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North Carolina State Council
District Deputy Training Manual

Introduction

What you have in your hands are the keys to success iafriatDeputy.
Whether you are a new or returning District Deputy,eéhemuch to
learn. Within these pages you will find the answers to noditlye
guestions that challenge all District Deputies (DD)is ftart of the
continuing legacy of Father Michael J. McGivney whatsthour Order in 1882.
Because of many thousands of men who have stepped foowerthese past 120 years
to serve as District Deputies, we are able to continudream of providing for the
Catholic Family.

This training manual supplements Bstrict Deputy Handbook and Reference Guide
The District Deputy Handbook is your primary source @ht®me Council Guidance.
However, all of your duties and responsibility, and autyhh\aome from the Knights of
ColumbusCharter Constitution and Laws (1997Know all three documents well. Take
time now to read all three from cover to cover. Witiiese three books will come the
information you need to answer the many questions thiadame up during the council
year. Prepare now and you will be a fountain of wisdanall thingsKnights of
Columbus.

This training manual is the compilation of many yearex@erience as a council
member, council officer, Grand Knight, Past Grand Knighithful Navigator, District
Deputy, Past District Deputy. It is from not just one ddrtis experience, but is a
collection of ideas. It is the result of sharinduees and the acknowledgement of
successes. We learn from each other.

We look forward to adding your thoughts and successes tmé#émgal. It will grow each
year to include our new collective experiences. Remethlag each of us, alone, is but a
fiber, but collectively we are an awesome force déda#o one thing. That one thing is
the success of our State Council and State Deputy.
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The Legacy of Father McGivney
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Lines of Communication

This chart shows organizational chain for the DistBieputy

Supreme Knight Supreme Council
State Deputy State Officers
Regional DD

District Deputy District Warden
Coundil . Assembly |
Squires

Regional District Deputy

This is a new position within North Carolina. Knightssmhave migrated from the North or a very large
state may know this position as thairman of the Board of District Deputies Our Regional District
Deputies serve on the State Council and are respoifmitaé districts with the state. They are the
personal assistant to and representative of the Ségety. Regional District Deputies will promulgate
information on state programs and special projectsetralf of the State Deputy.

Regional DDs have served as DDs and are familiar wélday-to-day operation and programs of the
Knights of Columbus. They are your advisor, mentor aodarator. They are an invaluable resource to
the State Deputy and to their District Depulties.

The role of the RDD

Their position in the “chain of command” in no way presemr precludes you, as District Deputy, from
communicating directly with the State Deputy. In facly yre expected to do just that. All copies of your
correspondence should be sent to the appropriate Re@istréct Deputy. Responses from the State
Deputy and State Officers should also carbon copy th@R®istrict Deputy.

Attire
The attire and robe for the Regional District Deputihessame as that for the District Deputy. The jewel
is the District Deputy jewel suspended on a purple ribbon.

District Deputy

The role of the District Deputy is both rewarding arditng. Yet at times it is also frustrating and tiring.
But, there is no other job in the state that affdetsgrowth, stability, and very life of the State Ccilin
than that of the District Deputy.
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All Grand Knights depend on the District Deputy to tetiiehim how to build a strong council. You are
their mentor.

District Warden

Select a Past or current Grand Knight within yourridisto serve as your District Warden. Selection can
be someone who can be the next District Deputy. eldeives no per diem (except for a meal in
conjunction with an installations, but it is great &vé a "faithful companion™ to accompany you as you
visit your councils. Think of him as a DD in trainingle serves for a year. A District Warden jewel is
available from Lynch and Kelly. This is a small istraent that is worn with great pride.

Grand Knight

All of you have served in this position. You know thgpbrtance of it. You know, too, that some are
weak and some are strong. Some were prepared, soméawotjob is to mold the Grand Knight. You
are the potter.

Ensure that he performs his duties in accordance witKrifghts of Columbugharter Constitution and
Laws Yet, do not use that law as a hammer. Be undeis@rbe considerate, and be deliberate. Take
him by the hand and give him the tools to succeed. Givaliman understanding of the power and
influence of his office.

One “secret” of success for a Grand Knight is obvidus often overlooked. It is the Past Grand Knight
and the Deputy Grand Knight. More on the PGK latere Deputy Grand Knight is the Grand Knight in
training. At some councils, however, he may not gathreadership opportunities, let alone gavel time.
The Deputy Grand Knight, working closely with and under thidance of the Grand Knight, can take
charge of many projects and help the Grand Knight wihrtainy responsibilities.

Past Grand Knight — Continuing Influence

The positions of “former” and “past” are mentioned wfte the Knights of ColumbuSharter

Constitution LawsThere is a reasonfransition and continuation of the Order. The gavel is passed, but
the Immediate Past State Deputy and Immediate Pastl®raght retain membership in the State Council
[{Sec. 12(a) ccll. You will see them prominently listed as a membahe State Council in the District
Deputies Handbook organizational chart (page 3).

)@ The CCL states that “a Past Grand Knight” from each council iseanber of the State Council.

= Some councils are well established and may have many PGKs.t imsthace, the council must
hold an election to determine which PGK represents the courgibtate Convention. You are
encouraged to suggest that the outgoing GK take this positioad#rkhip. He has most current
knowledge about existing programs. In case of poor performance, anothebecelected.

Past Grand Knights are a key and integral part obthte Council and the Knights of Columbus. Stepping
down from their office as Grand Knight is very trauim&d some of them. They feel out of place. They
reached the top of the ladder and it is all over. BitPi Many retiring Grand Knights are outstanding
candidates for state office. Don’t let them go tedéelf they have merit, nominate them to the State
Deputy. Encourage their active participation. Encourag&t to use their wise council. Do these things
and your councils will thrive.
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District Deputy Role and Responsibility

You serve as the local personal representative ofupeeie Knight. You were selected by the State
Deputy for this important and vital position. You servedgeriod of one year. You may be re-nominated
by the State Deputy three times to serve no more thairidoms. The full scope of your position is
covered in the District Deputy Handbook, but your duties and re#plities are contained in the Knights

of ColumbusCharter Constitution Law§CCL). District Deputies must read and become thdrlyug

familiar with theCharter Constitution Law§1997) and the Knights of ColumbDsstrict Deputy

Handbook and Reference Guidecopy of both manuals is provided to each new andniety District
Deputy at the State Organizational Meeting in July.

The District Deputy (DD) is the key to the successef$tate Council and is the guide and advisor to the
local councils he represents. He should be sensititree needs of his councils and go out of his way to
assist them as needed. He must thoroughly read and amdiettse DD handbook, and be familiar with the
Supreme and State By-laws and the Council Financiakteg handbook.

Responsibilities
* Perform as specified in the District Deputies handbook.

* PUSH THE NEED FOR COUNCILS TO HAVE INSURANCE AND BSTHE ONE SET UP
BY THE STATE. (only $1.00 per man for $2 million in coverage

* Assist the State Warden at all state meetings withgeear down, and guard duty as required.

*  Work with your councils in completing and submitting, anej all forms required by Supreme
and State.

*  Work with the State Fund Raiser Chairman in the distiobutif tickets and material and
collection of tickets and money.

*  Work with the LAMB Foundation Director to ensure couséite following procedures and
submitting reports on time.

*  Monitor your councils. You should visit them at least®every other month. The council
officers must run the council so stay in the backgroundglidge and advise as necessary. Those
councils you don't visit in a particular month, you showdteact the GK to see how things are
going.

* Never criticize a council or the officers at a menshgy meeting. Keep things positive. If

criticism is needed, meet with the officers separately.

Review the council accounts and records on an annual basi

Hold a district meetingnmediately after the State Organizational & Regiorraifing meetings.

Install council officers.

Attend andeport all degrees in your district. This includes first, seband third degrees.

Hold second degrees as necessary in your district.

Encourage councils to have district or area competiti@civities.

Evaluate new council development prospects in your areafatigicted, establish new councils.

Work with the New Council Development Chairman in cagyaut this responsibility.

* Copy the State Deputy, State Secretary, and your RD&ll aorrespondence, including e-mail.

* Other activities as requested by the State Deputy, alitestly or through the Regional District
Deputy.

Use your RDD. He is your guide and mentor and should bsutted on any questions or concerns you
have within your district or about the duties and respditi&b of your position.

Problems that may come up within your couneil§you are not sure what to do, contact your RDD,firs
to discuss a plan of action. Then carry out that plan.

DO NOT MICRO MANAGE, let the Grand Knight run hiswimil. He is in charge, NOT YOU.
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Expectations

The position of District Deputy is one of the most impot positions in our Order and in our State. You
are the guiding light to all new Grand Knights andrble model and mentor for all Knights in our state.
Many DDs have gone on to hold higher state office somde have even gone on to serve the Supreme
Knight and Supreme Council. You are entering the traigiognd for much greater things.

A successful District Deputy is open-minded, a willing histe a good counselor, and a friend. Your
councils will watch and observe you. They will ofiuestion your motives and may even challenge your
direction, but they will always give you total supporoday’'s weak councils may suddenly flourish, and a
strong council may experience great difficulty. Winnees/ibecome losers and losers may excel when
you least expect it. Your job is to monitor their et throughout the Council Year and help them alll
achieve Star Council.

Your councils will often give you grief, cause frustratiand some will give you a headache. But, when
the year is done and we gather for the State Convestidryou look back over the many opportunities that
have become great successes, you will stand tall witle.piYou will see your council Grand Knights join
the State Deputy at the podium and receive awards dgragms, successes, and projects that you inspired
them to undertake. It is a great feeling, and it beigiday.

Assuming the Duties of DD

New DDs do not take office until July 1, but preparatiarstrbegin a month before officially assuming
office.

Transition

If you are a new District Deputy and you have not yetlsan with your predecessor, do it soon. It's your
opportunity to collect the district files and get a mtpm the health of your councils. He is a great source
of information and as a Former District Deputy (after@nganizational meeting) he is an invaluable
source of information. Don’t make the mistake of losingise counsel. They offer a wealth of
information and can help you as you assume your new ditfissiew title is Former District Deputy. He
is recognized by this title at council and district égen

If you are a departing DD, get with your successor atlirhake the transitions smooth. You may recall
your hectic first month. You should also suggest candidatd3istrict Warden. All districts will have
one. The new DD will need a confidant, mentor, tiagebuddy and friend. He should be a GK or PGK
with the same fine skills and camaraderie of a DD.

Former District Deputy Jewel

Former District Deputies retain their jewel. Lynch arallKoffers a special Former District Deputy Jewel
for wear by retiring District Deputies. There is aésminiature service medal.

District Deputy Attire

Business Attire
The uniform for the District Deputy is:

» Dark Navy sport coat

*  White Shirt

» Grey Slacks

» Plain, business or Knights of Columbus Tie
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* Black Shoes
» State Council Nametag
» District Deputy Jewel

Exception: Jewels are not worn during the Organizational Megetifihey are collected and
turned in to the Protocol Officer. Jewels are pnese during an installation ceremony, Saturday
afternoon. Returning DDs should label their jewehwiteir name. New DDs receive a new
jewel.

Dress Code for District Deputies

You are always “on parade.” What you do and how you deflgcts on the Order. You are a
representative of Supreme and the State Deputy. Yalveags on display. When attending a council
meeting, state event, or church/council social weadesignated uniform. (See Business Attire).

Informal Dress Code

After meetings, during social events (hospitality sujey may wear slacks and a casual golf shirt. Just
remember that you are still the DD and your “off duty” appeee is also observed.

Jewels, Nametags and Stationery

New District Deputies will get their jewels and nametaigthe Organizational
Meeting. Itis presented during the post-mass Install&Ceremony. It is not unusual
for the Bishop to install officers.

Retiring DDs keep their jewels. New jewels are isdoel incoming DDs. ¢l
=' Ly

Returning DDs should mark their jewels with a nameksti at the Organizational 5 B\
Meeting. The Protocol Officer will collect your jelv Don’t worry. You get it back. -"-*_"::_:f"
Putting your name inside ensures that you get your jew.yburs during your office

term and yours to keep when your term is complete.

Have a tired, worn jewel? Let the State Secretary knde/can obtain a replacement.

Stationery for use in your DD related correspondencebeilprovided to you by the NC State Council.

District Deputy Robe

Robes are provided free of charge by Supreme Ceremoftiath departing DD passes on his robe to his
successor. Should the robe be too big or small, tod ehlong, contact Supreme. They will exchange it
for you. Supreme will also replace damaged robes.

Incoming DDs should obtain their predecessor’s rofxg.it on for correct fit and order a replacement, if
necessary.

Robes - Replacement
Call Supreme and let them know about your problems withhe. They will repair or replace it for you.
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They will want to send you a form to request a replacemk is a one-for-one replacement program.

Contact them at: (203) 772-2130, Fax: (203) 772-1928 number is for the central reception. The first
person you talk to will refer you. Call as soon asgaw. Shipping is about seven days, average.

District Affairs and Operations

District Deputy Goals

Your duties as a District Deputy are promulgated byGharter Constitution LawsBut, how you run

your district is up to you. Each DD is given broad latitadd complete control over his district. You are
free to develop your councils, as you desire, so longasghere to the rules and regulations for the State
Council and Supreme.

You should set goals for yourself. You can’t get to the unless you know where it is and what lies
between you and that point! Here are saodeas to get you going.

1. Build team (council) spirit. Concentrate on continuing what we do very well.nfifi¢our
district’s best councils and learn from them. Takertiv@ining programs and processes to other
councils in the district. This will help build camaradenithin your district and help all councils
grow.

2. Build better communications Publish a council newsletter and mail it to evarght’'s home.
Get at least one council in each district host a web Fhis "mother" site could publish district
information and help ensure that all councils know disevents, degrees and the like. Web site
space is available free from Angelfire.com and ofiteviders. Ad-free web sites are available
for as little as $8 per month. Free sites have thenagspop-up ads, but some councils just don’t
have the money to pay for a site. The Supreme Cooiffieils a free web-building package for
councils! See Chapel Hill’s site aiww.angelfire.com/nc2/chapelhill10910t was built using
Supreme’s web site template.

3. Develop Degree teamsAll councils need a First Degree team. Each Ristreeds a Second
Degree Team. Stealing a line from the movies, “l Yaild it, they will come.” Degree teams
need practice. That means members! Councils negdégrees, and that means you need a
team. Build these two teams and you will see your citgigrow.

4. Build Family and Youth Programs. Focus council activities on family activities, at® and
projects. Focus on acts of charity that involve thrsh family.

5. Total Support of our priests. Our watchwords areHow may | help you, Fathe?" Get all
GKs to spend time with the parish priest and adminstraBe there for themBe proactive

Spouses

Never hesitate to take your spouse to a council evareciedly to dinners. Ask the Grand Knight if other
spouses will be at the event you are attending. Thés giour wife a chance to see what you do and to
observe the importance of your duties and your positipadtnon the men in your district. Spouses make
the Knight. We could never achieve what we have aptished without the support and assistance of our
spouses. They want to be involved. We need them irdiolve
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Enjoying the Job — Having Fun

Your work as a representative of the Supreme KnightSatk Deputy is hectic, but it is also fun. You
must make yourself a promise to laugh at your mistakeghlat the fun things around you, and to take
time to have fun with your councils. Promote famiBromote the Catholic Gentlemen and father.
Promote all that is good about the Knights of Columbust, @ways remember to enjoy all that is good
around you and have fun. “Smile and the whole worldr{dissmiles with you.”

District Wardens

The Supreme Knight recognizes the position of Districtd#a, but it is a position without pay. Each
District Deputy will have one. The term of office mncurrent with that of the District Deputy. District
Warden jewels are available from Lynch and Kelly abminal fee.

The District Warden is responsible for protocol matteithin the district and is your action person for
Second Degrees and District Degree Team training. e ajes the teams, coordinates degree teams, and
maintains the Second Degree Team ceremonials.

This is a critical position and you should consider yowigghwisely. The warden should be a likely
successor to you. Ensure he travels with you on couisdi#. This will give you a chance to observe him
as you give him leadership opportunities and exposure withidigtréct and State Council. Wardens are
also great sources of objective criticism and wilphgu succeed. Take him everywhere you go. You
will enjoy his company on long drives. He is a menftaend, and confidant.

District Deputy Expenses

Your official expenses are covered by Supreme, but therénatations and exceptions. The State
Treasurer will discuss this topic during the District Deggitraining session and provide handouts.

Warden Expenses

“In the performance of his duties in installing offia@ conferring ceremonials, the district deputy is
permitted to be accompanied by a warden. The expendes whrden are limited to meals and are
reportable on the district deputy expense account.” [K@hFR2§7 3-00].

Submitting Expense Reports

Submit your expenses, via the State Deputy, on a tinasligb Do not wait for a month or more to pass
before you submit. Simply complete one each month @i it. It will give you good records and will
speed up processing.

Use Knights of Columbus Expense Account of District DgpuatConferring Officer (KC Form 267 3-00),
to submit your expenses. Attach receipts for lodging aradlsné form is in your District Deputy package
from Supreme and a spare is in the back of this manual.

For State Council expenseshe rules for submission are nearly identical, batfthm is different. A State
Expense form is provided by and is available from tla¢eSEreasurer. Submit your claim direct to the
State Deputy.

Correspondence

When you communicate within the state, include the Sieprity and State Secretary as information
addees. Provide them with a copy of all written (iniclgeemail) correspondence.



RKnights of Columbus -- North Carolina State Council
District Deputy Training Manual

District Deputies receive their State Council stagigrat the Organizational Meeting. It is very important
to remember that you represent the Supreme Knighten8tate Deputy. It is State Council stationery
that bears your signature. Watch your words. Say rgpthianger. Write in positive, constructive tones.

Please ensure the Regional District Deputy gets a@opip correspondence between State and Supreme.
This includes all emails.

Reports to Supreme

Reports are a necessary part of doing business. @rerpiite a few reports that you need to submit. Here
is a list of them all. A sample copy is containedhe back of this manual.

District Deputies Semiannual Report on Council Status-orm 944A-NC 10/98

A key and essential report that lets Supreme knowhleatduncil was visited by the DD, that it is
functioning in accordance with the CCL, that the regumeports have been submitted, and that the books
were reviewed.

District Deputy Ceremonials Report, Form 2408 5/96

Submitted at the beginning of the council year as a disgport of functioning First Degree Teams, plans
for building degree teams. It also asks you to cetttidy all councils are operating their meetings in
accordance with the “Order of Business” mandated bptipeeme Council.

Supreme Council Requisition for First Degree Ceremaials, Form 532-NC 1-81
All councils should have their First Degree Ceremisniaut if you need to order them, this is the form.

Supreme Council Request for Degree Team Certificatior;orm 551-NC 6/81

When your new teams are formed and need certificationplete this form. Use this form to request re-
certification, too. Grand Knights submit this regortou to request certification of their First Degree
team.

Supreme Council Request for First Degree Certificat@nd Certification Cards, Form 543-NC 10-94
Use this report to critique the dress rehearsal ofst Begree Team. This form is also used to request
cards for team members you are certifying.

District Deputy’s Degree Exemplification Report, Form450-NC 10/87

The District Deputy or his District Warden attends eickit Degree. This report is used to identify
councils that participated, the number of new memla@ig the quality of the degree. You can be assured
that the Supreme Ceremonials office will read thi@reand send you a letter with their comment on the
degree.

Knights of Columbus Expense Account of District Depty or Conferring Officer
Use this form to submit you expenses to Supreme

Reports to the State Council

North Carolina State Council Disbursement Voucher
Use this form to submit expense claims to the State €loun
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District Deputy Quarterly Report to RDD
This report is in addition to the semi-annual report thatgubmit to Supreme. You submit this one to the
Regional District Deputy.

First Degree Exemplification Schedule
Use this report to show all First Degrees schedulegdior district. Resubmit mid-year to show changes.

Second Degree Exemplification Schedule
Use this report to show all Second Degrees you havelsiguefor your district.

District Records

Returning DDs. Set up a new set of files for the coming yeartir®éast year’s files. You should keep
files for at least three years. If you have itempasticular interest or historical value, contact theest
Secretary before disposal. He may want to put timettmel State Council Archives. Remember that your
files are the history of your councils and will be founatabn which a new DD will build his district. He
needs good, complete records.

Retiring DDs. Please arrange your files and prepare to transfer thgour successor. Schedule a
meeting with him and go over the content of the files.ci§s the different reports, forms and surveys.
Explain their use and how to submit them.

Incoming DDs. Review the district files and compare them to tiermation about them in tHaistrict
Deputy Handboak Many of these reports will be used to help a new @are council reports. His
transition may not be as orderly as yours and you wilhta position to help him. You can provide copies
of missing reports that will enable him to completedheent report.

District Appointments

In the first part of this manual you were encouragesktect a District Warden. If you have not selected
one, do it soon. This is very important. The Distitarden position ensures continuity of office. Your
selection of the right man is one of the most impurtkecisions you will make. This person is essential to
your success. You get to pick him. Chose him wellwhlebe a valuable asset. He is more than the
person that sets up the installation ceremonies. Haursfiter. He is your buffer. When things go wrong
and you need a champion, he is there. He will accompanyoycouncil and district events. His watchful
eye and ear will see and hear things that you misswilHgrotect you and keep you out of trouble. When
you are suddenly sick or called out of town, he is reatlgki® control and represent you.

His attire should be like yours. His jewel is differant you will have to buy it, but it is one of the best
investments you will make. Order a nametag from Fnate&upply to match yours. Only change in his
nametag over yours is the is title and name. You ad&r @ nametag via the State Council website. Chose
Other Websites thenKofC Badges

He receives no stipend or mileage, but Supreme wiligtigrcover his meals when you are traveling to an
installation. See the back of the District Deputy espetiaim form for details. He is a traveling buddy and
great company. District Deputies often pay for my Warsleméal or go Dutch, but at many council events
the council hosts something for the visiting Disti&puty and Warden. If not, stop somewhere on the
way home. Take the opportunity to talk about your expeeig, observation, and jot down things before
you forget them. It is also a great time to compyeta council visit report.

Introduce him to the council members. Make sure they khathe, too, is there to help.

11
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It is not uncommon for a District Deputy to find #eessary to step down because of job change or health.
His loss to the District is often devastating. Notin those districts where there is a District Wangdko
worked closely with his District Deputy. He should bkedb assume the position and continue the
programs and projects in place. The chain is unbrokewr councils will thank you and your State

Deputy will thank you. Most of all, you will be able $tep aside knowing that your councils are in good
hands...hands that you trained, motivated and modeled attese}b

District Deputy Resource Books

Supreme Council District Deputy Handbook

This is the definitive guide to the operation of the Kiggof Columbus from Supreme Council on to the
local council level. Itis a mustread. You will fittdngs in this book that will shock and amaze you. You
will find new rulesand regulations! Actually, these newly discovered ruéage been there quite some
time. You, like many, may never have been made aofaheem. It will answer questions on organization,
council composition, resources, reports, insuranceglirdegrees, expenses, installations, jewels, degree
paraphernalia, degree teams, dress, more reports,ifiharatters, audits, district meetings, meetings with
the Grand Knights, council visits, recruiting, servicegoams, and more. The list seems endless.

The District Deputy Handbook is the result of Supremeitinuing efforts to ensure that you have the
tools you need to succeed. Your success ensures thessotteslocal council.

This handbook is almost pocket size. That is so that gouake it with you on visits, trips and other
events.

Knights of Columbus Charter Constitution and Laws

This manual contains the laws of our Order. From thaigs are accomplished. It is
pocket-sized so that it travels with you all of theetinit does not read like a novel, but it
is not hard to follow and understand. You must masteYou must take your
highlighter and get to work on it. Know it well.

Whenever you are in doubt, look here. The index is #emplete and will help you
locate a section that covers your questions.

Grand Knights Handbook

This manual is provided to each incoming Grand Kniglthie Organizational Meeting. It is reissued each
year to reflect changes in programs and organization.

The handbook is an essential guide for the Grand Knighsoyeé may go months before they really read
it through. Some may not pay much attention to it at¥atlu will know who fits in this latter category by
the timeliness of their reports and the spirit & @ouncil Chamber.

One of your first duties is to host théstrict Organizational Meeting (page 17, DD Handbook). Bet
you didn’t know about that one! (You also have a Disiviid-Year Meeting and Strategy Sessions!) But,
we digress. Ensure each of your Grand Knights brings @rand Knight Handbook with them to the
District Organizational Meeting. Go over it with thengpdy page. Use it as a talking paper. You can
use your dog-eared and heavily highlighted copy as yodegui
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Time spent going over the Grand Knights Handbook is tivaewill pay great dividends through your
council year. Once the Grand Knight realizes thetéd is a plan for success and that he has it at his
disposal, half of the hard work is done.

District Ceremonials

Installation of Officers

Installation of council officers should occur as sasrpracticable, but after Jul§.1The attire is with
District Deputy Robe: however, you may opt not to wearrtie due to location of the installation

(concurrent with a mass). In this case, wear the Ddnless attire

Professionalism in Delivery

This ceremonial sets the pace for the new council yiHald this ceremonial with the highest degree of
professionalism. Use your best speaking voice. Engeueanily participation. Honor the outgoing
Grand Knight and his staff. The extra effort you proides will be warmly received and remembered by
the knights and their ladies. It is a special mamen

Ceremonials for Installation
See the appendix for council chamber arrangement, leftioérs and guests form, and ceremonial script.

District Meetings

Hold periodic District Deputy Meetings. You are requiretiagst a District Organizational Meeting, a
Mid-Year District Meeting and strategy sessions withryoouncils.

Most districts are four or five councils. Rotate theetings from council to council and hold one a quarter.
Do it the first one within thirty days of the Organipatl Meeting. It is important to make it informal and
fun. Remember that you are dealing with volunteersateahew to the job. Consider holding a dinner
meeting at a local restaurant that is inexpensive fatcheis facilities where you can get away from the
crowd. Here are some tips on a successful event:

Agenda
The following topics should be covered, at a minimum:

* Open the meeting with a prayer and the pledge of allegiianc
*  Council Insurance — Through the State (only $1 per mefob&2 million coverage)
* Reports
* Importance of reports. Dates are critical for recigmiand awards.

185 - Report of Officers

1295 - Semiannual Council Audit
365 - Service Program Personnel
State Inter Council Recognition - trimester

Review report forms book from Supreme

1728 - Annual Survey of Fraternal Activity

Council Review forms
* Degrees
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Establish dates for all 1st and 2nd degrees in Districpabtish the dates to all councils in
the district. Try to tie these in with the published 8egree schedule.
Ensure all councils have a 1st degree team. If ndt wih Grand Knight to make it happen.
Enforce the need to have someone go along with tididstes to degrees.
Go over the proper procedures to follow when hostinggeegeand what the dress code is for
candidates and members.
* Recruitment
* Membership Blitz — it'’s here to stay
0 Guide them through how to do one properly
*  Why?
* How to?
One on one
Just ask
Open house
Pitch at Mass
Other ideas
* Set goals for each council and go over State and @igals
* Retention
* Mentor Program — what it can do for a council
* Howto
* What's the purpose
* Personal contact
* Timing
* Forgiveness of past debt (Supreme states that a memivey back dues is only
responsible for the last quarters dues).
* Keeping members and their families busy
* Make all feel welcome
* Communications
* How to and the importance of
* Council Newsletters and the minimum distribution
* State Programs and Awards
* Program manual and what the various programs are
* How to report on a trimester basis and to whom
* What are the State and Supreme Awards, how to subrttiém, what forms to us, and when
to submit
* District Level and State Events
* What are they and when
* Develop a schedule and publish to councils
* District Activities
* General Discussion
* Summarize
* Close the meeting with a prayer

Location and Date
* The District Deputy, after consulting with his Grand Kngjtghall schedule the meeting at a
suitable date and place. This should be done withr$tenfieeting to be held as soon after the
Organizational meeting as possible. The DD willfydgtie State Deputy at least 7 days before the
meeting of its time and place. The State Deputy maydtr send a representative.

Attendance
* The District Deputy and his Warden
* All Grand Knights in the District
* The Deputy Grand Knight, Program Director, Membership Dareand Retention Chairman.
* Any other interested council members are encouragetketula
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If a Grand Knight and the others cannot attend, it is y@sponsibility to sit down with them, one-on-one,
to go over the topics covered in your meeting. You musssthe importance of his attendance, but do not
badger him, he just may have responsibilities other tiakiights.

District meetings should set the pace for your counditee State Deputy will get them all fired up and
ready to go at the Organizational Meeting. Here's younaehto focus that energy and identify councils
needing extra help.

Council Meetings — District Deputy Attendance

You should visit a council as often as appropriate by a@nmfrequent that at least once every other
month. Make sure your GKs know that you want to recie& newsletter and announcements on events.
You want to be invited! Make sure your Grand Knights kiloi...tell them! Remember that you are a
“biggie” to them and many are intimidated and some man¥ ton would not want to go. Some Grand
Knights are simply reluctant to ask you to attend. Need to be visible! If itis a social event, takaryo
spouse with you.

Advance Notice of Visit

If you are visiting a council, let them know in advandell them that you want to view the council books
after each audit. Look also at membership. If you selelgms, talk to the GK in private and give him
your assistance. The mission is to see thingsdéfiey become problems.

Preparing for Visit
Take time to prepare for the visit. Write somethingnd@bout State Programs. You are delivering a
message from Supreme and the Worthy State Deputy. Wilhitbe?

Observe the Council Members and Make New Friends

Take a small notepad or 3x5 index cards to take notes. éiiypn’t be a wallflower. You are the
Supreme Knight's man on the scene. Talk with council mesrib@rmally before the meeting. Learn
what is going on. Sit near the GK, but don’t participatiie meeting as a member of the council. If you
need to interject, address the GK and request permigs&ddress an item under discussion. If you can,
wait until the time set-aside for the District Deptdyspeak.

While you are watching the meeting, take note of ewoi@missions. Don’t make a big deal about them,
but be sure to speak with the GK in private about thigen the meeting.

Addressing the Council

If you are attentive during the meeting you are suitoe up with a lot of things to congratulate the
council on. Talk to the membership and council officekddress them by name, if known. Be personable
and sincere. Let them know what other councils airegddPraise other councils, but never overshadow
the one you are visiting. Encourage them to visierotouncils and to work with them on joint projects.
Encourage “showing the colors” of the Order.

How you do it is up to you, but if you remember to thankdencil for their hard work, they will work
even harder. We all want to be recognized and appreciated.

District Reports
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District Deputy Semiannual Report on Council Status

The District Deputy must evaluate each council twicea yThis is done by using the District Deputy
Semiannual Report on Council Status (Form 944A-NC). SeeDistrict Deputies Handbook. A copy of
the report is in the appendix of this guide.

This is a very important report as it gives you a chdanevaluate your GKs as individuals. These reports
are more talking papers than reports on the GK. Tkkyyou ensure that you discuss Knights of
Columbus and State programs. We don't rate the ceum@lare looking at how they are going, what
needs to be done to help them succeed, and to documenndintg performance within the councils.

The first submission is due Novembef"1%ut several blank forms in your briefcase and hava tieady
to fill out during your visit. Mail them the next day.

When your reports are done you will have a strong ifl@aere you need to concentrate your efforts.
This is an easy report to fill out. Distribution is:

Original to Supreme

1 copy to the State Deputy

1 copy to the State Secretary
1 copy to the RDD

1 copy to the Council DD file

Report of District Degrees Planned

Supreme has prepared a form for each District Deputy.hi®fiorm you list your councils and their
scheduled degree dates. You need to get them working ost¢heniules now because the State Deputy
will give you your form at both the Organizational ahd Mid-Year meeting. Some of you already have a
plan for the next six months. Others may not. You alehame to make it happen. A copy of this form is
in the back of this manual.

Correspondence

One of the biggest issues with regards to correspondent@ritaining the proper lines of communication
(see Lines of Communication section). Additionally istieess that the State Deputy and the RDD should
be copied to keep them informed.

Form 100
One of the biggest headaches for the State CouncDastidct Deputy is submission of Form 100’s. The
problem is two-fold:

1. Getting the forms to Supreme
2. Getting the Form 100 out of the council

Here’s what typically happens.

* Adegreeis held.

» The DD completes and submits his Degree ExemplificatiomiRepd provides a copy to State.

* The Grand Knight or Financial Secretary picks up the Form ti@aonclusion of the degree. It
gets tucked away in their jacket or briefcase and steyet

» The State Deputy receives the DD report of a degree acidbstthe numbers.

*  Supreme publishes their monthly report on council membership.

* The State Deputy matches your report to Supreme’s argitherror.

You are sure to get a call or e-mail. You can avoisl tlyiworking closely with the Financial Secretaries
and Grand Knights at the degree. Stress the impertgetting the Form 100 in the mail! Encourage
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them to submit a copy of the Form 100 to the State eplrhen errors are found, the State Deputy will
use the copy the council provided to correct Suprenwadsc

This is extremely important at the end of the Couxietir. One year our State missed being Number One
in the Order by one new member.

Reports to the State Deputy and Regional District Depyt

If there is something going on in your District that iraiseon the state in either a positive or negative way,
let the State Deputy and RDD know. If you suspect algnois about to get out of control, let him know.
Here is the acid test to use in determining if you shiatltdim know about an issue: If you have to ask
yourself, “Should I let the State Deputy and RDD kradweut this?”, it is important enough to pass along.
His wise counsel may help you resolve an issue beftberomes a problem.

Your frank, honest and sincere comments about State Council prograns
and activities, as seen by the Gand Knights, are also inportant.
Share your information.

District Calendar of Events

Prepare a district calendar of events for major stetetions and reports due. Show all degrees in the
district, regardless of council. Use this calendaetoind yourself about reports and special events. lit wil
often take a call from you to get a report rollingis leasier to publish a calendar and discuss upcoming
reports the month before. It sure will cut down on yexira calls to find out what happened when a report
does not arrive.
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The Council

"Gou can ;zetf ewﬁyté/}y o want oal of %fa /f you /'a&’f ée{@ others /mf what ‘%e/ want oal of %fa, "
Star District s a natural consequence of greathess i couneile, Your /'o/ V7 ée//ﬁ your Grand /ﬁryé&f
succeed, Love, prase and encourage your Grand Auiphts!

Council Meetings

Ensure your councils hold their business meetings asnived by th€Charter Constitution and Laws
They will receive a script as part of their Grangights package at the Organizational meeting. Itainat
everything they need to moderate the meeting.

Some councils, however, have fallen on hard timesamthx. Others are new and just never received
proper training. These two groups will challenge your kil a mediator. You can't just show up one day
and throw everything into turmoil.

You can help all councils by improve in this area by holdegular district meetings and by attending
council meetings. Take weak Grand Knights to meetingteddy strong councils. Expose them to the
right way and offer suggestions on how to slowly bitimgjr council back in line.

Suggestions on bringing order to a council chamber dieclu

» Have your District Warden work with the Council Warden

» Come up with a council chamber arrangement that worksng®bambers are too small for the
normal setup. You may have to be creative, but try tasb@ose to the model in the Order of
Business.

* Encourage use of position nameplates

» Encourage the GK to wear a jacket and tie. Suggedtéhget his primary officers to do likewise.

» Teach the GK to create an agenda (script) for theingeet

» Help the GK create a Council Schedule of Events

» Teach the GK to use the power of the gavel to cotiteobmeeting.

* Encourage the GK to use Chairmanships and Committeesdarch issues before the monthly
council meeting. Vent issues in the committee. Bpraposals and solutions to the meeting.

* Recognize Past Grand Knights at meetings and solicitdbiments and suggestions on items
under discussion.

* Always have a Knight of the Month and recognize hinhatrheeting. (Review and announce the
list of honorees at Council Family Socials.)

» Applaud the efforts of brother knights who have accoshpld some activity or participated in a
parish ministry.

» Applaud the work of a committee for work in progress anpieted.

» Invite the parish priest, District Deputy, and stdfeeers to meetings.

* Ensure that each meeting has a “For the Good of therQpresentation.

* Ensure that the social after the meeting is a timmiiid new friendships. Socialize. The GK
should mingle with everyone! It's time to thank them axay/be to even ask them to help him on
a special project.

These are only some of the many things that can be danstitl pride and camaraderie within the

council. The men will sit straighter, participate maned leave with a strong feeling of value and
importance. They just completed a meaningful meetingnthgtone time, productive and fun.
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Council Records

You need to schedule a review of council records. gais of your duties. It will also ensure you don't get
a surprise. When a council knows you are going toaske their reports, minutes and financial
statements, they tend to keep better records. YowatkeIRS, so be considerate, but be observant and
recommend action, if needed. See your District Deputydb@ok for details.

Protocol
There is a defined way of doing everything in the KnigiitSolumbus. We call it protocol.

You may well recall some ceremonial that was done stitirtcuts. You may have cringed and wondered,
“Why?” Now is your chance to help ensure that it dogtshappen in your district.

Our ceremonials are handed down as a continuous chain ér@manials designed by our founder. They
have meaning, they have purpose and our councils musteattitem to. This is one of the most important
roles of the DD. You are the guiding light that insfitgde in organization, in church and in our state
traditions.

There are no shortcuts. Follow the laws as sét foytSupreme in th€harter Constitution and Lawand
by the protocol guides provided by Supreme Ceremonials. Shist ito say that on occasion you will have
to blink and move on. What we do say is that you hagetithe pace for excellence.

Council meetings, installations, and masses shouild jaeket and tie. It will not always be that wawt
that is what is expected. Some councils are lax iratieia. How do you get them back on track? Talk to
the Grand Knight. Review with him the ceremonials inGnend Knights Handbook. Encourage him to
set the example in attire and to have his officers dedhee. Ask that he work with his warden to
configure the council chamber as required. Use your distaicden to assist you.

There is no problem wearing relaxed attire, but the dbomeeting is a business meeting. Set the chamber
up as if you are going to conduct business and meetingowilllze betters structured and run.

Jmage is evewything. Jies are back, casual is out.... again.

Council Programs

Council Degree Team

Plan for Success. Like the line froffiéld of Dreams' "If you build it they will come...” You have to plan
for success. It just doesn't happen by itself. Schéddeand Second Degrees in all of your councils. If
a council is without a team, talk with the GK of a calwith a team. Invite the team to the council., Or
take the council's candidates to them. Regardledls,ceaincil must have a schedule. The date of "their"
degree may be the date they are going to another coamaild the degree. That is fine. The important
thing is that they have a plan, a schedule, a targeta aothmitment. Ensure you get a copy of their
schedule so that you can track their success.
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& The holding of joint degrees counts as a degree for ddhlk supporting councils. Some councils
:: do not have a degree team and this is the only wayctreget credit for the degree. For those
=" councils without a team, suggest that they host thasiderovide the refreshments. Traveling to
other councils pays off. Councils take note of whaytkee and often copy each other.

Council Program Schedule

Each council should create a planning calendar of evantise first six-months and for the Council year.
A significant cause of weak councils is planning, or lackTdfis task can be insurmountable for some
councils who have never done it before. In casedhie give them a copy of a sister council’s calendar.
They don’t have to do all of the events their neighigpcouncil does, but it is helpful to have a reference
point. You should also create and share with your couad@istrict Calendar of Events. Include dates for
submitting reports, Lamb events, special state progranasgegrees

Council Meeting Protocol

Proper respect is given the District Deputy and thex@Gknight. District Deputies are tipersonal
representatives of the Supreme Knight and the State Defy, and as such, the Grand Knights and
Council Officers should familiarize themselves witk tliespect due their office.

District deputies must always be properly attired whesndihg meetings. This means that you must wear
your dark blue blazer, gray slacks, white shirt, ptaisiness or Knights of Columbus tie, and jewel.

The district deputy ialways seated in front,as near the Grand Knight as possible.

The district deputy shoulaways be called upon to address the coun@hd all members should rise
when he is introduced, unless the State Deputy is gréken only the State Deputy is risen for.

District deputies are seatatithe head tableat any council function, even if not on the speakingznm

Internet-based Protocol Resources

This booklet could be filled with pages of information ootBeol, but there are better sources and easy
access. Use the Supreme Council web siwenat.kofc.organd visit our brothers to the north in Maryland
for an extensive protocol site. Their addreshtig://users.erols.com/kc2169/kcprotcl.ntm#DDANDGK
We will add this type of information to our own stateiecil web site ww.kofcnc.org.

Council directory information

Ensure each council submits the council information,esaof new key officers, and contact information to
the State Council. This is done each year by Jilgfter the council elections). Councils may subhi t
information on-line by going to the State Council veéle atwww.kofcnc.org

Council Reports

Annual Survey of Fraternal Activity Report (Form 1728)
This is the report that lists hours and talent spent bylmees of our Order to help others. Supreme takes
our data to build a consolidated report. This reportiesizyy January 31, 2002. We submit it early!

Grand Knights are asked to bring their Original and apy of their report with them to the Mid-year
Meeting. You should ask for a copy, too. DDs colteetreports for their district and turn them in to the
State Programs Director. Ensure your GKs prefbegie teports by the end of November. They can use
last year's report as a guide.
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The State Programs Director will have copies of tencil’s prior year report with him. DDs and GKs
can access this prior report. If they did not bringrtreport, they will have to complete one before legvin
the meeting. If a GK tells you that he already maitléato Supreme, ask them to bring you a copy. If
you have a copy in your files, bring that.

The Fourth Degree Assembly

The Fourth Degree Assembly is not under the confral@ouncil. Council members
‘. ' may be also members of one of the many local AssembRll Assembly members
must be active members of a Council in the Third Degnekin good standing.

s The Assembly is the patriotic arm of the Knights ofunbus. They are men who are
not only patriotic, but men who are strong in theirh@4ct beliefs. Members of the
Assembly are typically “knights for life.”

Membership is restricted to members of the ThirdrBegvho have been a knight for
one year by the date of Exemplification.

The North Carolina State Council Chorale is built fnror@ambers of the Fourth Degree knights from all
over the state. They serve at their own expenseamed/e a small stipend from the State Council.

It is the Fourth Degree Assembly that provides a Cotmps for special events and members for honor
guards at wakes and funerals.

Fourth Degree members of a council should be the pyipmaticipants at special masses and for the
retiring of the Eucharist during Easter season promess

To many Catholics, Knights of Columbus are the fellauth the cape and hat. They are the most visible
knights to be sure.

You are encouraged to get to know the members of then#idg supporting your district. Support their
programs and efforts. Offer to address the Assetolilyscuss district programs. You will be warmly
welcomed.

Keep them in mind for use at membership nights and open holiseg.are living recruiting posters.
Knights of the Fourth Degree in social or full regalie what mothers and daughters remember of their
fathers. Itis not usual to have a spouse walk up taghkim regalia and ask, “Can my husband join the
Knights of Columbus?” “My Dad (Brother, Uncle) was aight.”
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The North Carolina State Council

Degree Teams

First Degree
Every council should have a First Degree team, asxamam. We all know that this is not necessarily so.

Councils that have degree teams would be good candidatesrat degree team trainers. You would be
surprised at how proud they would be to show their brsthew hard or easy it was to build their team.

If you want to see membership soar in your district,
build a new First Degree team!

Membership

Here is a word of caution and a charge from our degre&sisure that the men you
invite to join our order are of like mind and strong belielt makes no sense to recruit
someone who is not dedicated to the Catholic Church amaly=

Look for men who participate in the many ministrieshaf thurch. Look for men who live for their

family. Look for men who can help build your coundileed a strong financial secretary? Recruit men
who understand business. Need a chairman for youthagong@r Look for a man who does it now! Bring
men into the Order who will help it grow and then, oty are part of your councils ensure that they are

welcomed and given opportunities to develop the council

Timely Submission of Form 100
Form 100’s arrives sporadically at Supreme. They shailddiled within a day of the degree.

One of the biggest reasons why they are not is tméd-inancial Secretaries don't attend all degrees.
They should. Whoever attends the degree on theirfaehedveling with the Form 100s. They, in turn,
have to get the forms back to the Financial Secrefinis can take a day, week, until the next meeting, or
they may never get back to the Financial Secretary.

Once in the possession of the Financial Secretagyddlay gets extended. He may toss the form(s) into his
briefcase or folder and head home. The briefcasalder may stay in his trunk for a day, a week or a few
weeks. Sometimes the briefcase makes it into the temgsgets placed with pride next to his desk. Itis
late, he is tired and will get "around to it" tomorrofnd result? The Form 100 is in limbo until some
reminder gets it going again. That reminder is often &xé council meeting when a report is given.

You can take control of this issue by collecting the origioam 100 at the end of the degree. You can
mail it to Supreme for the Council. | don’t recommelid,thowever. It is better to work with the Grand

Knight and Financial Secretary. If they understandrtipoitance of timely submissions, they will fix the
problem.

Suspensions
We lose members for many reasons. Transfers dafiect our statistics. Loss because of a drop does.

If a council has a quota of three new members and tasesiembers, they only gained one.
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Some councils like to clean house and drop inactive mem@dnis is treating the symptom and not the
cause. Work closely with your councils and help thenebghing them how to build a strong, active
council. Active knights don't drop their membershipsm®one said once that, “If men only kept the
promises made during the dating phase, they would stildyeied.” Building a council is more than
recruiting. Treat the problem. We already knowdjraptoms.

Membership Committees and Retention.

Recommend that council membership committee chairradP@Ks and that the trustees be on his
committee. These are all seasoned knights. Theyniwidye able to retain everyone, but they will dorthei
best

The District Deputy Handbook has a very good sectio  n (page 24) on retention. Add to that
the material found in the Grand Knights Handbook un der the Membership tab and you
have the tools to retain members.

New Council Development

Councils grow. Cities and towns prosper. We build oleurches every year. Years ago it was not
unusual for a council to support two or more churches. eSithdo. Each church should have a council
for the parish. If you see a situation where a cousgtowing and it has active members, but is serving
more than one parish, consider developing a new cou@oittact the State Deputy and share with him
your thoughts. He has a team of state officers andtolisethat can help make a new council.

State Council Meetings

The State Deputy calls meetings of his officers andshsmsteral statewide meetings.

Meetings called by the District Deputy are non-reimhbolesaneetings for council member attendees.
Exception: If the State Deputy asks a District Deputyost B meeting on his behalf. In this latter case, he
may or may not provide a stipend. You are not autkdrio expend State Council travel expenses without
his prior approval.

Organizational Meeting - July

It is a great event and a must attend for all DDsswe to bring your wife. Itis a family affair. Thea
training and familiarization meeting that starts the weuncil year. The focus is on the duties of the
Grand Knight, his officers and State Programs.

District Deputies are installed at a very inspiringeceony after the daily mass. Spouses will also
participate. A dinner is held after the installation.
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Supreme pays for one day’'s lodging and meals. Statdqraye other day. You submit your claim to
both Supreme and State. Claims against the State Cmaycbe submitted to the State Treasurer at the
meeting.

Event details

Arrival Time for District Depulties.
Friday night is a training night. The Training Sessionmally lasts two hours.

Spouse attire and events

There is no formal plan for spouses at an OrganizatMeating. However, officers’ spouses usually get
together for lunch on Saturday. Some will head tabyeshopping areas. Others just get together to build
friendships. Attire for the installation of officersvidat is normally worn to mass (business attire).
Dinner follows immediately after the installation.idtusually informal. A hospitality suite is open in the
evening and the hotel has an excellent restaurant.

Departure is on Sunday. The host council will proddtails and reservation forms.

Stipends

Some councils plan on making it the meeting a logaldriday-trip and don’t see the need to submit a
reservation/registration. Ensure all councils sutanmeegistration form. If they are not going, havenhe
state so on the registration form. This will save g lot of phone calls trying to locate informationvamo
is going. Recommend you get them to submit a copy ofrtgistration form to you.

\)@ Please contact each of your Council Grand Knights and esqtresmportance of attending all the meetings
= during the July training session. This means both Saturdh$anday. This is not a one-day event. In fact,
’ the pay plan is based on attendance at all meetings. THegii&fm attendee is not present at both the
Saturday and Sunday meetings, he will not receive a stigferak from the State.

Mid-year Meeting - January

This event is really a training meeting. It’s tleeiacil’s opportunity to get their membership director,
program directors, and Deputy GK fired up about their progr They will get to share their successes
with others and, at the same time, learn how othessritar programs. This training will help build a
stronger council and will prepare council directorsgositions of greater responsibility. Attendees get to
listen to and work with members of the State Couared, perhaps, it will motivate a few Grand Knights to
assume a state chairs and directorships. Each couagitidave a minimum of three knights attending.

\/@) Form 1728 Survey of Fraternal Services, is collected by the District Deputies during the
Z X meeting. This means that you should alert your councils a moatlvance so that they can
" bring their form. This is required even if they state/timailed it direct to Supreme. They must
give you a copy to submit for your district. If a council &sgand some will, the State Program Director
will have a copy of last year’s council submission. Forgetfain@rKnights will be asked to complete a
report using last year’s report as a guide.

Remember that most GKs have never attended a mid-yesimm and don't know how it works. You do.
Give them calls or speak with them during your next.vighcourage strong council participation and
remind them to reserve their rooms now. You don'ttw@get a phone call telling you that no rooms were
available and no one told them.
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Arrival Time for District Deputies

District Deputies arrive on the Friday before the rimget Meeting topics typically include Membership
Drives/Open Houses and New Council Development. Dieattithe required (it is not a casual event).
We will socialize after the meetings to share ideas.

Council Participation

This is a must participate event for all councils! edluncils should be there. If you find this to be the
case, you must advise the State Deputy.

Hotel accommodations

Room rates are kept as low as possible by signing sacomiith the hotel. Rates are guaranteed until
about two weeks before the event. Ensure your couesésve their rooms early. (For the District
Deputy, lodging costs are paid both by Supreme and Stafigreme pays for the first day.)

Meal Stipend
Meal costs are covered by the stipend from State, luhgwe to spend the night to get the stipend.

Banquet registration forms and fees

The cost of banquet meal is deducted from attendee stipatngbu still must send in the form! One form
should be submitted per council. Show all attendees andespoRemit only for spouses. GK and
Council Representative meal cost is paid direct to ts¢ ¢ouncil by State.

The registration form is required even if the attendes dot plan to attend the banquet. The host council
needs to know the status of each council and asstaieslitare council are going to participate. When
they don’t get the form, they don’t know what the calisglanning.

Forms should be in the hands of the host council by Dieeed®". It is the holiday season and the host
would live to have this project ready before Christmas.

State Convention
The State Convention is in May of each year. #i$® a must attend by all councils.

The convention is the place for election of newestauncil officers, requesting changes to programs and
procedures and for the recognition of outstanding servicéeandrship within the State at the council
level. It marks the completion of a council year. &iwour full support.

Your schedule and expenses are very similar to the OrgjanabMeeting. See that section for general
information, but contact the host council for detaN®au will receive advance information, reservation
forms, and a tentative schedule at the Mid-Year Meeting.

Advertising

The host councils are responsible for all expensdseofdnvention. They pay for buses, hospitality suites,
and special programs through fees, raffles and advertiseiehe State Convention Book. The State
Council only reimburses for expenses relating to padfdioral arrangements, and the mass. It is very
important that the sale of advertising be successfuls Jdie is the primary source of funds. Encourage
your councils to purchase an ad of any size that isd#file. An ad is not a requirement. Participation is
voluntary.
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State Council Ad

The State Council purchases an ad for the Distrégiuiles. You will receive a notice of your fair shame f
this ad from the State Advocate.

Programs - State

The programs of the State Deputy and Supreme Couedibamumerous to cover here. Refer to the State
Council’s Grand Knight Handbook for program details.

There are, however, several programs that requiengtrdous amount of advance work. Keep them
always foremost in your mind. Promote them and felp councils with their efforts. These programs
are excellent topics for District Deputy Meetings andnmil visits. Here are a few of the critical events:

Operation Lamb Keep Christ in Christmas Vocations
Free Throw Contest  Round Table State Raffle
Right to Life Membership Drive Squires
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Programs — Supreme Council

September 11 " Heroes Funds

Our Supreme Knight has stepped forward on behalf of all kigttih two significant programs for the
families of the victims of September™1They are

Heroes Fund of $1,000,0Q0This provides cash grants to survivors. They da@véeho be a
knight. They don't have to be a Catholic. They jusehtabe one of the many that lost someone.

Heroes Scholarship Fundor the children of Knights who were in the militanyfall time law
enforcement officers or fireman who were eitherekilbr permanently disabled in Washington or New
York. This scholarship is to ANY CATHOLIC COLLEGE OBNIVERSITY. The value of this fund is
about $1,000,000, if not more. These are some of theheshost prestigious colleges in our great land.

Knights of Columbus Masses - Special Supreme Counci | Events

For special Knights of Columbus Supreme-sponsored maisses,s usually a Rubric published. Use the
Rubric. Masses must be done right and if you wantaiyrenake it easy on the parish priest, present him
with the Rubric. The rubric is a set of rules foe tonduct of the mass for this event. It has valuable
information for the priest and, because is it publisradiresearched by Supreme, it is credible.

Right to Life

There are Order-sponsored Right to Life events and awaurgps to Washington, DC, and Raleigh, NC.
This is an important program that is supported very stydmgbur members. Learn all you can about
planned events and help coordinate inter-council distridewarticipation. The sharing of a bus among
councils has helped some councils participate in the reagnts.

Star Councill

Everyone is proud of their council and works hard tthisebest they can be. Supreme wants to reward
every council that performs as intended. Each of our clsuth@gs more than expected and, for that reason,
they are all worthy of recognition.

Columbian Award

To win Star Council, you have to first qualify for the Columbian Award!

If every council submits their periodic reports on whay th@e done each quarter, all of your councils
will achieve Columbian Award Status. That assumesekiew that we take the time to submit the
Columbian Award nomination form. Work with all GKsénsure that the nominations get submitted by
May 1st. You, too, can help your GK pull the needed refogether, as many of you have experience
submitting reports to the State Council. But, as thek€tisaid, ".... but wouldn't you rather be a Star!"
Star Councll, that is.
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Councils can easily get Star Council status. It reflact just on the District Deputy and Grand Knights,
but it equally applauds the efforts of the many hundredseof in our councils who helped make the
programs work.

Star Council Quota

The missing link in achieving Star Council is memb@ys All councils are usually on track to achieve
their goals, and then some. The "gotcha" is going thé@ew insurance member quota. Talk about
insurance and most get quiet. We shouldn't!

So what does your council have to do to get the Starbmesiip quota? You must gain new insurance
members each year to get Star. Check your membeegiopt for quotas. The gain can be a NEW
member who takes insurance or an existing member dii®the basic or other insurance. A member who
takes out an annuity is also considered an insurance mefRbeiew your district’s District Deputy’'s

Report. It lists each councitaembership report informatioBoth the GK and Financial Secretary
get a similar report. It will show the quota you needito Star Council.

Knights of Columbus Insurance Program

When you are stretohed ot bare-shested on a gurney and getting wired for sound it is too tate to take
aéa/y/e ad /af the /0/7'0/ that you were a%aa/f meanrp o /mf/ Some of P have been there and have
tone that!" You Kyow f/‘m where we gneaf,

Our Order was founded on the premise that we have to aa&eotour families
when we lose a Brother Knight. We should never avo@pologize for our
insurance program. Ensure your council lets all mambers know that they have
free insurance because of their membership and thatttgrams are available to
them.

We owe it to our fellow knights to encourage them to takematage of the very
programs that our Order was created for ...to providedr widows and orphans.
We need to speak out positively and frequently about timg imenefits of the Order
and about getting insurance. Insurance is like a lpitterYou hate taking it, but
once you do, you will feel better...and so will your figm

Free Benefits with Membership

 We all have FREE Accidental Death Insurance.
* We all have Fraternal benefits at no cost.
* We don't have a small term policy unless we request it.
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Low Cost Benefit Upon Joining the Knights of Columb us

Cost is just $50, per year. Itis a great package thatsdfiousands of dollars in benefits to the younger
knights, gradually reducing the death benefit, as we get.oldstill provides a significant death benefit
for older guys. Try getting anything when you are past paane! See a Form 100 for rates based on age.

\)NQ If a knight did not apply for the insurance when thegaloee a knight, they can now apply. This is
> anewrule. Costis about $1 a week.

Council-provided Insurance Benefit

Some councils have elected to purchase the first six-npafitty for new members. This is not a
requirement, but has proven to be a good program. The tbugsithe first six months ($25) as a gift;
they then automatically become a new insurance me(absuming they are insurable).

Districts Without an Insurance Representative

Recognize that you are not an insurance agent. Weshgneat agency that will provide your district with
a talented agent who will visit your councils again andradgée is there to help and will do whatever it
takes to help your brothers better understand the omitdetiavailable. You need only ask.

There will be times, however, when you will be with@ dedicated agent. Each council needs an
insurance program to satisfy some award requiremémttis instance you can serve as the insurance
agent. No you cannot offer insurance, but you can prakigleouncil with information on the many
insurance programs, benefits and opportunities. Dimeairies to the Agency.

Remembier the family
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District Deputy Program Support Section

This section contains crib sheets, helpful guidesps&snprocesses and procedures. It
will grow as we develop solutions to new issues. Usetieehelp you deal with similar
items in your district. However, if you come up witmgething not in this section, you
have to share. Send a copy to the Regional District epie’ll add your work, too.

Award Ceremony in conjunction with a Mass

Mass is held as normal. Award presenters sit near poaiiga. (Reserve a section for
them. Coordinate it with the parish mass coordinatot.goAclusion of mass, but before
adjournment and announcements, do the presentation.

1. Father invites GK to podium for an announcement. If pte€& introduces DD (or
other Knights of Columbus State Officer).

2. DD addresses congregation and thanks them for the oppottifatiy with them to
recognize the efforts of the local council.

DD says something brief about the significancehefiKnights in the parish and how the State Cowrcithe Supreme
Knight has recognized their efforts. Include sateam of recent significance (i.e.; LAMB drive re®)l Pause.

3. GKinvites award recipient to podium.
4. DD addresses recipient.

DD states nature of award (brief description of @and basis for earning). [Use Supreme form 203fescribe Father
McGivney, Founder’s or Columbian Award. Form 208@ackaged with each award when forwarded to DD by
Supreme.]

5. DD announces that he is about to read a letter frorSuipeeme Knight (the reverse
of Supreme form 2030 contains the letter). DD reads I@thust last
paragraph, as applicable), and presents award. Congratelafasnt.

6. GK moves to podium or center of area and leads congoegatround of applause
for recipient.

7. Pastor joins in congratulations to the recipient.

Pastor may wish to impart a blessing on the Knightsgrsw@p.

If parish community is also part of award (they pgoate heavily in council
programs), the pastor may wish to impart a blessingeim{ too.

DD acknowledges priest, bows to altar, and returns to sea

All awards from the State Council and Supreme should be presertedCouncil at a meeting
or Council awards or social event. If the Council wins the Colambr Star Council awards,
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work with Council GK to present at conclusion of a mass. @#iof the council should wear
their jewels. Consider a post-ceremony dinner event for @aamd their spouses. Include the
parish priest and award giver(s). Remember that recognition tGkes recognition to all
members of the council family.

Council Award Ceremony Script

Announce Special Presentation to the parish Knights a€olumbus

Call up , Council Grand Knight

Briefly commend knights for parish and community work (add as appropriate)
Raised $ for diocese seminarians.
Part of a state-wide effort that raised $ for BedaChildren in Operation Lamb
Knights are active in many ministries of the church.
Role models for the men of the community.
Present award — N.C. Distinguished Council

Presenter: Fr. pt

(DD or State Officer)

Note: As you call upon GK, DD (and/or State Officeill accompany GK to the Altar or Podium. He
will have award.
CITATION

On behalf of the North Carolina State Officers of Kméghts of Columbus, | extend my sincere
congratulations to you and your council upon receiving the

DISTINGUISHED COUNCIL AWARD

Your achievements this past year are emblematiceofithlity and dedication that your members
have shown toward the principles of the Order.

John Gouldie
State Deputy

Blessing for the Knights by parish priest...
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RECRUITING

If you want to have a successful recruiting campaigmastto be continual throughout the year. You do it
by showing your product. What'’s your product? Charity, lBrdtood, Family and Fraternalism. “One for
All and All for One!”

How do you present the product? Participate in all thiyogsl in your parish. Be a positive role
model and be visible. You are selling yourself.

How do they know about the Knights? It's called “brandimgfetail. Wear your council colors,
jackets, nametags and ball caps. Let people know youkaigtd.

» Participate in and help set up special masses antsevbrre the Assembly members can
participate in their regalia (even if it is just sogiabpouses are great recruiters. Their Dad’'s were
knights. Why not their husband®e visible!

» Ifthere is a parish event, get with the priest antliletknow that your council is not only ready to
lend a hand at the event, but they are able to le¢lihs plans in actionBe proactive!

* Sponsor Seminarians. Adopt one or two. If you aregelaouncil and your coffers are
overflowing, adopt five or six! Spread the wealth amongyndHold toiletry drives and provide
the House of Formation with things that they can use.tdlvem to events. Repair their cars.
Love them as you would your so@harity.

They will fnow you by your deeds.
They will want to join because you are doing productive, charitabile works in
the church.
The priest will welcome your efforts.

Table Displays at Events

Setup two tables in foyer of church. Man with knightsanial regalia, all masses, three Sundays. Do this
at parish stewardship fair, too.

Two knights (one GK, PGK each mass)

Easel with membership information

Tri-fold display with pictures of council and familigsaction.
Operation Lamb mini-display

Full regalia on display

Knight's handout material

State Raffle tickets (if the season)
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Council Membership Drive

There is a great opportunity to recruit new membetBadocal Council during Council Membership
drives. At Council Membership drives people are siaig, participating, and generally interacting with
one another.

At these events you should not run out there and putra Eo® in everyone’s hand and then tell them,
“Call me.” Talk to people, explain all activities yourucwil does. The secret to successful membership
drives it to show others that you have a product theycpst live without.

Parish Events
Set up a table at all Knights events. Let people knotwthawelcome new members.

Church Clubs

Knights should actively participate in clubs and ministrikest others know that you are a knight.

Free Throw Championships
Ensure the council participates in this special progré@he fathers of participants are excellent candidates.

Special Olympics
Sponsor this program in any way that you can. It ised pibgram that truly helps those less fortunate, but
very capable and worthy of our support.

Operation Lamb

Make your Lamb project a parish project. Don’t relyyamn the council members. You will be amazed at
how this program will grow from year to year. Nonig#im volunteers will sell our program to others and
to themselves. It is a strong recruiting tool.

Council Web Site

Build a council web site and advertise council activitiegk off of the church’s web site. It gives people
a place to go to see what we are all about.
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Who Are These Men Called Knights?

Many churches have newsletters. Here is one thataowse as is or flavor as desired.

Sample Parish Newsletter Insert

Some new parishioners are surprised to learn that thar&mights of Columbus Council
at . Maybe it's because they are expecting
to see Knights in their regalia. We save that focispevents.

We are everywhere. In North Carolina there mora #@0 councils and thousands of
Knights. The Knights have been in North Carolinaesithe early days when priests
traveled from parish to parish to share the Eucharisigh{s are doctors, painters,
teachers, laborers, professors, servicemen, fartedephone repair workers, factory
workers, retired people, priests, truck drivers, salesmechamics, fishermen, computer
professionals, nurses, real estate salesmen, bakeks, axx more.

We are Eucharistic ministers, on the parish councthenmen’s club, caring for or
visiting the sick, delivering relief to flood victims, sponsgrpatriotic events, and
raising money for retarded children. We also sponsor seiamsaaind fund church
projects. If you poll the people in a cleanup projedingas ushers or greeters, or
wherever there is a parish emergency—we are theg@uljoin or visit a church
committee—we are there. If you hear of a crisis inammmunity—we are there. If you
drive by the group praying for the unborn at the local aoodlinic, we are there. Visit
the church office and you will often find us there asiatéers to fold bulletins or count
the offering. And, where we are, so are our wives amctbildren, for we were formed
to strengthen and support the Catholic family, widowsaptans.

We are the silent Christian soldiers at the cathefparish priest and community. We do
Christ’s work by sharing our talents, time, wealth anet lwith those less fortunate. We
give back to the Lord what he has so greatly bless&dtlhis We are the Knights

Church and community.

We are looking for like-minded men. Be you just a lad 0648 seasoned veteran of 90,
we welcome you to join us in our quest to bless our Chuarelery way we can. Come
join us. Help make our Church a bright shining light imntN&arolina. Call

for more information and an

application.
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District Deputy’'s Message

A periodic message to your councils is well received,@slhe when you are applauding
their efforts. Your message may appear in their coueegisletter.

Sample District Message

| am very impressed with the men of our four parishessawen churches. At council
meetings or events | get to see first hand the wotkathaf you, your spouses and
children are doing to make your council a key resourcehtoptiests of your parish.

| think that the Knights of Columbus offers the greabggtortunity for the men of our
churches to build strong Christian families. Not just isnmediate family, but also all of
the families of the church. We do it by being strong notelels for others. We lead by
example and dedication to the principles of Father Me€y. By our actions we will

draw other like-minded men to our order.

Several years ago, the Knights issued a membership positéxd, “Knights of

Columbus, Cross bearers of Today.” | came acrasgain recently and was reminded of
passages of the Bible that call to mind what we, the Ksiglo in District ‘I was
hungry and you fed me. | was naked and you clothed me. | was ill and yloutedm

me. | was in prison and you visited me.”

There are hundreds of examples of knights being theemevier and wherever there was
suffering, loneliness, sadness, iliness, or a lacktefest in getting involved and helping
others. Keep those candles bright. You can be prbyaourselves and your councils. |

am. Vivat Jesus.

How you say it is not as important as what you say. Let your Knights
know that you appreciate their work and that you enjoy working with
them.
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Church Newsletter Item

DID YOU KNOW THAT THE KNIGHTS OF COLUMBUS in our parish are part of
a worldwide fraternal men’s organization? You often keddcal knights in tuxes as
part of a mass or working behind the scenes to insure sugaeasy church events and
projects. On a larger sense, the Knights of have also

Contributed over $28 million to the Special Olympics sitséniception

Was a Bronze sponsor for the International Speciyn@ics games in Raleigh
Bring the Pope to the world at least three times alyg@roviding the uplink cost
for the televising of papal ceremonies; especially atsthas and Holy Week.
Raised $1500 for local seminarian support.

Raised over $18 million for NC retarded children during 28syears
Underwrote completely the renovation of the entirgatie of St. Peter’s Basilica
in Rome, the statues of Sts. Peter and Paul in &r'®&quare, and the historic
Rooms of the Architects in the Basilica proper.

Provide the entire budget of the National Family Plannifiges of the U.S. and
Canadian Bishops, and assist the NFP office of thedde Bishops.
Contributed, since 1981,over $16.5 million to thousands oifrsgans and
postulates.

Yes, the Knights of Columbus is busy helping the psiasd bishops with works of
charity. If you are ready to help make a differencenht counts, contact

at (000) 000-0000 for information or membership.
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Motivating Councils — Case Studies

Lamb — A report for the State Deputy

A local council has just completed its annual Lamb event and | wanted to share some
observations with you.

Our council has an average age of 60 plus. Most of the previously very active fellows are finding
it harder to participate in Lamb. | can count three with open-heart surgery (valves, etc.) who
stand in front of Wal-Mart or Food Lion. Some of the younger knights are so busy that they

often can't promise to be there. Some give more than their fair share of time, some less. | guess
| am describing the average council. But, | came across a tiny council (11235, Roxboro) that has
a tiny church, and a small parish community. Yet the Roxboro council consistently collected
$8,000 or more.

As DD | got to spend more time with other councils and started to look deeper and ask
guestions.

Why was this tiny parish with the "average" council succeeding where they should be struggling?

| found out that the GK at the time realized that it was just impossible to do it alone. The task was
too large for his small council in their small city.

He went to the parishioners and asked their help. He made Lamb a parish project. Young, old,
big, tall, small, grandparents, grandchildren, sons, daughters, wives and friends. All got together
and carried the load as a church project. That is what made them successful. In fact, they use
this same principle in all major projects. Their town also sponsored the Korean Special Olympics
Team, but it was the Knights of Columbus and the parish that did the work for the town. Helping
hands, doing a little at a time to accomplish great things.

My council adopted Roxboro's model. They involved the parish as a stewardship project. We
started it last year with Lamb and doubled our contributions. This year we were again able to do
very well and doubled our parish participation. We collected over $12,000 where $4,000 or less
was the norm.

| share this with you as an example of what can be done. | am sure that there are many more

stories like this in other councils.

Share your stories from your districts. When you find one; let the
State Programs Director and State Deputy know about it. We can all
learn from each other.
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Appendix
Sample Forms — Supreme Council

District Deputy Semi-Annual Report on Council Status (FeA#HA-NC)
District Deputy Ceremonials Report (Form 2408)

Requisition for First Degree Ceremonials (Form 532-NC)

Request for Degree Team Certification (Form 551-NC)

First Degree Certificate and Certification Cards (F&6A8-NC)

District Deputy’s Degree Exemplification Report (Form 4$0
Expense Account of District Deputy or Conferring Office

District Deputy’'s Report (Membership)

Procedures for Ordering Materials from Supreme Council $uppl
Department

Fraternal Department Information Fact Sheet

Sample District Deputy Council Meeting Visitation Reksa

Supreme Council Awards — Presentation Sample Text

Where Can | Find That?

Sample Forms — State Council

Disbursement Voucher (for State Council Expenses)
District Deputy Report

New Council Development Contact Report

Semi-Annual District Meeting — Sample

District Meeting Agenda Outline

First Degree Exemplification Schedule, July 1 — Decertter
Second Degree Exemplification Schedule, July 1 — Deeeib

Other Forms
Request for Taxpayer Identification Number and Certificat(IRS Form W-9)

Insurance Agency ltems

Installation of Council Officers Script
List of Officers and Guests
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