wissenschaft”).
So, in case of a Leo/Lions meeting the most important five or seven
Officers shall sit at the Head Table (if we are dealing with a District
Meeting hosted by a Club the resident Club President is, obviously, one
of them). Instead, in case of a dinner with a speaker (or more) all the
speakers should sit at the Table, unless we host so many speakers that
there’s not enough space for all of them. In this case it would be better
to arrange a proper table close to the Head Table (see“How to place the
guests and the tables in the room”, Pic. 24).
Pic. 17
An example of
a Head Table
for a Multiple
District National
Conference.

Just as an example, we may consider a possible different placing for a
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Multiple District National Conference, because in this case we have to
place many District Presidents at the Head Table together with the main
Officers of the MD. A very nice solution is suggested in Pic. 17: a smaller
table for MD Officers may be placed on a platform and in front of it it is
possible to arrange a longer table for District Presidents.
During the dinner it would be better not to rise from the Head Table: it
is not difficult to see people standing up for a telephone call or to visit
some friends sitting somewhere else. Sitting at the Chairman’s table must
be considered as a great honour and, as a consequence, it is necessary to
behave according to good manners. Leaving the Table is not a sign of
respect towards the guests; moreover, it is not nice to look at the Head
Table and to notice one or more free places.

(25) Some Masters
of Ceremonies
compare this
situation to what
usually happens in
a zoo, when all the
people stop in front
of a cage in order
to see the animals
while eating.

There are four different types of Head Table:
1. Rectangular Table: this is the only possible solution for a meeting,
because those people who sit at this table are placed in front of the
auditorium. It may also be used for a dinner, but it doesn’t allow
people to talk to each other, mostly those who sit at the ends of the
table. Moreover, many people don’t like to have dinner in front of
others25.
2. Oval Table (Pic. 18): this is not a good solution for meetings, but it
may be preferred to the previous one for a dinner, as conversation
between the guests is usually easier.

Pic. 18
An oval opened
(not full) Head
Table.
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Round Table: people who sit at this table may easily talk to each
other, but some of them will turn their back to the auditorium. So,
it is not good for a conference, but it is perfect for a dinner and it
is the best solution to solve the problem of hosting many women
at the Table (it has no ends). This Table may generally host 8 or 10
people. In the first case (Pic. 19) places n°1 and n°2 are one in front
of the other so that they may easily talk to each other (there’s not a
big distance between them). Instead, if we host 10 guests, n°1 and
n°2 usually sit one close to each other (Pic. 20).
Pic. 19
A round closed
(full) Head Table
with 8 seats.

Pic. 20
A round closed
Head Table with
10 seats. Places n°1
and n°2 are one
close to another
because this table
is generally bigger
than the previous
one.
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(26) In case of
official meetings the
Chairman requires
to be seated close
to the Officer who
sits at place n°2, in
order to talk to him.
Moreover, using the
English solution
it is impossible
to place an odd
number of guests
at the table (it may
happen under the
wire), because it is
not possible to use
the corners at the
ends of it. That’s
why the English
solution is usually
adopted in case of
private meetings
instead of official
ones (of course it is
daily adopted by the
Royal Family).

4.

Imperial Table: the imperial table is a rectangular one but usually
with no corners at its ends. It may host many guests and it is a
very good solution whenever we host a great number of Dignitaries.
Concerning the imperial table, it is important to remark that there are
two different schools of thought about the position of places n°1
and n°2. According to the French tradition, they are placed in the
middle of both long sides (Pic. 21); on the contrary, according to the
English tradition, they are placed in the middle of both short sides
of the table. Nowadays it is usually adopted the French solution26.

Pic. 21
An imperial Head
Table: guests n°1
and n°2 are placed
according to the
French tradition, in
the middle of both
long sides of the
table.

Depending on the Table we prefer, it is possible to plan how to place the
guests in the room.

How to place the guests and the tables in the room
If we are organizing a normal meeting we will surely choose a rectangular
Head Table but we don’t have to worry too much for the placement of all
the other guests in the room.
But in case of a great event during which we will host many important
Officers (such as a National Conference, a Forum, etc) we may choose
between the two following options:
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Pic. 22
An example of
a very important
international event.
Flags are placed
on the right of the
Head Table, as well
as the podium. The
first flag of the
row is the flag of
the Country which
hosts the meeting
(in this example
the ceremony
takes place in
Argentina). The
first row of seats
in the auditorium
is reserved for
important guests.

Both options represent a good solution for an important ceremony and
the only difference is represented by the position of place n°1 in the
auditorium. However, if we want to let the flags enter the room it would
be better to choose the first one, which has a proper corridor (Pic. 22).
Moreover, it also represents a more comfortable solution for the guests,
because they may easily reach every place.
However, in both cases the first row of seats shall be reserved for
important guests, so that they may easily reach the podium when they
have to speak. In order to avoid that these guests should choose a
random place, the MC shall identify the chairs by placing on each one
of them a place card with the name of the guest.
If we want to organize a dinner, we shall consider that tables should be
placed according to precise principles as well as the guests. The way we
decide to place our guests mainly depends on their number and on the
dimensions of the room.
If we have chosen a rectangular Head Table we will place some tables

Pic. 23
An example of
a very important
European
international event.
In this example the
flag of the Country
which hosts the
meeting could be
placed behind the
podium together
with the flag of
Europe, the flag of
USA and the flag
of the International
President.
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around it, just as to form an arch. These tables should not be entirely
occupied by our guests, because some places should remain empty, so
that nobody would turn its back to the Head Table, as shown in Pic. 24
(this is the best solution whenever we host a very important Dignitary).
If we host many guests there will be some other tables behind this first
line and these tables shall be full. It is important to remark that tables
n°1 and n°2 are placed, respectively, on the right and on the left of the
Head Table.
In case we host too many important guests (e.g., many speakers) we
should host them at table n°1 and n°2 (together with their spouses). Each
one of these tables should be “leaded” by resident Officers.
Pic. 24
A rectangular Head
Table used for a
dinner. Table n°1 is
placed on the right
of the Head Table.
Whenever it is
possible, it would be
better to leave some
free places of each
table so that nobody
would turn its back
to the presidency.
Tables n°1 and n°2
are reserved for
the most important
guests which is not
possible to place at
the Head Table.

However, as we have already remarked, many Masters of Ceremonies
don’t like the rectangular Head Table, because it is not the best one for a
good conversation between the guests. They usually prefer an oval Head
Table (in this case tables n°1 and n°2 should be placed in order to be
visible by all the guests), or even a round one: in this last case all the
surrounding tables shall be completed. In particular, the use of a round
or of an imperial Head Table may allow us to arrange a wonderful room
as showed in Pic. 25. It is absolutely the most amazing solution and it is
the best one for very important events (there may also be a podium in the
room if someone has to take the floor); anyway, if we really host many
guests it is necessary a very big room and that’s why it is not so easy to
adopt this solution.
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Pic. 25
A round Head Table
or an imperial one
may be surrounded
be many other
round tables (full).
Tables n°1 and n°2
are respectively
placed, as always, on
the Chairman’s right
and left. It is also
possible to place
some flags behind
the podium.

If there’s enough space in the room we might choose another solution,
with a rectangular Head Table and two tables in front of it (Pic. 26). A
similar solution is the “U-shaped” (or “horseshoe”) Head Table (Pic.
27).
Pic. 26
A possible solution
with a rectangular
Head Table and two
more rectangular
tables placed in
front of it.

Some people use to think that the “horseshoe” table is not a good
solution for formal events. This is definitely not true: in fact, this kind
of table was used in the courts since the 18th century and nowadays it is
commonly used during important meetings of State.
In both cases of conferences and dinners, each place of the Head Table
shall be identified by a place card, so that all the guests may know which
one is their place. Whatever it is the table, the same should happen for
all the guests who deserve a precise placement.

Pic. 27
A “U-shaped”
(or “horseshoe”)
Head Table. As a
consequence of
the union of the
three tables of the
previous example,
places n°12 and
n°13 are not placed
in front of places
n°8 and n°9, so that
they don’t “cover”
places n°2-4 and
3-5.

E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

In case of a conference, the place card may be, for example, 29×21cm
with the name and the role of the guest; instead, in case of a dinner we
shall use a smaller place card (8×4-6 cm) with only the name of the guest
(no titles or other). In this last case, the place card should be handwritten
and it is usually removed by the waiters as soon as the guest sits down.

The Guest of Honour
The presence of a special guest is a very important variable that a MC
should always keep in great consideration, because it influences the
composition of the Head Table.
The Guest of Honour might be, for example, the principal speaker of
a meeting or even the President of another Club Service who has been
invited for a press conference in order to announce a common service
(Pic. 28); but the special guest might also be a very important Officer
(e.g., the International President or an International Director) or even an
important Dignitary who deserves a particular placement according to
local Protocol (Pic. 29). In both cases the Guest shall be placed on the
Chairman’s right, at place n°2.
Pic. 28
The Guest of
Honour deserves
place n°2, on the
Chairman’s right.

Pic. 29
The Guest of
Honour deserves
place n°2, even if
we host the District
Governor or the
District President.
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Pic. 30
As a sign of
courtesy, the
Chairman may also
leave place n°1
to the Guest of
Honour, but only if
he holds a very high
rank Office.

In some particular circumstances the Chairman might leave place n°1
to the Guest of Honour as a sign of courtesy towards a very important
Officer (Pic. 30). This is absolutely not mandatory in case of a Leo/
Lions meeting (even if in some Countries, such as Italy, it is a common
custom) but it is important to remark that this is recommended by
Country Protocols each time there’s a big difference between the rank
of the Chairman and the one of the Guest of Honour.
Anyway, in case of a conference, whenever we host a very important
Dignitary it is recommended to adopt the solution showed in Pic. 22 or
23, in which he deserves place n°1 in the auditorium. Instead, in case of
a dinner it is possible to leave him place n°1 at the Head Table as a sign
of courtesy.

Some examples of ceremonies
We will now try to analyse some possible solutions for the most
common ceremonies, such as the Charter Night and Charter Night
Anniversary, the admittance of new members and the ordination of the
new President. For other ceremonies, such as the official visit of the
District President, it is possible to refer to the solutions showed in the
previous paragraph.
As a general rule, each ceremony, conference or dinner begins when
the Chairman rings the bell and finishes when he rings it again.
Unfortunately, sometimes it happens that the bell is also used to call up
the guests when the Chairman has to take the floor: in these cases the
Chairman starts ringing it until he has the attention of the guests. It is
important to remark that this is a mistake and that the bell shall never
be used in this way.
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Another important suggestion: the less the MC speaks, the better it is.
Sometimes some Masters of Ceremonies take the floor and start their
speech asking if everything is all right or if the dinner was good; in many
other situations, some MCs use very long sentences to invite someone to
take the floor. In both cases they’re definitely wrong! The MC has always
to behave “officially”: he has not to ask anybody if the food is good (if
we have chosen that place for our meeting we have already had lunch or
dinner there; if we ask something about food it means that we are not
so sure about it, so why did we choose that place?). Moreover, the MC is
not the “landlord”!

(27) There are
different positions
about this subject.
For further
informations see
Massimo Sgrelli
“Il cerimoniale – Il
cerimoniale moderno
e il protocollo di
Stato” and Jacques
Gandouin “Guide du
protocole et des usages”.

While reading the list of Dignitaries it is important to remember that:
• In case of feminine titles the MC should remember that in some
languages titles don’t have a specific gender27. So, it is better to
follow local customs and to consider what we have already remarked
at the beginning of the chapter;
• The MC shall never name himself in the list of Dignitaries! He
shall introduce himself only at the beginning of the ceremony (“Mr
President, Dear Leos and Guests, my name is Uncle Scrooge and
on behalf of Leo Club Duckburg it’s a honour for me to welcome
You to…”);
• Titles (such as Doctor, Professor, Mister, etc) should never be used
for members of the Association. So, if Charlie Brown is the District
Governor but he is a famous Professor too he shall be introduced as
“District Governor Charlie Brown” instead of “District Governor
Professor Charlie Brown”.
It is a common custom to close the ceremony giving a present to some of
the guests, such as speakers or important Dignitaries. It would be better to
give a present to the wife of the guest too, but, in general, it is not the same
for husbands. It is usually the Chairman the one who gives the present to
the guests but it is the MC the one who should bring the presents to the
Chairman.The only indication which is better to follow is to avoid giving
flowers or cumbersome presents to those guests who have to travel by
plane or by train, because they always represent a problem. Moreover, it
would be better not to spend too much for the presents, because whenever
we give a present to someone who is visiting us he will feel “obliged” to do
the same when we will visit him back; choosing an expensive present may
put him in an awkward situation..
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The Charter Night
The Charter Night is the most important event in the history of a Club,
because it represents a sort of “date of birth” (even if the real one is
the day in which Oak Brook grants the Charter): as a consequence, it
requires a detailed ceremonial.
The most important Officers of the District are usually present and
many Lions might attend this event too; so, arranging the Head Table
may require a great attention.
Who is the MC who shall take care of this ceremony? Of course it is
not the Club MC, because the Club (and its Officers) still does not exist.
It should be the Leo District Master of Ceremonies the one who is
charged to arrange the ceremony.
This is not a problem if the Club is part of a Multiple District, because
the District President will surely attend the meeting and he will be
accompanied by the District MC. But if the Club belongs to a District
and not to a MD it may happen that there might not be a District MC or
he might live too far from the city/town where the ceremony takes place.
If this is the case, the ceremony should be organized by the Lions Club
Master of Ceremonies, but he shall be supported by the Leo District
MC or by the District President, in order to arrange a proper ceremony.
Pic. 31
An example of
a Head Table
arranged for a
Charter Night.

The ceremony shall take place at the beginning of the meeting, before
the dinner. In fact, at the beginning of the ceremony there is a free place
at the Head Table and it is not possible to go on with a ceremony until
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(28) It could
be the District
President, the
District Governor
or the District
Vice President.
In the unlikely
circumstance that
they’re not present,
it should be the
President of the
Lions Club sponsor.

the Head Table is complete. This place shall be occupied by the new
President, as soon as he has received the pin. The incoming President
shall not sit at place n°1 (Pic. 31) because the Chairman deserves this
place and he is the only person who may lead the ceremony and let it
begin. At the beginning of the ceremony the incoming President is not
a Leo member yet, so he cannot lead the ceremony. On the contrary, he
may close the ceremony taking the floor for the last speech and ringing
the bell together with the Chairman (it may be, for example, the President
of the Lions Club sponsor or the District President).
It would be better to place a little table in front of the Head Table so
that the Charter may be exhibited. In case of a Charter Night the Lions
Club sponsor plays an important role, so it would be better to hang its
banner too. Instead, the banner of the new Leo Club is not present at the
beginning of the ceremony. Some Masters of Ceremonies use to hang it
rolled up and closed with a coloured bow so that the President, once he
has received the pin, may simply unleash the bow in order to show the
banner. This is a very amazing solution.
After the first (and very quick) speeches, the MC shall name all the
members of the new Club in alphabetical order, introducing the President
as the last one, in order to underline the importance of this moment. The
most important Officer of the meeting28 should read the oath (which
is done all together, otherwise it would take too much time) and then,
together with the Chairman, he should give the pins to all Club members.
Once they have received the pin, all the members shall sign the Charter.
The Club President is the last one to receive the pin and after signing the
Charter he shall receive the bell and the hammer from the President of
the Lions Club sponsor and he may release the banner unleashing the
bow. Then, he will introduce his Officers (Vice President(s), Secretary,
Treasurer, Master of Ceremonies and Councillors), giving them the
apposite pin (usually only Vice President, Secretary and Treasurer have
their own proper pin).
Finally, the President shall sit at the Head Table and the dinner may begin.
As a general rule, each ceremony is usually closed by the Chairman,
which deserves the last speech. In Italy, if a Club hosts, e.g., the District
President, the District Governor or the Multiple District President, the
Club President leaves him the honour of the last speech. Anyway, as an
exception to the general rule, in case of a Charter Night, the ceremony
should be closed by the President of the new Club, who should be the
last one to take the floor.
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In case of the Charter Night Anniversary (mostly the 5th, 10th,
15th, etc...) it would be better to send a personal invitation to all Past
Presidents. As we have already seen (Precedences), they shall be introduced
giving precedence to the ones who have served more recently, but if
they have to take the floor precedence shall be given to the ones who
served less recently, so that the last one who have takes the floor is the
President in charge.
As all Past Presidents should have a speech, it would be better not to
appoint a Past President as Master of Ceremonies in the fiscal year
of one of these Charter Nights. In fact, the MC shall never introduce
himself except for the beginning of the ceremony; so, even if he is a
Past President he shall not name himself nor in the list of Dignitaries
nor when Past Presidents take the floor. Considering that a Charter
Anniversary is an important moment for Past Presidents too, it would
be better to avoid this situation or, if it is not possible, to ask for help to
the District Master of Ceremonies for that event.
The admittance of new members
The recruitment of new members is surely the most important service
of a Club, so their admittance would require a proper event. Sometimes
it takes place in case of the official visit of the District President or
during the first or the last meeting of the year and this is surely a good
solution. Anyway, it would be better to try to avoid overlapping this
ceremony with another one (e.g., a meeting with a speaker).
The admittance of new members should take place at the beginning of
a meeting, but it is not mandatory. The Master of Ceremonies should
ask the member who has proposed the admittance of the boy/girl to
reach the podium in order to read a very brief personal and professional
curriculum and to say a few words about him/her. Then, the Chairman
(or the most important Officer) should read the oath; at the end, the MC
usually reads the Lions Code of Ethics and the new member receives
the member pin. Sometimes new members receive the pin from the
most important Officer.
The ordination of the new President
The ordination of the new President usually takes place in June (or at
the beginning of July), during the last official meeting of the year. We
will now analyse some examples of the ordination of a Club, District
or Multiple District President, even if it is needless to say that many
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differences might be noticed according to local customs; in fact, these
examples shall not be considered as the only possible solutions.
In any case, this ceremony has two main protagonists: the outgoing
President and the incoming one.
Example n°5: The ordination of a Club President
According to the different traditions of the Clubs, this ceremony may
take place in case of the last official meeting of the Lions Club sponsor
(so that there is the ordination of the Lions President too) or in case
of a proper Leo meeting. In the first case Leo and Lions Masters of
Ceremonies should find a good agreement in order to organize the
event together. Even if it depends on local traditions too, the incoming
President does not necessarily sit at the Head Table, as the “incoming
Office” is not an official one (formally not since the election of the IP).
Anyway, it is also possible to place him at place n°2, as the ceremony is
meant to introduce him (so he may be considered as a Guest of Honour,
see the paragraph).
In case of a proper meeting, the ceremony does not take place at the
beginning of the event, but this is not mandatory at all. Instead, it is
important to remember that sometimes the District President or the
President of the Lions Club sponsor might attend the ceremony. If this
is the case they should take the floor at the beginning of the meeting as
we have already seen (see“How to prepare the list of Dignitaries and who shall
take the floor”, examples n°1 and n°2).
The outgoing President should take the floor in order to summarize his
own experience and all the activities that the Club has performed. Then,
he should welcome the incoming President, tracing his “profile”. At the
end of his speech, the outgoing President invites the incoming President
to reach the Head Table (if he is not already sitting there) and gives him
the President pin. Now, the new President takes the floor and gives the
PP pin to the outgoing President; then he introduces his Officers (giving
them their pins) and explains the main purposes of his presidency.
He closes the ceremony (maybe together with the outgoing President)
ringing the bell.
Example n°6: The ordination of a District President
The ordination of the District President usually takes place at the end of
the Closing Ceremony of the last official District meeting of the fiscal year.
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

INTERNATIONAL LEO MOVEMENT MANUAL

CEREMONIAL and PROTOCOL

161

INTERNATIONAL LEO MOVEMENT MANUAL

CEREMONIAL and PROTOCOL

162

At the moment of the ordination, the outgoing President takes the
floor to summarize the main activities of his presidency and he usually
seizes the opportunity to thank his Officers. Then he introduces the
incoming President, giving him the pin and receiving the Past District
President pin from him. Now the new President takes the floor in order
to introduce his Officers and to say something about his aims for the
new year. Eventually, maybe together with the outgoing President, he
rings the bell and closes the ceremony.
Example n°7: The ordination of a Multiple District President
This ceremony usually takes place in case of a MD meeting, so it may
begin with the speech of the President of the Organizing Committee
and/or the speech of the resident District President (see“How to prepare
the list of Dignitaries and who shall take the floor”, example n°3). In some
cases (but it depends on local customs) this is the only ceremony of
the year in which the MD Vice President takes the floor, as this is the
moment in which he becomes President (if he is elected, of course). We
now suppose that the Vice President has been elected President.
After the first two speeches, the MD Chairperson should take the floor,
usually to welcome the Multiple District on behalf of the Council
Chairperson.
Then, the incoming Vice President, the Vice President (which is, in this
case, the incoming President) and the (outgoing) President should take
the floor, so that they may summarize what has been done or say what
are they going to do according to their new Office.
Now the MC introduces the MD President, who will handover the pin
to the incoming President.
Then, the incoming President gives the Past President pin to the
outgoing President. Eventually, the incoming President gives the Vice
President pin to the incoming Vice President.
The ceremony is closed by the incoming President, who takes the floor
and rings the bell.
Some suggestions about how to manage a twinning
The ceremony of a twinning between two29 Clubs or Districts is an
example of the possible use of the double presidency, mostly if it takes
place between two Clubs belonging to different Districts or Multiple
Districts. In case of a proper meeting organized by both Clubs or
Districts it is possible to use the double presidency (Pic. 32), but if

(29) The twinning
may also involve
more than two
Clubs/Districts.
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the ceremony takes place, e.g., during a District or a Multiple District
Conference, we should generally use a Head Table with an odd number
of seats; if this is the case, the Multiple District President is the Chairman
and he shall sit at place n°1, while the two District Presidents shall sit at
places n°2 and n°3 (Pic. 33).
In Pic. 32 we may see an example of a twinning between two Districts, in
which resident Officers are marked with n°1. We may observe that this
placement assures the respect of the ranks, because both District Vice
Presidents and Secretaries sit at the same distance from the center. In this
example it is supposed that both District Presidents are accompanied by
their most representative Officers (this is what should generally happen).
This positioning may also be used in case of a twinning between two
Clubs.
In case the twinning takes place between three Clubs (or Districts) it is
possible to use a Head Table with an odd number of seats, placing the
resident President at place n°1 and the other two Presidents at places
n°2 and n°3. In case of a twinning between four Clubs (or Districts) it
is possible to use the double presidency scheme, placing Presidents at
places n°1, 2, 3 and 4.
Pic. 32
An example of the
twinning between
two Districts. In
case of a twinning
between two
Clubs it is possible
to use the same
positioning.

The example showed in Pic. 33 is a little bit more complicate. The
twinning takes place in case of a MD meeting, so some MD Officers
(Immediate Past MD President, MD Vice President, MD Chairperson,
MD Secretary and MD Treasurer) deserve precedence respect to all
the others. Moreover, we shall consider that there’s a resident District
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

INTERNATIONAL LEO MOVEMENT MANUAL

CEREMONIAL and PROTOCOL

163

INTERNATIONAL LEO MOVEMENT MANUAL

CEREMONIAL and PROTOCOL

164

President (rDP), who deserves precedence respect to the District
Presidents involved in the twinning (DP1 and DP2). This order might
be modified if DP1 (or both DP1 and DP2) is a woman. If this is the
case, the position of, e.g., MDS, MDT and rDP should be changed in
order to avoid the positioning of women at the ends of the table.
Sometimes it happens that the twinning involves the MDS, the MDT or
the rDP. If this is the case the positioning showed in Pic. 33 might be
further modified.
Pic. 33
A more complex
example of a
twinning between
two District
belonging to the
same Multiple
District which
takes place during
a MD Conference.
We may see four
banners: MD,
hosting District and
the two Districts
involved in the
twinning.

The twinning should take place at the beginning of the meeting (during
the Closing Ceremony of a District / Multiple District Conference).
In case of a twinning between two Clubs or two Districts, if it takes
place during a proper event the MC should introduce the resident Club/
District President, who should briefly take the floor to welcome the
guests and to underline the importance of the event.
Then, the MC may introduce the two Presidents, starting from the
resident one, so that they may explain the reasons of the twinning. Then,
the MC should read the twinning parchment and both Presidents should
sign it in order to close the ceremony.
If the twinning takes place, for example, during a MD Conference, the
MC may firstly introduce the President of the Organizing Committee and
then the resident District President: they both should briefly welcome
the guests. Then, the MC may introduce DP1 and then DP2, so that they
may take the floor to underline what does the twinning means. Then, the
MC may read the parchment and the Presidents should sign it.
Now the twinning ceremony is closed, but the Closing Ceremony of the
MD Conference goes on.
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Even if we have planned everything at best, drawbacks and “surprises”
are always just round the corner and even skilled Masters of Ceremonies
may often experience new difficulties. Anyway, to avoid the most
common problems it is possible to take care of some suggestions which
may help young and older Officers.
Once the ceremonial is ready it would be better to simulate it in order to
understand if there’s any mistake or if something needs to be modified.
Reading it with a loud voice in front of the mirror may help the Master
of Ceremonies in being more and more confident about what he is
reading, allowing him to look at the people in certain moments instead
of looking always at his papers.
Moreover, the Master of Ceremonies shall speak clearly and with the
correct speed, without being in a hurry but without being soporific too.
Speaking with the proper speed is not always easy, mostly, for example,
if we are reading a long list of the Clubs attending an event. The only
possible way to find a good solution is a repeated training.
The Master of Ceremonies shall always have a pen at his disposal in
order to write down all the possible “last second” modifications of the
ceremonial (there’s always something to change). That’s why it would be
better to print two copies of the ceremonial, in order to have a second
copy if the first has turned into an unreadable jumble of corrections.
Moreover, it would be better to provide the Chairman with a copy of
the ceremonial in order to let him follow the ceremony and be ready to
intervene whenever it is his turn. The MC should also have a yearbook
at his disposal, because sometimes it is necessary to add some new
guests to the list or Dignitaries or to the Head Table and a yearbook is
absolutely necessary to be sure of their names, Offices, Clubs, or other
informations. Just to avoid troubles, it would also be better to print some
“empty” place cards in order to fill them with the details of the “new
guests” and to place them at the Head Table.
In case there are some other people who have to take the floor it would
be better to refresh their memory, just to be sure that they are aware of
“what they have” and (most of all) of “what they don’t have” to do.
Before the ceremony it is always necessary to set microphones and the
sound system, in order to be sure that there will be no problems while
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listening to the speakers or to the anthems. The Master of Ceremony
should have at his disposal a cd with different files for anthems (mp3,
wave, and so on) but nowadays it may be useful to have these files on a
pen drive too, just to be ready to face any possible problem.
It’s almost impossible to be ready to solve all problems, but the most
important thing is to try to face them with tranquillity, because nobody
has ever been killed due to a mistake…
The best suggestion is to try to face the year as Master of Ceremonies
at best, because it surely represents one of the most amazing chances to
live a great membership (and leadership) experience.
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Questions and Answers about Leo Movement

How to create a Club
•

How many members is it necessary to have in order to create
a Leo Club?
Usually at least 10-15 members.
•

Who is usually charged (Lions/Leos) to promote the creation
of a new Club?
Both Lions and Leos.
•

Which is considered as the optimal number of members in
one Club?
Usually 15-20 members.
•

Is there a minimum age limit set for being a member of a
(Omega) Leo Club?
Over 18 years.
•

Does a Leo Club have to be registered as a non-profit
organisation at the local commercial office?
Usually not, but it depends on the Country. It would be better to check
with the Lions and/or ask a governmental institution.
•

Do all Clubs have membership fees set in all Countries? If yes,
which is the amount of these fees?
Yes, all Clubs have membership fees, but they depend on the Club.
•

Which is considered as the optimal size of the Club Board in
case there are less than 20 members?
Usually an average of 5 members; somethimes there are more, but
always an odd number so to facilitate decisions by vote.
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Which is considered as the optimal size of the Club Board in
case of 20 and more members?
Usually an average 5-7 members.

How to create a District
• How is the creation of the District decided?
When six or more Leo Clubs are sponsored by Lions Clubs in a Lions
District (single or sub) and recognized by The International Association
of Lions Clubs, the District governor of the said Lions District (single
or sub) may approve the formation of a corresponding Leo District
(SLDCAB).
•

In case of voting for creating a District, who is voting: all the
Leos present or the Clubs delegates?
Only Clubs delegates.
•

Is there a District membership fee for Leos? If yes, how big
is it approximately?
Yes, there’s a small fee and it may vary depending on the Country.
•

Do all the Leo Clubs have to be registered as non-profit
organizations at the local commercial office in order to create
a District?
Usually not, but it depends on the Country. It would be better to check
with the Lions and/or ask a governmental institution.
•

Is it necessary to register the District as non-profit organization
at the local commercial office?
In some Countries it is absolutely necessary but it is not a worldwide
valid rule, so it is better to be informed about local laws.
• How many times per year does the District Board meet?
It depends on the Country, but usually from 3 to 4 times a year.
• Why do we need a District?
We need a District in order to coordinate Leo Clubs activities, to have a
better communication and co-operation between Clubs belonging to the
same District and to support Club Presidents.
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•

How is it possible to choose the first Officers of the District in
case we had not known each other very well?
Clubs shall be informed of the importance of electing good Officers.
Leos may candidate themselves according to their skills, life experiences
and education, then elections shall take place by the Clubs on the basis
of these informations.
• Which Committees are usually appointed in a District?
It is not mandatory to appoint some Committees. Anyway, it is
possible some Commitments depending on the District needs. Usually
Committees are appointed for Constitution and bylaws, District projects,
support and training for new Clubs, Youth camps and so on.
•

Does the President of the District have to visit other Clubs
which are in another town and how often?
It is highly recommended for a District President to visit all his Clubs at
least once a year. For those very big District this could be a problem as
Clubs are very far one from the other, so the DP may be represented by
other District Officers expressly appointed to represent him.
•

Can Alpha members be Officers of the District Board? If yes,
which Officers?
It depends on the Countries, as in some of them there are no Alfa Leos.
Anyway, usually there are no problems, but it rarely happens.
•

Is it recommended to appoint a Committee responsible for the
co-operation with the Alpha Clubs ?
It may be a good idea but such Committee does not exist nowadays.
• The District Board could be formed by:
- the District President,
- t he District Vice President (there can be two: 1st Vice and 2nd Vice
President),
- the District Secretary,
- the District Treasurer,
- the Immediate Past District President,
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- t he District Chairperson (appointed by the Lions District and with no
right to vote)
- t hose Officers that are deemed necessary for running the District in a
good way and take care of all the tasks and planned projects.
• Complementary Officers
- Master of Ceremonies
- District Press Officer
- District Webmaster (responsible of District website)
-A
 rea Delegates (which are responsible for coordinating the actions
within a District Area)
- Officers responsible for District and National Projects, etc.
1.
2.
3.

4.
5.
6.

Finances: the Leo District can get resources to finance its projects
from District (membership) fees, the supporting Lions District, the
fund-raising activities, sponsors.
Leo District can decide to raise fees to finance itself, usually one
amount for each member (District membership fee).
In most cases the District President does not have to visit all Leo
Club in his District but it might be a very good thing to do in order
to socialize and create the “we-thought” (and to make the District
Board “touchable”/”real”).
Many European Leo Countries don’t have Alpha Clubs.
Some European Leo Countries have Alpha Leos, but they are
members of the Omega Clubs.
If there are Alpha Leos, they can get a position in a District Board;
however, this is unlikely because of their age and experience.

How to create a MD
•
•
•
•

When is it possible to create a MD?
How many Clubs/Districts do we need to form a MD?
Who can create a MD? Lions or Leos?
Which are the official steps towards Oak Brook in order to
form a MD?
• Do the Lions in that Country/Area have to agree?
• When does the MD get recognized by Oak Brook?
For the questions above please see the Standard Leo MD Constitution
for the creation of a Multiple District.
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Who can be Officer of the MD? Can Alfa members be Officers
of the MD, President of MD?
Alfa Leos shall not hold any Office in the MD; only Omega members are
allowed to be MD Officers.
• What is a MD Council?
The MD Council is composed by the MD Board, MD Officers and
District Presidents.
• What is a MD Board?
The MD Board is composed by the MD President, the Immediate Past
MD President, the MD Vice President, the MD Secretary, the MD
Treasurer and the MD Chairperson.
• How should the structure of the MD Board look like?
For this question please see the Standard Constitution for the management
of a Multiple District.
•

Who can be MD President? Which are the essential
requirements?
For this question please see the Standard Constitution for the management
of a Multiple District.
Some Countries use this system:
- Italy: this Leo shall have been Club President and he needs a letter of
recommendation from the District and from both Leo and Lions Clubs.
- France: he shall be Leo since at least 3 years and he shall have less
than 28 years of age. Moreover, he shall have been Club President and
District President.
- Austria: a Leo shall have been Club President an 1st MD Vice
President (to become 1st MD Vice President he shall have hold another
MD Office).
- Turkey: a Leo shall have all the essential requirements of the MD
Constitution and he should have been District President.
• How is the MD Council elected?
The MD Council is not really “elected” as a whole. District Presidents
are elected by Leo Clubs of the respective Districts.
The MD President is elected by all Leo Clubs belonging to his Country,
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as well as the MD Vice President. Then, the MD President shall appoint
the MD Officers.
- in Austria it is not • How is the Leo Chairperson chosen on a MD level?
He is appointed by Lions MD.
•

Which different decisions is a MD entitled to apart from a
District?
The MD may take all the decisions on a national level.
•

Are there any reports the District should prepare for the MD
Board?
Districts are not required to submit any report to the MD.
• Is there a special fee the Districts/Clubs pay to the MD?
Yes, but the amount may vary depending on the Country.
• Is the MD appointing Officers for the Districts?
No.
• Is the MD appointing the ILO?
Usually yes.
•

What’s the majority (Districts members/Clubs) needed to
form a quorum during the MD Meetings?
The simple majority (50% + 1).
•

Is there a difference between the District and MD
Constitution?

Yes
•

Which documents should the MD send each year to the Lions
in its Country/Area and to Oak Brook?
Form Leo 91.
•

Does the MD have a budget of its own? If so, what is the
budget for?
Yes, it has a budget for all MD needs (e.g., promotional materials,
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• How often does the MD Board meet?
It depends on the Country, it may usually vary from four to 6-7 times a
year.
•

Where does the Board usually meet if the Districts are situated
far away from each other?
The seat of the meeting is decided according to the MD traditions. For
small MDs it is possible to meet always in the same place, which is usually
chosen as it is very easy to reach. In all the other MDs, Meetings usually
take place each time in a different District.
• Who pays the travelling costs for Meetings in another city?
There’s an apposite MD budget.
•

Which are the requirements for MD Conferences and National
Conventions?
For big MDs it is better to look for an hotel with a convention center,
reserving it for at least two or three days. Smaller MDs may also organize
Conferences and NCs in smaller hotels, or other places.

How to organize a Council Meeting
• Who should attend a Council Meeting?
In case of a MD Council Meeting the MD Board, all MD Officers and
the District Presidents. In case of a District Council Meeting the District
Board, all District Officers and Club Presidents or delegates.
• How often does a Council Meeting take place?
A Council Meeting usually takes place from two to five times a year.
•

Which topics should be discussed during the Council
Meetings?
During a MD Council Meetings all topics concerning the DM and the
Districts shall be discussed (activities, problems, projects, and so on).
During a District Council Meetings it is possible to discuss about Club
activities too.
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• How should the meeting be financed?
Districts or Multiple Districts may have a proper budget for meetings.
Anyway, all participants usually pay a fee and other costs may be
supported by local Clubs or Districts.
•

What’s the procedure for proposing topics? Who should
propose them?
The MD/D Board arranges the meeting agenda and informs all
participants about it. Moreover, any other business may be discussed if
it is proposed by someone who is charged to attend the meeting (Club
delegate, District President, or else).
• Where should the meeting be organized?
A District Meeting may be organized by a Club within its own Area,
while a MD meeting may be organized by a District. The seat of the
meeting shall be comfortable and it shall fit with all the requirements
needed (hotels with conference rooms are the best places). It should
also be easy to reach, but it is also important to pay attention to the
budget. If possible, MD Meetings should be organized each time by a
different District.
• Is there a difference between a District and MD Meeting?
Yes.
• Why do we need a Council Meeting?
A Council Meeting is necessary in order to coordinate all activities and
to plan common strategies. Moreover, a Council Meeting is important
for sharing experiences and informations.
•

Can the members of the Council be substituted by members
of their Clubs?
A member of the Council cannot be replaced by another one, unless he
is member of the same Committee (in case there’s one). In case that
replacement is allowed, these members shall not vote. For example, District
Presidents may be replaced only by the District Vice President, but during a
MD Council Meeting he has not the right to vote, as only the DP deserves it.
• Can the members vote at the Meeting and for what?
Yes, they vote according to all the items of the agenda.
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•

Do you need to first have a D created for organizing a Council
Meeting?
Not necessarily.
• What is the structure of the Council Board?
A Board usually consists of the President, Immediate Past President, Vice
President(s), Secretary, Treasurer and Chairperson. Other members may
be included in this list according to MD/D/Club rules and traditions.
• Who has the right to call a Council Meeting?
The MD/D Board.
• Should Lions be invited to a Council Meeting?
Usually only the Chairperson, but the resident District Governor (for
example) may also be invited to take part to the beginning of the meeting.
• Are there any rules for the voting procedures?
Yes, the simple majority (50% +1).
• What are the formalities of the Meeting?
The Council Meeting is leaded by the President; the Meeting proceeds
according to the agenda and all participants shall have the possibility
to express their opinion once they have asked the permission to the
President.

How to organize a National Conference
There is no separate constitution for the NC.
All regulations regarding this topic should be included in the MD/D
Internal Set Of Rules.
Aim
The NC should serve the purpose of bringing together all Leos from a Country once a year.
STEP 1
Establish a time (for example 3 days, from Friday to Sunday).
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The date and the time of the Leo National Conference shall be:
• Proposed by the previous Leo National Conference, ratified by the
current Lions District Board.
• approved by Leo District Council.
STEP 2
Establish a location (city/ village/ tourist resort).
The date and the time of the Leo district conference shall be:
• Proposed by the previous Leo National Conference, ratified by the
current Lions District Board.
• and approved by Leo District Council.
STEP 3
Appoint an Organizing Committee composed by the:
• D/MD Board
• Local Leo Club
• Leo D/MD Chairperson
of the year in which the NC will be held.
STEP 4
• Make a program.
• Overview table for making a program:
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STEP 5
Look for:
• Accommodation options (1 - 2 nights)
• Possible meeting rooms (approx. 8 in 1 day hours)
• Possible party - and gala event places (2)
• Different options for breakfast (1- 2), lunch (1 – 3) and dinner (2)
• Teambuilding locations (1)
• Sightseeing opportunities (1)
• Nearest airport, train, bus station transfer possibilities
• Promotional Material creation possibilities (nametags, maps, pins
etc.)
• Simultaneous translation (approx. 8 hrs)
• Coffee and tea for the meeting breaks
STEP 6
According to step 4 and 5, make a provisionary budget and than add
10% and make a final budget.
STEP 7
Open a bank account for this event or use an already existing bank
account (it may also be the one of the District/Club which is charged to
organize the event).
Decide a deadline for participant fee pre-payment (it may be from two to
three weeks before the event).
STEP 8
Look for sponsorship (not necessarily in money):
• Local Firms who might have interest in this a event (for example
they may have in turn some promotional spaces during the NC)
• Lions D/MD (e.g., free meeting rooms, joint gala dinner/ welcome
party, free PR Material)
• Leo D/MD (e.g., paperwork printing for the meetings)
• Local Lions Club (e.g., cheap/ free accommodation, party places or
transfers)
• Local Leo Club (e.g., cheap/ free transfer, simultaneous translation)
Just as an example, by now your budget might look like this (averages
based on a European Countries research, which should not be meant as
necessarily worldwide valid):
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STEP 9
• Establish a minimum number of participants (e.g., all D/MD
Council members)
• After subtracting all the expenses that have been covered by
sponsorship take the rest and divide it among the minimum number
of participants. So you got the participation fee.
• The end sum should be somewhere around 58 Euros/person.
STEP 10
Invite (at least three months before the event):
• National participants (by letter, e-mail, MSN, telephone)34:
- Leo
- D/MD Council
- All other Leos
- Lions
- District Governor
- Leo Chairperson
• International participants (by e-mail, flyers)
- Neighboring Countries Leos
- All other Leos through the ILO Council
STEP 11
At least one month before the event tie up loose ends:
• Make reservations:
- Accommodation
- Meeting rooms

(34) District
Presidents or
MD/D Board
should receive
a written
communication and
then they should
promote the event
inside their Clubs/
Districts by e-mail.
The Organizing
Committee may
reach all Leos by
e-mail through
District or Club
Secretaries.
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- Party places
- Sightseeing
- Teambuilding/workshops locations
Organize transfers
Organize food
Organize party’s
Make arrangements for translation
Make arrangements for extra days stay

STEP 12
Wait for participants arrival.
What can go wrong:
• Bad promotion – insufficient informations sent in the invitation
letter
• People showing up without notice
• People canceling without notice
• Too much alcohol –> many drunken people -> schedule might get
thrown of track
• Money invested into the NC before the event must be covered even
if number of participants does not fulfill the expectations
• Too expensive accommodation
• Lack of pre-arranged voting card for the meeting.
Tips and Triks
• Appoint a project coordinator (a person that should always have a
overview of all things).
• Don’t leave any organizational issue unattended until the date of
the NC.
• If something goes wrong don’t loose your head! There is a solution
for every problem.
• Believe in the good result and it will happen!

National Conference
•

Is the organisation of the NC responsibility of the District
Board or the host Leo Club (or both) or separate Committee
each year?
A Committee appointed by the Leo District Council shall plan the
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Leo National Conference in cooperation with the District Leo Club
Chairman. Specific tasks are given to the members of the Organizing
Committee (e.g., accommodation, food, registrations).
•

Does the NC have a separate Constitution/Statute or is it
included in the District Constitution?
There is no separate Constitution, it is included in the District Internal
Set Of Rules.
•

Does the NC have an opening/closing ceremony or something
relevant at the beginning/in the end of it?
Not necessarily, some MDs/Ds may have it but it depends on the
Country.
•

Does the program of the NC include any social charity
activity?
Not necessarily.
• Is the District Board Meeting also held at the NC?
Usually yes, but not necessarily, as it depends on the MD/D.
• How big is the budget for organising a NC?
An average of 18.300,00 € for big Leo Countries and 450,00 € for
smaller ones.
•

Which percentage of the budget of the NC is covered by the
Leos participation fees?
Usually an average of 53%.
•

Which percentage of the budget of NC is covered from the
annual Leo District budget, if any?
An average of 3,2%.
•

Is there any financial aid from the Leo/Lions District for
covering the costs of the NC? If yes, which percentage of the
budget does it represent?
An average of 17,5% of the budget of the NC, but in many
Countries Leo/Lions Districts use to contribute with other things
than money.
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How big is the participation fee of the NC for Leos (is there
any minimum/maximum amount set)?
Even if some Countries may have decided fixed participation fees for all
kind of events, generally there is not a standard minimum or maximum
fee; there is an average of 58,00 €.
•

Does the participation fee usually cover everything all possible
expenses, i.e., programme, food, accomodation and transport,
or are these listed separately?
In all Countries is covered by the participation fees, except for the extra
drinks, extra programs and sometimes the transport.
•

How is the participation usually gathered from the Leos –
beforehand by bank account, at the registration or both?
The participation fee is generally prepaid by bank account (at least the
50% of the fee).
• How many Lions usually attend a NC?
It depends on the Country, sometimes from a few Lions to a hundred
of them; in some Countries the two events are held together so that
participants from both sides can come and go as they wish.
•

Which Lions (e.g., Lions District Governor, Leo District
Chairman, Lions Clubs sponsor Presidents, etc) should surely
be invited?
The CC and/or the DG, the resident District Chairperson and other
members of the Lions District Board are usually invited.
•

What kind of topics are usually discussed during the NC?
Only general topics (i.e., votings and presentations) or specific
ones (e.g., Club projects) too?
Except the ones mentioned in the SLDCAB, many Countries have on
their agenda:
- National Projects
- Voting for ILO Council candidates
- Planning of future events
- Presentations
- Invitations
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How is the voting organised during the NC? Do all the
participating Leos vote or only the Clubs delegates?
Each recognized Leo Club in good standing in the District shall be
entitled to one voting delegate for each ten members of the Club in
good standing or major fraction thereof. A vote may be cast only be a
delegate present in person at the time of voting and no delegate may
cast more than one vote on any question (SLDCAB).
•

In case of international guests attending a NC, are their
participation costs (food, accomodation, transport) covered
by the hosting MD/D or by themselves?
Except for some Countries, usually international guests have to pay for
themselves.
•

Do international guests usually pay the participation fee of
the NC?
Usually yes.
•

In case there are some international guests, which parts of the
general Meeting should be definitely translated into English?
As much as possible if requested. But some are in English.
•

Is it possible to organize an extra programme/stay possibility
for international guests before/after attending the NC?
Yes, if requested.

National Budgets
• What is the structure of the budget?
Expenses are usually represented by the costs of the meeting (hotel,
transfers, trips, beverages, meals, parties and so on) and administrative costs
(for example the Officers’ reimbursements), while incomes are represented
by members’ fees and sponsors (MD/D Leo and Lions, other sponsors).
•

When should the final balance report of the budget be
presented?
It depends on the MD/D rules. In some Countries it shall be presented
during the last Council Meeting of the fiscal year, while in some others
it shall be presented during the NC.
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What is the difference between the budget of the D and the
budget of the MD?
There is no difference.
•

Who decides what should be included in the budget (Club,
District or Multiple District)?
Usually the President, the Treasurer and the Board.
• Is it mandatory to pay a Club fee? If yes how much is it?
Usually all members shall pay a fee, but it depends on the Club. It may
indeed vary, for example, from 30,00 to 100,00 or 150,00 € a year.
•

Is it mandatory to pay a District fee? If yes how much is it?
What about a MD?
District fees are not mandatory for all Countries, but usually Clubs have
to pay it and it may vary, for example, from 4,00 to 40,00 € a year. It is the
same for the MD, even if this fee is usually lower than the District one.
•

Do the Lions budget and Leo budget have anything in
common? What?
Leo and Lions budget does not necessarily have a common structure. In
some Countries they have nothing in common, but in some others they may
have, for example, a common government fee or they may be very similar.
•

How can you accept sponsorships for the budget if you’re not
a legal organization (or association) from a juridical point of
view?
Fiscal laws may be very different from one Country to another; as a
consequence, different MDs/Ds behave in different ways. In some
Countries the MD/D may be officially recognized by local laws, so
there’s no problem with sponsorships. In some other cases it is necessary
to solve the problem through the use of a proper foundation.
• Who has the right to access the budget account?
The Treasurer and the President shall have access to the account in order
to manage it.
• How often does the Treasurer report about the budget?
The Treasurer shall report about the budget whenever it is needed.
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Anyway, he shall usually report about it during the NC but other
additional reports may be planned, for example, during the Council
Meetings.
•

Is it necessary to have an account in a bank for a Club, a
District or a MD?
A bank account is necessary for the good managing of a Club, a District
or a Multiple District.
•

Do you need to change the documents at the bank every time
the Treasurer changes?
Yes, whenever the Treasurer changes it is necessary to modify the access
to the bank account. It is usually the same for the President.
•

Can a Leo Club make an account in a bank if it is not officially
registered in a country as a charity organization?
It depends on the Country.
•

Is it necessary to publish the budget? If so, where and when
should it be published?
It is not necessary to publish the budget. It shall only be approved by the
Council and submitted to the Lions.

The ILO
• What is an ILO?
The ILO is the contact person of his Country for foreign Leo Countries
and vice versa. The main purpose of the ILO is to communicate and
share informations in both ways (national and international). He is
the official representative of his Country’s Leo movement (MD or D)
abroad.
• Which are the duties of an ILO?
The ILO shall fill in a Country report twice a year (LEF and PreLEF),
promotes Leos nationwide and worldwide but also during national and
international Lions events. He shall facilitates requests from other ILOs
/ Leos and support Lions/Leos in upcoming Leo Countries. The ILO
shall also report to his MD/D Board about the situation of the Leo
movement in other Countries
E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

• What is an acting ILO?
The acting ILO has the same tasks of the elected ILO. The acting ILO
can be the substitute of the absent ILO in a meeting and he is not elected
by the NC (any Leo member can be an acting ILO).
In case the acting ILO is replacing an elected ILO he has the right to
vote. Instead, in case the acting ILO is representing a Country which has
not yet elected an ILO he hasn’t got the right to vote.
• Why do we need an ILO?
To be open to the international Leo movement and share experiences.
An ILO is necessary in order to elaborate strategies for the development
of both national and international LEO movements. Moreover, he is
necessary to support the organisation and to plan projects and events on
an international level.
• Which are the requirements and the skills for being an ILO?
The ILO has to have foreign language skills, but these skills do not
necessarily have to be endoresed by a written document. Before being
an ILO, a Leo member shall have served as Club Officer and he has to
attend an international event (not necessarily a LEF). The ILO shall be
able to act in a diplomatic way, he shall be sociable and motivated to do
his job. Moreover, he should have the necessary finances, time and will to
travel. Some Countries may provide financial assistance to help the job.
• Which is the amount of the expenses of an ILO?
Approx. 1.500,00 € a year.
• Which is the position of an ILO in his District
The ILO is generally part of the D/MD Council and depending on
the national Constitution he may deserve the right to vote or just an
advisory role.All the decisions regarding the D/MD are taken by the D/
MD Council.
• How do we elect an ILO?
The ILO is generally elected get elected during his National Conference
the same way that the DP is elected and his Office may last from one to
three years but in general ILOs are elected for two years. In case there is
only a single Club in the Country, the ILO is elected the same way as the
Club President.
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• What is the ILO Board?
The ILO Board consists of all the existing European and
Mediterranean ILOs and represents the link between these two
Regions and the European Lions Clubs and the International
Headquarters.
This Board has no executive power: it has only an advisory role,
as all decisions in this Regions shall be taken by the DLs during
the LEF and the PreLEF
• Which are the duties of the ILO Board
The ILO Board shall try to have an ILO in every Country which
is part of the ILO Board and to establish a Leo Club in a new
Lions Country. In this new Leo Country the ILO shall be the first
contact person to whom others can ask questions, documents and
general informations.
The Board shall work closely together to administrate the ILO
data and facilitate the access to this data to all ILOs.
Moreover, it shall build and maintain the international Leo website,
communicate to Leos in the World and maybe even worldwide
about main activities which take place in the Leo Countries (like
NC, NP, LEPF, LEF, EF, CEEW, MEDW)
The ILO Board shall be in good terms with the LCI and should
plan a meeting at least three times a year (LEPF, LEF and EF),
during which the ILOs can work together on topics which are
raised by ILOs.
• Which are the benefits of having an ILO
Having a contact person with other Countries and providing a
structure to share experiences
• About ILOs
A discussion group at the LEF in Vienna 1990 decided to
create the position of the ILO. Out of the 52 European and
Mediterranean Countries, 21 have ILOs, while 12 other Countries
have an international contact person.
• How can I join the ILOs?
You can find us at www.leo-clubs.org, or by simply writing to the
address ilos@leo-clubs.org.
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Simply write a message containing your full name, District number,
Country and position (that of ILO of course).

E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

187

Official Leo Forms

In the nexts pages you will find all the main forms that are used for the
Leo movement by the International Headquarters.
All these forms are available on the website of the International
Association of Lions Clubs.
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www.lionsclubs.org
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APPLICATION FOR LEO CLUB MEMBERSHIP
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(to be kept in Lions club's file)

____________________________________________ LEO CLUB
SPONSORED BY_____________________________ LIONS CLUB
Date ____________________________
I, the undersigned, in good standing in my school and/or community, and in accordance with the constitution and bylaws of
this club, hereby apply for membership in the
__________________________________________________________________________________________________ Leo Club.

Name of candidate: ____________________________________________________________________________________________
Address: ______________________________________________________________________________________________________
City/state or province/postal code: ______________________________________________________________________________
Telephone: ___________________________ Age: _____________ Birthday: ____________________________________________
Activities and hobbies: __________________________________________________________________________________________
Other organizations of which I am a member: ____________________________________________________________________
______________________________________________________________________________________________________________
Parent or guardian's name: ______________________________________________________________________________________
Address: ______________________________________________________________________________________________________
City/state or province/postal code: ______________________________________________________________________________
I believe the above information to be true and complete, and I desire membership in this club. I believe I can make a contribution to the club and be worthy of the friendship of its members. I understand the entrance fee will be ________________
and the annual dues will be ______________________________________________.

______________________________________________________________________________________________________________
Signature of applicant
To be completed by parent or guardian where parental permission is required by law for minors:
I hereby give permission for my son/daughter to become a member of the above-named Leo club.

__________________________________________________________________________________________________________
Signature of parent or guardian

Return form on or before ____________________________ to:
Leo Club Advisor:

City/state or province/postal code: ______________________________________________________________________________
Approved _________________________________________ Date ______________________________________________________
Signature
LEO-50
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____________________________________________________________________________________________

Address: ______________________________________________________________________________________________________

8/06
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LEO CLUB ORGANIZATION REPORT
LEO CLUB NAME
Leo District:

Leo Multiple District:

Each Leo club must declare itself as an Alpha Leo Club (12 to 18 years of age) or an Omega Leo Club (18 to 30 years of age).

This club is an:

Alpha Leo Club

Omega Leo Club

[Please check one)

This club is:

School-based

Community-based

[Please check one)

Sponsoring Lions Club Name:
Lions Club ID Number:

Lions District:

Lions Multiple District:

A complete street address and daytime telephone/fax number is required for sending club materials by courier service.
Name of Sponsoring Lions Club President:

Name of Leo Club Advisor:

Address:

Address:

City:

City:

State/Province, Postal Code:

State/Province, Postal Code:

Country:

Country:

Phone:

Fax:

Phone:

E-mail:

Fax:

E-mail:

Elected Leo Club Officers:
President

E-mail

Address

Vice President

E-mail

Address

Secretary

E-mail

Address

Treasurer

E-mail

Address

This club will meet on

, at
(day/number of meetings each month)

This club has

(place)

originating members. (Please attach membership list to this form.)

There is a one-time organization fee of US$100 (or currency equivalent), which includes entrance fees
for 20 new Leo members, and officer and sponsor materials. Additional members require entrance fees
of US$5 each. Each entrance fee includes a Leo new member kit.

Check enclosed

We confirm that all members listed on this form and the following page(s) have considered and accepted
the Standard Leo Club Constitution and Bylaws by placing our signatures below:

Charge to sponsoring
Lions club's account

Leo Club President

Lions Club President

Leo Club Advisor

Date:
Copy distribution: 1) Youth Programs Department / Lions Clubs International Office 2) Sponsoring Lions club
3) District Leo club chairperson 4) Leo club’s records
Lions Clubs International, Youth Programs Department | 300 W. 22nd Street, Oak Brook, Illinois 60523-8842, USA
Phone: +1 630 571 5466 Fax: +1 630 571 1692 E-mail: leo@lionsclubs.org

LEO-51
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Please type or clearly print all information.
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LEO CLUB OFFICERS AND MEMBERSHIP REPORT
For fiscal year beginning July 1,
Use this form to report the contact information for your newly-elected club officers to the Youth Programs Department at Lions Clubs
International Headquarters by May 15. All communications directed to the club officers throughout the year will be based on the
information provided in this form. If the form is not submitted, your club will not receive information and material it needs, and your
new club president and the Leo club advisor will not be listed in the online Leo Directory. Please type or print clearly.

LEO CLUB NAME
Each Leo club must declare itself as an Alpha Leo Club (12 to 18 years of age) or an Omega Leo Club (18 to 30 years of age).
Please check one:

This club is an

Alpha Leo Club

Omega Leo Club

Please check one:

This club is a

School-based Club

Community-based Club

Sponsoring Lions Club Name
Lions Club ID Number

Lions District

Leo Club Advisor First (Given) Name
Street Address
Postal Code

Last (Family) Name
City

Home Phone

Postal Code

Postal Code

Postal Code

Postal Code

Total number of members:

Country
E-mail

Last (Family) Name
City

Home Phone

State

Mobile Phone

Leo Club Treasurer First (Given) Name
Street Address

Country
E-mail

Last (Family) Name
City

Home Phone

State

Mobile Phone

Leo Club Secretary First (Given) Name
Street Address

Country
E-mail

Last (Family) Name
City

Home Phone

State

Mobile Phone

Leo Club Vice President First (Given) Name
Street Address

Country
E-mail

Last (Family) Name
City

Home Phone

State

Mobile Phone

Leo Club President First (Given) Name
Street Address

Lions Multiple District

Mobile Phone

State

Country
E-mail

Please attach current membership list to this form.

Copy distribution: 1) Youth Programs Department / Lions Clubs International 2) District Leo club chairperson
3) Sponsoring Lions club’s records 4) Leo club’s records
Lions Clubs International, Youth Programs Department | 300 W. 22nd Street, Oak Brook, Illinois 60523-8842, USA
Phone: +1 630 571 5466 Fax: +1 630 571 1692 Email: leo@lionsclubs.org
Leo-72 03/10
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ANNUAL REPORT FOR LEO DISTRICTS AND MULTIPLE DISTRICTS
For fiscal year _________ - _________
To report a Leo district/multiple district and Leo officers who will serve during this fiscal year, this form should be completed by the
district/multiple district Leo club chairperson. This form must be submitted annually for a Leo district/multiple district to be recognized. Please
return the completed form to the Youth Programs Department at Lions Clubs International by July 1. Print or type all information.
Lions District/Multiple District No. _________________ (circle one)
Leo district/multiple district officers:
1. President ________________________________________

Address________________________________________

Telephone (R) ______________________________

_______________________________________________

(B) _______________________________
E-mail_______________________________________
2. Vice- President ___________________________________
Telephone (R) _______________________________

Country_________________________________________
Fax_____________________________________________
Address_________________________________________
________________________________________________

(B) ________________________________

Country __________________________________________

E-mail _______________________________________

Fax______________________________________________

3. Secretary

_______________________________________

Telephone (R) _________________________________

Address___________________________________________
_________________________________________________

(B) __________________________________

Country ___________________________________________

E-mail_________________________________________

Fax_______________________________________________

4. Treasurer____________________________________________

Address____________________________________________

Telephone (R) __________________________________

___________________________________________________

(B) __________________________________

Country_____________________________________________

E-mail__________________________________________

Fax_________________________________________________

Please list the Leo clubs in district (minimum 6 clubs) or multiple district (minimum 10 clubs). Total number of clubs________________
________________________________________________

______________________________________________

________________________________________________

______________________________________________

________________________________________________

______________________________________________

________________________________________________

______________________________________________

________________________________________________

______________________________________________

I certify that the above information is correct.

(Attach additional sheet if needed)

District/multiple district Leo club chairperson (PRINT NAME)_______________________________________________________________
District/multiple district Leo club chairperson SIGNATURE___________________________________________Date__________________
Copy Distribution: 1. International Headquarters. 2. District governor or multiple district council chairperson.
3. District/multiple district Leo club chairperson. 4. Leo district/multiple district file records.

LEO-91 2-07

The International Association of Lions Clubs
Youth Programs Department
300 W. 22nd Street
Oak Brook, Illinois 60523-8842, USA
Fax: (630) 571-8890 • •E-Mail: leo@lionsclubs.org
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Leo Club Excellence Award
Nomination Form
Leo clubs considered for this prestigious award must have demonstrated superior performance in the
following five areas:
•
•
•
•
•

Serving others,
Developing and executing creative fundraisers,
Exercising effective leadership,
Enhancing the public image of Leo clubs,
Completing administrative operations.

This application must be received by the Youth Programs Department at International Headquarters by
August 15. Only applications in which all questions are completed and have all the required signatures
will be considered valid. Please type or print clearly.
Nominee
Leo Club _____________________________________________________________________________
State/Province _________________________________ Country ________________________________
Number of Leo members________________________________________________________________
Sponsoring Lions club name ______________________________________________________________
Sponsoring Lions club number ________________________ Lions District ________________________
1. How many projects did the Leo club complete during the fiscal year? ___________________________
2. List the names of all of the above completed projects.
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
3. How many people benefited from the above projects? ______________________________________
4. How many fundraisers did the Leo club complete during the fiscal year? ________________________
5. Provide descriptions of all of above completed fundraisers.
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
6. Total funds raised from the above fundraisers US$ __________________________________________
Please complete both sides of the form

194
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Leo Club Advisor Five-Year Service
Lapel Pin and Certificate of Recognition Application

Leo club advisors who successfully complete five years of Leo club sponsorship support are
eligible for the Leo club advisors’ “Honor Roll,” having fulfilled the roles of Educator,
Motivator, Counselor, Liaison and Humanitarian.
In recognition of five years of dedicated service as a Leo club advisor, this form serves as an
application for the special Five-Year Leo Club Advisor Lapel Pin and Certificate of Recognition.
Upon completion of this application form, the Leo club advisor’s name will be listed on the
Lions’ Web site and the pin and certificate will be mailed to the Lions club president for
presentation.
Name of Leo Club Advisor___________________________ Years of Service ______ to ______
Name of Lions Club __________________________________District_____________________
Name of Lions Club President _____________________________________________________
Address__________________________________________City__________________________
State/Province_______________Country___________________Postal Code________________
Daytime Phone Number________________E-mail Address______________________________
Name of Leo Club_______________________________________________________________

__________________________________
Lions club president signature

______________
Date

When completed, send this form to:
Youth Programs Department, Lions Clubs International,
300 W. 22nd Street, Oak Brook, Illinois 60523-8842, USA.
Fax number 630-571-1692
E-mail: leo@lionsclubs.org
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Leo Spotlight on Children Banner Patch and
Individual Certificate of Recognition Application
Adopted by Lions Clubs International in April 2005, Leo Spotlight on Children has been declared as the
international service project of the Leo Club Program. Leo Spotlight on Children projects aid children in
adverse circumstances. Leo clubs that plan and implement service projects for children in adverse
circumstances are eligible to receive the Leo Spotlight on Children Banner Patch. Leos who provide a high
level of support to the project are eligible to receive an individual certificate of recognition. Awards can be
requested by submitting this application form to the Youth Programs Department. If requesting individual
certificate(s) of recognition, please attach a list of Leo names to this form. Awards will be sent to the Leo club
advisor.
Name of Leo Club_____________________________________________________________________________________________
Name of Leo Club Advisor______________________________________________________________________________________
Address_____________________________________________________________________________________________________
City_____________________________________State/Province____________________________Country_____________________
Postal Code____________________Daytime Phone Number_________________________E-mail____________________________

Please indicate the category of service below for your Leo club’s Spotlight on Children service project:
Children at Risk (implemented or expanded street children program)
Food, Shelter, Clothing Project
Healthcare Needs
Literacy/Education
Recreational Needs
Special Needs Children
Other_______________________________________________________________________________________

Please provide additional information about your Leo Spotlight on Children service project. Please include
photographs and other details important to the success of the project.
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
_____________________________________________________________
Leo Club Advisor Signature

Leo-S

________________________________________
Date

Lions Clubs International
Youth Programs Department
300 W. 22nd Street
Oak Brook, Illinois 60523-8842, USA
Fax: 630-571-1692
E-mail: leo@lionsclubs.org
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Successful Leo Club Project/Activity Report
Upon completion of a significant community service project or activity, Leo clubs can submit this form and any
photos available to: Youth Programs Department, Lions Clubs International, 300 W 22nd Street, Oak Brook,
Illinois 60523-8842, USA, or by Fax: 630-571-1692 or E-mail: leo@lionsclubs.org. Send a copy of this report to
your sponsoring Lions club and district Leo club chairperson.
________________________________________________________________________________________ LEO CLUB

Sponsoring Lions club ____________________________________________ District number __________________

Contact person____________________________________________ Date of report

__________________________

Address __________________________________________________________________________________________

City/state or province and postal code: ________________________________________________________________

Country

__________________________________________________________________________________________

Telephone number

________________________________________________________________________________

E-mail address ____________________________________________________________________________________
The report should not exceed two pages. It should include: who benefited from the project or activity; what
events transpired; when the project or activity was held; where the project or activity occurred; why the project
or activity was organized; and how the Leo club accomplished this community service.
Photographs (either black and white or color) showing Leos performing the project or activity are welcome.

LEO SPA
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“Serving Together” Banner Patch Application
Lions Clubs International encourages collaboration between Lions clubs and the Leo clubs they
sponsor. Collaboration can include joint service projects, joint meetings and participation in
each other’s activities and/or events. Collaborating clubs can earn a special recognition banner
patch. Upon completion of the project and this application form, banner patches for both clubs
will be mailed to the Lions club president for presentation.
Name of Lions Club ______________________________________District________________________
Name of Lions Club President____________________________________________________________
Address__________________________________________City_________________________________
State/Province_________________Country___________________Postal Code_____________________
Daytime Phone Number__________________E-mail Address___________________________________
Name of Leo Club______________________________________________________________________

Describe the nature and extent of Leo-Lion collaboration. Attach additional information,
including photographs and information on any public recognition received by the Lions club and
Leo club for the project and/or activity.

____________________________

___________________

Lions club president signature

Date

__________________________
Leo club president signature

_________________
Date

Leo-ST

When completed, send this form to:
Youth Programs Department, Lions Clubs International,
300 W. 22nd Street, Oak Brook, Illinois 60523-8842, USA.
Fax number 630-571-1692
E-mail: leo@lionsclubs.org
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Leo of the Year Award
Nomination Form
This award is available to any current Leo club member who is in good standing, meets membership age
requirements, has all the required endorsements, and is not a previous recipient of the award. Each
multiple district or single district (not a sub-district of a multiple district) may nominate one Leo annually.
Leos considered for this prestigious award must have:
•
•
•
•
•

demonstrated outstanding leadership skills;
achieved a superior record as a Leo in implementing successful service projects;
made an identifiable contribution to the development and growth of the Leo Club Program;
achieved distinction in community or school activities outside of Leo club commitments; and
demonstrated high ethical standards and personal integrity.

This application must be received by the Youth Programs Department at International Headquarters by
June 1. Only applications in which all questions are completed and have all required signatures will be
considered valid. Please type or print clearly.
Nominee
Leo____________________________________________________________________________________
Leo Club________________________________________________________________________________
Lions multiple district/district_______________________________________________________________
Year became a Leo______________________________ Year of birth_______________________________
Permanent mailing address
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
E-mail address___________________________________________________________________________
Telephone ______________________________________________________________________________
1. How did this Leo demonstrate leadership skills? List examples including offices held by the candidate and
dates of service.

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

INTERNATIONAL LEO MOVEMENT MANUAL
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23rd Annual Lions International Peace Poster Contest
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Vision of Peace
Sponsor a Lions International Peace Poster Contest and join clubs worldwide in sharing children’s visions of peace with your community.
How the Contest Works

Lions clubs sponsor the contest in a local school or organized youth
group. The contest is open to students 11-13 on November 15, 2010.
Participating students are asked to create posters visually depicting the
contest theme, “Vision of Peace.”

How to Enter

One winner for each contest sponsored by a club is chosen to advance to
the district governor for judging. On the district level, one winner is
selected to go on to the multiple district competition and from there one
winner is forwarded to International Headquarters for the final judging.
Entries are judged at all levels on originality, artistic merit and portrayal of
theme.

Lions clubs must order a Peace Poster Contest kit from the Club Supplies
Sales Department at International Headquarters. Available in all 11 official
languages, it costs US$9.95, plus shipping, handling and applicable taxes.
Each kit contains everything your club needs to sponsor one* school or
organized, sponsored youth group:
• Official Club Contest Guide & Rules
• Official School or Youth Group Contest Guide & Rules
• Participant Flyer may be duplicated and given to each participating
student to take home
• Sticker to place on back of winning poster
• Certificates for contest winner and school or youth group

During the final judging, 23 merit award winners and one grand prize
winner are chosen to represent the many entries submitted from around
the world.

*Clubs can sponsor more than one contest in either the same or multiple
school(s) and/or youth group(s) by purchasing more than one kit. Clubs will
send one poster per each contest sponsored to the next level of judging.

Awards

Artists of posters advancing to the final international judging are
recognized as follows:
• International Grand Prize Winner receives a trip to the award
ceremony at Lions Day with the United Nations (subject to change). At
the ceremony he/she will receive a cash award of US$5,000 (or local
equivalent) and an engraved plaque. Two family members (one being
the winner's parent or legal guardian) and the sponsoring Lions club
president or a club member (as designated by the club president) will
accompany the winner to the award ceremony. The award ceremony is
scheduled for March 2011.
• 23 Merit Award Winners each receive a cash award of US$500 (or
local equivalent) and a certificate of achievement.

Mail or fax your order to: LIONS CLUBS INTERNATIONAL
CLUB SUPPLIES SALES DEPARTMENT, 300 W 22ND ST.
OAK BROOK IL 60523-8842 USA; Fax 630-571-0964
Peace Poster Contest Kit (PPK-1) ______ Qty. @ US$9.95/each $ ______
Language Required __________________
(Available in all official languages.)

Tax $ ______
Postage & Handling $ ______
Total $ ______

Method of payment (select one):
A. Club/District Acct. # ________________________________________
Lions Club Name __________________________________________
Officer’s Signature (Required) ________________________________
B. Visa/Mastercard #

__________________________ Exp. Date _____

Cardholder’s Signature (Required) ____________________________

PR 785 11/09

ORDER
NOW

Kits are available January 15 – October 1, 2010.
Purchase your kit early to allow adequate time for
shipment and contest planning.

To order the Peace Poster Contest kit (PPK-1) submit the form below,
order through the online Lions Store (Item search: Peace Poster Kit) or
call Club Supplies at (630) 571-5466 or (800) 710-7822 (U.S., Puerto
Rico, U.S. Virgin Islands and Canada only).
Visit www.lionsclubs.org for more contest information, deadlines, to
send a Peace Poster e-card and view past finalists’ posters.

Ship order to:
Name______________________________________________________
Address (No P.O. Boxes) __________________________________________
City________________________State/Province __________________
Zip Code ____________________ Country ______________________
Daytime Phone # (Required) ____________________________________
E-mail Address______________________________________________
Postage/handling Charges:
United States - Postage/handling charges will be
added at the time of processing your order. An
additional charge will be added if second day service
is required.
Overseas - Postage/handling charges will be added at
the time of processing your order.
Additional charges for duty/taxes may be required
upon receipt of your order. We are not responsible for
any additional charges imposed by customs.

Sales Tax:
We are obligated to
charge sales tax in
Illinois and Canada.
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S T U D E N T M E M B E R A N D L E O T O L I O N C E R T I F I C AT I O N F O R M
The application below must be completed and certified by the district governor, guiding Lion or club secretary before the student member
or Leo to Lion dues membership will be accepted.
Lions Club Name: ____________________________________________________________________________________________________________
Lions Club Number: (If known) ________________________________________________District: ___________________________________________
Member Status:
Gender:

■M

■ New Member
■F

■ Existing Member

Member Number (If existing): __________________________________________

Date of Birth: ________/________/__________ (Required)
MM
DD
YYYY

_____________________________________________________________________________________________________________________________
First Name
Last Name
E-mail Address
_____________________________________________________________________________________________________________________________
Street Address
City
_____________________________________________________________________________________________________________________________
State/Province
Postal Code
Country
Please check, complete and verify the appropriate category:
■ Student: School Name: _________________________________________________________

Anticipated Graduation Date: _______/_______

Enrollment: ID CS TR BL OT Age: DR SC BC PP OT (Circle key code, see page 2)
■ Graduating Leo: Former Leo Club Name: _____________________________________
Verified Leo Club Completion of Service Certificate: ■ Yes

Years of Service ______/______ to ______/______

Age: DR SC BC PP OT (Circle key code, see page 2)

■ Qualifying Young Adult: – must be joining a Leo to Lions club chartered by 10 or more qualifying Leos
Age: DR SC BC PP OT (Circle key code, see page 2)
Certification
By signing this form, you are certifying that you are the current district governor, guiding Lion or club secretary and have verified the above
member qualifies for the student member or Leo to Lion dues rate. Additionally, if the said student is a charter member of a new Campus
Lions club, or club with a majority of students, you confirm that prepayment of dues (US$19.50) is enclosed for each student.
PLEASE PRINT
District Governor, Guiding Lion or Club Secretary’s Name: _________________________________________ Date: ______________________
District Governor, Guiding Lion or Club Secretary’s Signature: _____________________________________

Charter club send with application to:
Membership Programs and New Clubs Marketing Department
Lions Clubs International
300 W. 22nd Street
Oak Brook, IL 60523 USA
Fax: 630.571.1691
E-mail: newclubs@lionsclubs.org

Existing clubs send with Monthly Membership Report to:
Club Officer and Record Administration Department
Lions Clubs International
300 W. 22nd Street
Oak Brook, IL 60523 USA
Fax: 630.571.1687
E-mail: stats@lionsclubs.org
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PHOTO
(required only when hard
PARTICIPANT APPLICATION FORM
copy submitted)

INTERNATIONAL LEO MOVEMENT MANUAL

Lions International Youth Camp & Exchange

Instructions: The applicant, his/her parents/guardian, and sponsor Lions must complete all
appropriate sections of this form.
This form must first be completed and forwarded electronically. Signed paper copies with
required attachments must be forwarded separately, as advised.
Required attachments: 4 photographs of applicant; 1 photograph of applicant's family;
introductory letter to host family; indemnity agreement; copy of the applicant's passport or an
equivalent identification document, as required. (For privacy reasons data will only be used for
Youth Camp & Exchange purposes and will not be disclosed outside of the program without prior
consent.)

I. DESTINATION PREFERENCES
Preferred dates for exchange

To:

2nd Country (& Camp) preference
3rd Country (& Camp) preference
The Applicant prefers (X):

Male (M) or Female (F)

Exchange (family stay) only

Exchange (family stay) and Camp

II. APPLICANT´S PERSONAL DATA
Family Name:

First Name:

Date of birth (dd.mm.yyyy):

Street address:
Postal code:

City:

Country:

State/province:
E-mail:

Phone(home):

Mobile:

Have you previously participated in a Lions Youth Camp & Exchange Program?

Yes

No

Yes

No

If yes, where and when?
Hobbies & other interests:
Nationality:

Passport No:

Primary language:

Religion (optional):

Knowledge of English:

Good

Fair

None

Do you smoke?

Other languages spoken:
Applicant's Health, Medical and Dietary Data
Are you able to participate in sports?
Current medications/prescriptions/pre-existing conditions:
Blood type:

Allergies:

Medical/Religious/Other dietary requirements:
Family Doctor, if applicable:
E-mail:

yce-1401 7/08
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From:

1st Country (& Camp) preference

vegetarian, eat fish

Name:
Phone:

Page 1 (4)

E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

TOP TEN YOUTH EXCHANGE CHAIRPERSON AWARD APPLICATION
Any youth exchange chairperson who has performed outstanding service may be nominated. The nominee must
have been a club, district or multiple district youth exchange chairperson during the fiscal year for which he/she
is being nominated. You may attach two pages of supporting documents to the application.
A multiple district council of governors annually may nominate a candidate from the multiple district for the
award. A district governor may nominate a candidate from a single district. (A single district is one which is not
a sub-district of a multiple district.) Nominations shall be made and submitted during the year in which the
award will be issued; that is, immediately following completion of the nominated chairperson's term. Each
multiple district and single district is limited to one nomination per year. A multiple district with 15 or more
sub-districts is allowed two nominations per year.
Please type or print in the spaces below.
Nominee's name

Dist/MD________

Address___________________________________________________________________________________
__________________________________________________________________________________________
Lions club name ____________________________________________________________________________
Youth exchange chairperson of a:

• •club

• •district

• •multiple district

Youth Exchange Transactions

(NOTE: Do not include youth hosted or sponsored to an international youth camp in this section, even if the
youth spent time with a host family.)
Youth hosted from other countries:
• Number of hosting requests received:
_______
• Number of youths hosted:
Males_____ Females ______
• Number of host Lions clubs:
________
• Number of host families:
________
• Number of countries:
________
• Name countries, number of youths hosted from each country, and their ages:
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

Youth sponsored to other countries:
•
Number of applications received:
______
•
Number of youths sent:
Males
Females______
•
Number of sponsor Lions clubs:
_______
•
Number of host countries:
_______
•
Name countries, number of youths sent to each country, and their ages:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Lions Youth Exchange Host Family Application
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The host family and the host Lions club should complete this form.
Please attach:
a recent photograph
a letter of introduction describing the family’s home and community life
If more than one family is involved in hosting, each needs to complete a separate application. Forward the application to the Lions
multiple district/district youth exchange chairman. Please type or clearly print all information on this form.

I. Host Family Data
Names of husband and wife ____________________________________________________________________________________
Address __________________________________________________City _____________________________________________
State/province _______________________________Country _____________________________Postal Code _________________
Home Telephone ________________________Fax _______________________________E-mail____________________________
Husband’s occupation________________________________________Husband’s business phone ___________________________
Wife’s occupation ___________________________________________Wife’s business phone_______________________________
National origin: husband ______________________________________wife _____________________________________________
Is husband a Lion?

yes

no club name _____________________________ district number ______________________

Is wife a Lion?

yes

no club name _____________________________ district number _____________________

Name, age and sex of children living at home
____________________________________________________

___________________________________________________

____________________________________________________

___________________________________________________

____________________________________________________

___________________________________________________

Languages spoken in family ____________________________________________________________________________________
Religious affiliation/preference __________________________________________________________________________________
Family interests, pastimes______________________________________________________________________________________
Is home located in an

urban area

rural area

small city

other ______________________________________________

Population of town/city _______________________________________ Usual temperature _________________________________
Pets in the home ___________________________________________ Is there smoking in the home?

yes

no

Previous hosting experience (include details) ______________________________________________________________________
__________________________________________________________________________________________________________

II. Host Family Preferences
We would prefer:

a girl;

a boy;

either

smoker

non-smoker

Age ________________

Nationality and/or other preferences _____________________________________________________________________________
Complete if requesting a specific youth: Name ____________________________________________________________________
Address __________________________________________________________________________________________________
City ______________________________________ State/province _______________________ Country ____________________
Sponsoring Lions Club ______________________________________________________________________________________
Length of time we can host ____________________________________________________________________________________
Earliest date of arrival ____/____/____

Latest departure date ____/____/____

Airport preferred for arrival/departure _____________________________________________________________________________
We confirm that a parent or other responsible adult will remain at home during the visitor’s stay. In fairness to the youth and other host
family(ies) involved, we understand we must relinquish contact with the youth while he or she is visiting with another host family.
Signature of host family parent(s) _____________________________________________ Date ______________________________
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STANDARD LEO CLUB CONSTITUTION AND BYLAWS

ARTICLE I

Name
The name of this organization is the Leo Club of ______________________________

ARTICLE II

Purpose
To promote service activities among the youth of the community which will develop the
individual qualities of Leadership, Experience and Opportunity. To unite its members in
friendship, fellowship and mutual understanding.

ARTICLE III

Sponsorship
A. This club is sponsored by the Lions Club(s) of ______________________, but it is not
a part thereof, and neither this club nor any of its members has any rights or privileges
pertaining to said Lions club(s) or membership therein.
B. The entire operation of this club shall be guided and supervised by the Lions Club
of. Such guidance and supervision shall be exercised in one of the following ways, the
choice to be a joint decision of the sponsoring Lions club(s) and the Leo club.
1.
The presence of one or more members of the sponsoring Lions club at every
meeting of the Leo club or its board of directors; or
2.
By a monthly joint meeting of three representatives of each club, to discuss mutual
interests and plans, and to review actions taken by the Leo club and/or its board
of directors. In the event of disagreement between the representatives, the ultimate
decision shall rest with the sponsoring Lions club; or
3.
By submitting for approval within 15 days by Leo club officers a specific report or
copy of minutes of any meeting held to the sponsoring club secretary or authorized
delegate or representative. The sponsoring club then has the prerogative to call for
a meeting between three representatives of the Leo club and three representatives
of the sponsoring club to discuss items of mutual interest or plans. In the event of
disagreement between the representatives the ultimate decision shall rest with the
sponsoring Lions club.
C. If the operation of this club shall depend, in any way, upon the cooperation of any
school officials, then all school policies and regulations as interpreted by such officials shall
be faithfully observed by this Leo club and its members.

ARTICLE IV

Projects
A. Subject to the provisions of Article III, this club shall plan and implement, with its own
manpower, service projects within its community. Full responsibility for such projects
shall rest in this club except where the same is shared in a joint project with another Leo
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club or other organization.
B. Projects shall be financed with funds raised by this club, provided, however, that no
funds shall be solicited from any individual, business or organization in the community
without living something of value in return therefore.
C. This club shall not:
1.
Solicit or accept more than occasional financial assistance from the Lions Club of
___________ or any member thereof;
2.
Solicit financial assistance from any non sponsoring Lions club;
3.
Solicit financial assistance from any other Leo club.
D. No portion of the net income resulting from any financial program in which funds
are raised from the public shall be used directly or indirectly to benefit this club or any
member thereof.

ARTICLE V

Membership
A. Membership shall be granted in a Leo club to any person who possesses good
character, who shall be deemed eligible by the Leo club committee of the sponsoring
Lions club or clubs. Wherever the male gender or pronoun presently appears in the
Standard Leo Club Constitution and Bylaws, it shall be interpreted to mean both male
and female persons.
B. Classes: Membership in this Leo club shall be as follows:
1.
Active: A member entitled to all rights and privileges and subject to all obligations
which membership in a Leo club confers or implies. Without limiting such rights
and obligations, such rights shall include eligibility to seek, if otherwise qualified, any
office in the Leo club and in the Leo district or multiple district of which the club
may form part and right to vote on all matters requiring a vote of the membership;
and such obligations shall include regular attendance, prompt payment of dues;
participation in Leo club activities, and conduct reflecting a favorable image of the
Leo club in the community.
2.
Member-at-Large: A member of this Leo club who has moved from the
community, or because of health or other legitimate reason, is unable regularly to
attend Leo club meetings and desires to retain membership in the Leo club, and
upon whom the board of directors of the Leo club desires to confer this status.
This status shall be reviewed each six months by the board of directors of the Leo
club. A member-at-large shall not be eligible to hold office or to vote at Leo district
or multiple district conferences but shall pay such dues as the Leo club may require.
3.
Alpha membership: a member of the Leo club who is 12 years of age to 18 years
of age.
4.
Omega membership: a member of the Leo club who is 18 years of age to 30
years of age.
C. T
 ermination: Membership in this Leo club shall cease and terminate automatically
upon:
1.
Reaching an age one year greater than the maximum age limit.
2.
Termination of existence of this Leo club as provided in Article XV.
3.
Vote therefore of no less than two-thirds (2/3) of all members in good standing.
D. Transfer Membership: This Leo club may grant membership on a transfer basis to a
Leo who has terminated or is terminating membership in another Leo club, provided
that:
1.
A letter for transfer of membership is received by the new Leo club, with a copy
to the sponsoring Lions club secretary, from the Lions club sponsoring the former
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Leo club, within six months following the date of termination of membership in the
former club;
2.
such termination was in good standing; and
3.
the age of the transferring member falls within the established age range applying to
the new Leo club.
If more than six months have elapsed between termination of membership in a Leo club and application
for transfer to another Leo club, an applicant may acquire membership in this Leo club only under the
provisions of Section A of this Article V.
E. Each Leo club shall declare itself as either an Alpha Leo club or an Omega Leo club by
reporting to the Youth Programs Department at International Headquarters.

ARTICLE VI

Meetings
A. Club Meetings:
1.
Regular business meetings of this Leo club shall be held no less than twice in each
month, and preferably once in each week, at time and places set forth in the bylaws.
2.
The club president may at any time call, or upon written request to him/her by no less
than ten (10) members in good standing, a special meeting of the club. Such call may
be given verbally or in writing, but it shall be given to each member in good standing
and shall designate a time and place convenient to such members and the purpose of
such meeting. Such notice, if written, shall be considered as given when deposited in
the mails and addressed to a member at his/her address as shown on the club records
at the time of mailing.
3.
Quorum: The presence in person of a majority of the members in good standing
shall be necessary for a quorum at any regular or special meeting of this club.
B. Board of Directors Meetings:
1.
Regular business meetings of the board of directors shall be held at times and places
as provided in the bylaws but in no event less than once each month.
2.
The president may at any time call, and upon the written request of any members of
the board shall call, a special meeting of the board. Such call may be given verbally or
in writing but it shall be given to every member thereof, and shall designate a time and
place convenient to such members and the purpose of such meeting. Such notice,
if written, shall be considered as given when deposited in the mails and addressed
to the member at his/her address shown on the club records at the time of mailing.
3.
The presence in person of the president or vice-president and any three (3) other
members of the board shall be necessary for a quorum at any regular or special
meeting of the board.
4.
Any member of this Leo club in good standing shall have the right to attend any
regular or special meeting of the board of directors, but no such member may speak
at any board meeting except by consent of the board.

ARTICLE VII

Officers
A. The officers of this Leo club shall be a president, vice-president, secretary and treasurer
and such other officer(s) as may be provided in the bylaws. Officers shall be members
in good standing and shall serve for a term of one (1) year or until their successors have
been elected and qualified. No member may hold two (2) offices simultaneously.
B. The president may not succeed himself in re-election after having served one full term
of office.
C. Unless specifically provided otherwise in this constitution, the duties of the officers
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shall be those assigned to their respective offices under Robert’s Rules of Order, Newly
Revised.

ARTICLE VIII

Board of Directors
Subject to the provisions of Article III
A. The control and supervision of the business and affairs of this club shall rest in a board
of directors composed of all officers of the club and three (3) directors elected from
the members in good standing.
B. The board of directors, through the club officers, shall be responsible for the execution
of the polizie approved by the club. All new business and policy of this club shall be
considered and shaped, first, by the board of directors for presentation to and approval
by the club members at a regular or special club meeting.
C. T
 he board of directors shall have general control over all committees and officers,
may override the decision or action of any officer, and for good cause, may declare
any office vacant and appoint a member in good standing to fill any unexpired term
thereof.
D. The board of directors shall present an annual report of its operations to the club
membership and to the sponsoring Lions club.

ARTICLE IX

Elections
Elections of officers and directors shall be held at times and in accordance with procedures
deemed proper by the _______________________________ Committee of the Lions
Club of __________, but in on election shall a vote greater than a simple majority of the
votes cast be necessary for election.

ARTICLE X

Committees
The bylaws shall provide for finance, project and such other standing committees as may
be deemed necessary for administration of the club. The president, with the approval of
the board, may appoint such special committees as he/she deems necessary from time to
time.

ARTICLE XI

Fees and Dues
A. In addition to an original or new member fee of US$5 per member this club shall
charge such additional fees and dues as the Lions Club of ___ shall deem proper to
meet administrative costs of the Leo club, including the amount of any annual payment
due Lions Clubs International by the sponsoring Lions club, which amount may be
reimbursed by the Leo club to the sponsoring Lions club.
B. Any member who shall owe this club any monetary obligation at the time of any vote
at any regular or special meeting, or at any other time at which the question of good
standing is raised, shall automatically forfeit the privilege of voting by virtue thereof
and be considered for all purposes as not in good standing so long as said obligations
remain unpaid.

ARTICLE XII

By accepting membership herein, each member of this club thereby agrees to uphold and
be bound by the provisions of the constitution and bylaws of this club.
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ARTICLE XIII

Bylaws
The board of directors of this club shall present, and the members in good standing of
this club shall adopt, such bylaws as are deemed necessary to the efficient operation of this
club; provided, however, that all such bylaws shall be consistent with the provisions of this
constitution. Any bylaws, or amendments thereto or repeal thereof, which shall contravene
any provision of this constitution shall be null and void and of no effect.

ARTICLE XIV

Emblem
A. The emblem of the Leo Club International Program and Leo clubs shall be two lion
heads facing outwards from each other divided by a vertical bar with the letters L E O
from top to bottom.
B. The emblem of Leos Clubs International shall be preserved for the exclusive use and
benefit of Leo club members. Each member of this club shall be entitled to wear or
otherwise display the same in a dignified and appropriate manner during the period of
his/her membership. A member shall relinquish such entitlement upon termination of
his/her membership or termination of this club.

ARTICLE XV

Duration
A. This Leo club shall cease to exist upon the first to occur of the following:
1.
Vote of this club to terminate.
2.
Receipt by the club president or vice-president of written notice of withdrawal of
sponsorship by the Lions club of _____________.
3.
Receipt by the club president or vice-president of written notice of revocation of
Certificate of Organization of this club as a Leo club by Lions Clubs International
B. By virtue of termination, provided in Section A, all rights and privileges relating to the
Leo name and Leo emblem shall thereon be relinquished and surrendered by this club
and its members, individually and collectively.

ARTICLE XVI

Parliamentary Authority
Unless specifically provided otherwise in this constitution all questions of parliamentary
procedure in the operations of this club shall be governed by Robert’s Rules of Order,
Newly Revised.

ARTICLE XVII

Amendments
This constitution may be amended only by action of the board of directors of Lions Clubs
International and all amendments when adopted shall automatically amend and become
provisions of this constitution.

ARTICLE XVIII

The fiscal year of this club shall run from July 1 to June 30.

E U RO P E A N & M E D I T E R R A N E A N L E O M OV E M E N T

209

Constitutions and Bylaws

STANDARD LEO DISTRICT CONSTITUTION

THE DISTRICT GOVERNOR OF A SINGLE OR SUB-DISTRICT, WHERE SIX OR MORE
LEO CLUBS ARE SPONSORED BY LIONS CLUBS, MAY AUTHORIZE THE FORMATION
OF A LEO DISTRICT ORGANIZATION. IN THIS CASE THE FOLLOWING STANDARD
LEO DISTRICT CONSTITUTION SHALL BE FOLLOWED.

ARTICLE I

Name
This organization shall be known as Leo District No. __________________.

ARTICLE II

Objects
To provide an administrative structure with which to advance the purposes and objects of the Leo club
program in this district.

ARTICLE III

DISTRICT ORGANIZATION
SECTION A: Requirements and Boundaries.
 When six or more Leo clubs are sponsored by Lions clubs in a Lions district (single
or sub) and recognized by The International Association of Lions Clubs, the district
governor of the said Lions district (single or sub) may approve the formation of a
corresponding Leo district. The territorial boundaries of the Leo district shall coincide
with the boundaries of the respective Lions district (single or sub).
SECTION B: Membership
1.
The members of this organization shall be all officially recognized Leo clubs sponsored by
Lions clubs in said Lions district (single or sub)
2.
Whenever the male gender or pronoun presently appears in the Standard Leo District
Constitution and Bylaws, it shall be interpreted to mean both male and female persons.
SECTION C: Leo District Officers
1.
Leo District President
An election for the office of Leo district president shall be held at each annual Leo district conference.
•
Qualifications:
- Member in good standing of recognized Leo club in her/his district.
- Have served as president of a Leo club for a full term of the association’s fiscal year or major portion
thereof.
- Have received endorsement of sponsoring Lions club.
•
Election:
Nominations:
Nominations to the office of Leo district president shall be by written nomination of any duly qualified
member, such nomination to be in writing to reach the Leo district secretary at least thirty (30) days
prior to the opening of the Leo district conference. No nomination shall be in order which is not so
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made and received.
Nominations for the office of Leo district president shall:
a) be made by any recognized Leo club in good standing in the respective district;
b) be endorsed by the Leo club of which the nominee is a member;
c) be endorsed by her/his Leo district (if established);
d) be endorsed by the sponsoring Lions club;
e) be acknowledged by the duly qualified nominee as evidence of assent to the nomination.
In the event no written nominations are so made or no duly nominated candidate stands for election at the date of the Leo
district conference, nominations of any qualified Leo for Leo district president may be made by any delegate from the floor of
the district conference, provided the eligibility of the candidate(s) is confirmed.
Election
The election of the Leo district president shall be by secret ballot, the following provisions applying
thereto:
- In the event there are only two (2) nominees, the nominee obtaining the majority of votes cast shall be
declared elected. In the event of a tie, voting shall continue until one nominee receives such majority.
- in the event there are three (3) or more nominees, the one receiving a majority of the votes cast shall be
declared elected. If no nominee receives such majority on the first ballot, then balloting shall continue
until one nominee receives such majority, provided that the nominee receiving the least number of
votes on any ballot shall be dropped from the succeeding ballot.
- In the event there is but one (1) nominee, then by majority vote the printed ballot rule may be
suspended and a unanimous voice vote may be cast in favor of the said single nominee.
2.
Leo District Vice President
An annual election for the office of Leo district vice president shall be held at each district conference.
The qualifications for said office and the procedure for nomination and election thereto shall be the
same as prescribed for the office of Leo district president.
3.
Dual Nominations
A Leo may be nominated and elected to the offices of district president and district vice president at
the same district conference, but may not serve in both offices at the same time. Such nomineeʼs
elimination in balloting for one such office shall not prohibit inclusion on the ballot for the other office.
If elected to both, such nominee must thereon refuse one such office and balloting shall continue anew
with respect to all other nominees for the office refused.
4.
Vacancies
In the event a vacancy shall occur in the office of Leo district president, the Leo district vice president
shall automatically advance to and fill said office. In the event the Leo district vice president refuses to
serve in the office of Leo district president for any reason, the district Leo club chairperson shall fill the
vacancy created by such refusal by appointment for the unexpired term.
5.
Other Leo District Officers
The Leo district president shall appoint, by the time office is taken, a Leo district secretary and a Leo
district treasurer and such other district officers as may be desired by a Leo district conference or by
the Leo district council from time to time and as approved by the Lions district council of governors.
6.
Leo District Council
There shall be a Leo district council composed of the Leo district president, the district vice president,
the Leo district secretary, the Leo district treasurer, the presidents of each Leo club in the district (or a
delegated representative from each club), and such other Leo district officers as may be appointed by the
Leo district president. Each Leo council officer shall have one vote. The Lion appointed as district Leo
club chairperson shall serve as an advisory, non-voting member.
7.
District Leo Club Chairperson
Besides serving as an advisory, non-voting member of the Leo district council, the district Leo club
chairperson shall also serve as the official liaison between the Lions district cabinet and the Leo district
council. He shall report to the Lions district cabinet all resolutions of the Leo district conference.
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ARTICLE IV

Leo District Conference
A. A Leo district conference shall be held annually with the approval of the Lions district cabinet. If
this Leo district is a part of a Leo multiple district, such conference shall be held not less than 30 days
prior to the Leo multiple district conference.
B. The location of the annual Leo district conference shall be determined by a previous annual Leo
district conference. The date and time of the Leo district conference shall be determined by the
current Leo district council. A committee appointed by the Leo district council shall plan the Leo
district conference in cooperation with the district Leo club chairperson.
C. Each recognized Leo club in good standing in the district shall be entitled to one voting delegate
for each ten members of the club in good standing or major fraction thereof. The major fraction
referred to in this section shall be five or more members. Delinquent dues may be paid and good
standing acquired at any time prior to the close of credential certification, as such closing time shall
be established by the rules of the respective conference. A vote may be cast only by a delegate
present in person at the time of voting and no delegate may cast more than one vote on any
question.
D. A majority of the delegates present in person at any session shall constitute a quorum.
E. A simple majority vote of delegates present in person at a session shall be sufficient for the adoption
or rejection of any resolution before the conference. All action by a Leo district conference shall be
subject to countermanding and rejection by action of the Lions district cabinet or by action of said
International Board of Directors, alone, in either of which events such action shall be null and void
and of no force and effect.

ARTICLE V

Leo District Funds
A. To provide revenue to defray the administrative expenses of this Leo district, an annual per capita tax
of ____________ shall be levied upon each member of each club in the Leo district, subject to the
approval of the Lions district cabinet. The levy shall be collected and paid in advance by each Leo
club to the Leo district secretary. The frequency and dates for such payments shall be determined
by the respective Leo district conference. All taxes so levied and collected shall be administered
through a Leo district administration fund. Expenditures therefrom shall be for such items only as
are approved by the Leo district council, which council shall not incur any financial liability in excess
of funds realized in the fiscal year in which it serves.
B. A banking account shall be opened for the purpose of receiving monies and all checks and negotiable
instruments drawn thereon shall be signed by the Leo district secretary and countersigned by a
designee of the district governor.
C. The Leo district council shall provide for an annual audit of the Leo district accounts by an auditor
appointed by the Leo district council. Audited balance sheets and income and expenditure accounts
for the previous fiscal year shall be submitted at each annual district conference, and to the Lions
district council of governors.
D. Any undeposited Leo district administration fund collections remaining at the end of each fiscal
year shall be turned over forthwith to the incoming Leo district president’s council by the person
or persons holding the same, and such collections together with any Leo district administration
fund account balances then remaining shall be considered as funds realized by the incoming Leo
district council.

ARTICLE VI

Titles
Only the titles designated in this constitution may be used by Leo district officers.
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ARTICLE VII

Bylaws
The Leo district council shall present, and Leo district conference shall adopt, such bylaws as are deemed
necessary to the efficient operation of said Leo district provided, however, that all such bylaws shall be
consistent with the provisions of this constitution and shall be approved by the Lions district cabinet,
and shall be approved by the board of directors of Lions Clubs International or its designee. Any bylaws
or amendments thereto, which shall contravene any provision of this constitution or action of said
board of directors or its designee shall be null and void and of no effect.

ARTICLE VIII

Duration
A. This Leo district shall cease to exist upon the first to occur of the following:
1.
Vote of the said Leo district to terminate.
2.
Receipt by the Leo district president of written notice of the withdrawal of sponsorship by the
Lions district cabinet.
3.
Receipt by the Leo district president of a written notice of cancellation by The International
Association of Lions Clubs.
B. By virtue of this termination, provided in Section A, all rights and privileges relating to the use of the
Leo name and the Leo emblem on a district level shall thereon be relinquished and surrendered by
the members of said district, individually or collectively.
All monies on deposit to the credit of said Leo district shall be remitted to the Lions district council of governors.

ARTICLE IX

Amendments
This constitution may be amended only by action of the Board of Directors of Lions Clubs
International and all amendments when so adopted shall automatically amend and become provisions
of this constitution.

ARTICLE X

The fiscal year of this Leo district shall run from July 1 to June 30.
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Standard Leo MD Constitution

THE COUNCIL OF GOVERNORS OF A MULTIPLE DISTRICT, WHERE TEN OR
MORE LEO CLUBS WITH A CUMULATIVE MEMBERSHIP OF ONE HUNDRED
OR MORE LEOS ARE SPONSORED BY LIONS CLUBS AND RECOGNIZED BY
THE INTERNATIONAL ASSOCIATION OF LIONS CLUBS, MAY AUTHORIZE
THE FORMATION OF A LEO MULTIPLE DISTRICT ORGANIZATION. IN
THIS CASE THE FOLLOWING STANDARD LEO MULTIPLE DISTRICT
CONSTITUTION SHALL BE FOLLOWED.

ARTICLE I

Name
This organization shall be known as Leo Multiple District No. __________________.

ARTICLE II

Objects
To provide an administrative structure with which to advance the purposes and objects of
the Leo Club Program in this multiple district.

ARTICLE III

Multiple District Organization
SECTION A: Requirements and Boundaries
When ten or more Leo clubs, with a cumulative membership of one hundred or more
Leos are sponsored by Lions clubs in a Lions multiple district and recognized by The
International Association of Lions Clubs, the council of governors of the said multiple
district may approve the formation of a corresponding Leo multiple district. The
territorial boundaries of the Leo multiple district shall coincide with the boundaries of
the respective Lions multiple district.
SECTION B: Membership
The members of this organization shall be all officially recognized Leo
clubs sponsored by Lions clubs in said multiple district.
SECTION C: Leo Multiple District Officers
1.
Leo Multiple District President
An election for the office of Leo multiple district president shall be held at each annual
Leo multiple district conference.
•
Qualifications:
- Member in good standing of recognized Leo club in her/his district.
-H
 ave served as president of a Leo club for a full term of the association’s fiscal year or
major portion thereof.
- Have received endorsement of sponsoring Lions club.
- Have received endorsement of her/his Leo district (if established).
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•
Election:
Nominations:
Nominations to the office of Leo multiple district president shall be by written nomination
of any duly qualified member, such nomination to be in writing to reach the Leo multiple
district secretary at least thirty (30) days prior to the opening of the Leo multiple district
conference. No nomination shall be in order which is not so made and received.
Nominations for the office of Leo multiple district president shall:
a) Be made by any recognized Leo club in good standing in the respective multiple district;
b) Be endorsed by the Leo club of which the nominee is a member;
c) Be endorsed by her/his Leo district (if established);
d) Be endorsed by her/his sponsoring Lions club;
e) Be acknowledged by the duly qualified nominee as evidence of assent to the nomination.
In the event no written nominations are so made or no duly nominated candidate stands for election at the
date of the Leo multiple district conference, nominations of any qualified Leo for Leo multiple district
president may be made by any delegate from the floor of the Leo multiple district conference, provided the
eligibility of the candidate(s) is confirmed.
•
Election
The election of the Leo multiple district president shall be by secret ballot, the following
provisions applying thereto:
- I n the event there are only two (2) nominees, the nominee obtaining the majority of votes
cast shall be declared elected. In the event of a tie, voting shall continue until one nominee
receives such majority.
- I n the event there are three (3) or more nominees, the one receiving a majority of the
votes cast shall be declared elected. If no nominee receives such majority on the first
ballot, then balloting shall continue until one nominee receives such majority, provided
that the nominee receiving the least number of votes on any ballot shall be dropped from
the succeeding ballot.
- I n the event there is but one (1) nominee, then by majority vote the printed ballot rule may
be suspended and a unanimous voice vote may be cast in favor of the said single nominee.
2.
Leo Multiple District Vice President
An annual election for the office of Leo multiple district vice president shall be held at
each multiple district conference. The qualifications for said office and the procedure for
nomination and election thereto shall be the same as prescribed for the office of Leo
multiple district president.
3.
Dual Nominations
A Leo may be nominated and elected to the offices of multiple district president and
multiple district vice president at the same multiple district conference, but may not serve
in both offices at the same time. Such nominee’s elimination in balloting for one such
office shall not prohibit inclusion on the ballot for the other office. If elected to both,
such nominee must thereon refuse one such office and balloting shall continue anew with
respect to all other nominees for the office refused.
4.
Vacancies
In the event a vacancy shall occur in the office of Leo multiple district president, the Leo
multiple district vice president shall automatically advance to and fill said office. In the
event the Leo multiple district vice president refuses to serve in the office of president
for any reason, the multiple district Leo club chairperson or the designee of the multiple
district council of governors shall fill the vacancy created by such refusal by appointment
for the unexpired term.
5.
Other Leo Multiple District Officers
The Leo multiple district president shall appoint, by the time office is taken, a Leo multiple
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district secretary and a Leo multiple district treasurer and such other multiple district
officers as may be desired by a Leo multiple district conference or by the Leo multiple
district council from time to time and as approved by the Lions multiple district council
of governors.
6.
Leo Multiple District Council
There shall be a Leo multiple district council composed of the Leo multiple district
president, the multiple district vice president, the multiple district secretary, the multiple
district treasurer, all Leo district presidents and such other Leo multiple district officers
as may be appointed by the Leo multiple district president and as approved by the Lions
multiple district council of governors. If Leo district presidents do not exist in a given
Leo multiple district, then the presidents of each Leo club in said multiple district (or
a delegated representative from each club) shall form part of the Leo multiple district
council. Each council officer shall have one vote. The Lion appointed as multiple district
Leo club chairperson by the Lions council of governors and district Leo club chairperson
of sub-districts in said multiple district shall be entitled to attend any council meeting and
participate in all deliberations of the council.
7.
Multiple District Leo Club Chairperson
Besides serving on the Leo multiple district council, the multiple district Leo club
chairperson shall also serve as the official liaison between the Lions council of governors
and the Leo multiple district council. He/she shall report to the Lions council of
governors all resolutions of the Leo multiple district conference.
SECTION D: Leo Multiple District Council Meetings
1.
Meetings of the Leo multiple district council shall be held at least twice annually
at times and places fixed by the Leo multiple district president and approved by a
majority of the members of the council and provided that one of such meetings
shall be held at the time of the Leo multiple district conference.
2.
Quorum and Vote: The attendance of a majority of the voting members of the
council shall constitute a quorum for any meeting thereof.
SECTION E: Powers
Except where inconsistent with and contrary to the provisions of the Articles of
Incorporation and Constitution and Bylaws of The International Association of Lions
Clubs, the Lions Multiple District Constitution and Bylaws, the powers granted therein
to the board of directors of said association and the policies and acts of said board of
directors, the Leo multiple district council shall:
1.
Have jurisdiction and control over all officers and agents, when acting as such, of
the Leo multiple district council and all committees of the Leo multiple district and
multiple district conference;
2.
Have management and control over the property, business and funds of the Leo
multiple district;
3.
Have jurisdiction, control and supervision over all phases of the Leo multiple
district conference and all other meetings of said district;
4.
Have original jurisdiction, when authorized under policy of said international board
and under rules of procedure prescribed by said board, to hear and rule upon any
complaint of a constitutional nature raised by any Leo sub-district, any Leo club,
or any member of a Leo club in the said Leo district. All such rulings of the Leo
council shall be subject to review and decision by the Lions council of governors of
said multiple district and the Board of Directors of The International Association
of Lions Clubs;
5.
Have control and management of all budgetary matters of the Leo multiple district
and committees of the Leo multiple district and Leo multiple district conference.
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All transactions shall be subject to approval of the Lions multiple district council
of governors, and no obligation may be approved or made which shall effect an
unbalanced budget or deficit in any fiscal year.

ARTICLE IV

Leo Multiple District Conference
A. A Leo multiple district conference shall be held annually. The location of this conference
shall be as determined by a previous annual Leo multiple district conference. The date
and time of the conference shall be determined by the current Leo multiple district
council with the approval of the Lions multiple district council.
B. Each recognized Leo club in good standing in the Leo multiple district shall be entitled
to one voting delegate for each ten members of the club in good standing or major
fraction thereof. The major fraction referred to in this section shall be five or more
members. Delinquent dues may be paid and good standing acquired at any time prior to
the close of credential certification, as such closing time shall be established by the rules
of the respective conference. A vote may be cast only by a delegate present in person
at the time of voting and no delegate may cast more than one vote on any question.
C. A majority of the delegates present in person at any session shall constitute a quorum.
D. A simple majority vote of delegates present in person at a session shall be sufficient
for the adoption or rejection of any resolution before the conference. All action by a
Leo multiple district conference shall be subject to countermanding and rejection by
action of the Lions council of governors or by action of said International Board of
Directors, alone, in either of which events such action shall be null and void and of no
force and effect.

ARTICLE V

Leo Multiple District Funds
A. To provide revenue to defray the administrative expenses of this Leo multiple district,
an annual per capita tax of ____________ shall be levied upon each member of each
club in the Leo multiple district, subject to the approval of the Lions multiple district
council of governors. The levy shall be collected and paid in advance by each Leo club
to the Leo multiple district secretary. The frequency and dates for such payments shall
be determined by the respective Leo multiple district conference. All taxes so levied
and collected shall be administered through a Leo multiple district administration fund.
Expenditures therefrom shall be for such items only as are approved by the Leo multiple
district council, which council shall not incur any financial liability in excess of funds
realized in the fiscal year in which it serves.
B. A banking account shall be opened for the purpose of receiving monies and all checks
and negotiable instruments drawn thereon shall be signed by the Leo multiple district
secretary and countersigned by a designee of the Lions council of governors.
C. The Leo multiple district council shall provide for an annual audit of the Leo multiple
district accounts by an auditor appointed by the Leo multiple district council. Audited
balance sheets and income and expenditure accounts for the previous fiscal year shall
be submitted at each annual Leo multiple district conference, and to the Lions multiple
district council of governors.
D. Any undeposited Leo multiple district administration fund collections remaining at the
end of each fiscal year shall be turned over forthwith to the incoming Leo multiple
district council by the person or persons holding the same, and such collections together
with any multiple district administration fund account balances then remaining shall be
considered as funds realized by the incoming Leo multiple district council.
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ARTICLE VI

Titles
Only the titles designated in this constitution may be used by Leo multiple district officers.

ARTICLE VII

Bylaws
The Leo multiple district council shall present, and Leo multiple conference shall adopt,
such bylaws as are deemed necessary to the efficient operation of said Leo multiple
district provided, however, that all such bylaws shall be consistent with the provisions of
this constitution, shall be endorsed by the Lions multiple district council of governors,
and shall be approved by the board of directors of Lions Clubs International or its
designee. Any bylaws or amendments thereto, which shall contravene any provision of
this constitution or action of said board of directors or its designee shall be null and void
and of no effect.

ARTICLE VIII

Duration
A. This Leo multiple district shall cease to exist upon the first to occur of the following:
1.
Vote of the said Leo multiple district to terminate.
2.
Receipt by the Leo multiple district president of written notice of the withdrawal of
sponsorship by the Lions multiple district council of governors
3.
Receipt by the Leo multiple district president of a written notice of cancellation by
The International Association of Lions Clubs.
B. By virtue of this termination, provided in Section A, all rights and privileges relating to
the use of the Leo name and the Leo emblem on a multiple district level shall thereon
be relinquished and surrendered by the members of said multiple district, individually
or collectively. All monies on deposit to the credit of said Leo multiple district shall be
remitted to the Lions multiple district council of governors.

ARTICLE IX

Amendments
This constitution may be amended only by action of the Board of Directors of Lions
Clubs International and all amendments when so adopted shall automatically amend and
become provisions of this constitution.

ARTICLE X

The fiscal year of this Leo multiple district shall run from July 1 to June 30.
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