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District Document Repository - Main Directory
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The District Document Repository - Main Menu contains a list of directories representing categories of information. Without this category structure it would be difficult to find any anything among the 600 plus files.
Let’s open each directory one at a time and view its sub-directories..
Open the Board Meeting Minutes directory
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The minutes are group in directories by year.
Next open the Minutes 2010.
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The files are uniquely named by tournament. This naming style is typical in each of the other Minutes directories.

Click the Back Button (<-) twice to return to the District Document Repository - Main Menu.
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Note the Directory names reflect the directories content.

Look into Tournament Budget Estimate. The budget estimate file name contains the year for easy identification. 
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Go back to Budgets directory and open the Tournament Budget Actuals directory.
Here you find actual results as compared to budget estimate.

Each result comparison file contains the year in the file name for easy identification.
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Go back to the District Document Repository - Main Menu.

This time select By-Laws
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Here you find two directories. One containing the current By-Laws and other (History) contains previous version of the By-Laws. 
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Now go back to the District Document Repository - Main Menu and this time select Correspondence
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There is a separate Correspondence directory for each year.

Browse if you are so inclined.

Now back to the District Document Repository - Main Menu again.

This time Select the District Financial Reports directory.
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Take a look at the Annual Financial Reports directory.
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There are three types of reports per year. Each report is distinctly named and identified by year for easy identification.

Files labeled Profit & Loss contains financial information related to the District Assets & Liabilities at year end.

Files labeled Profit & Loss contains financial information related to the District’s annual Income and Expenses.

The Financial Report is a written report from the Treasurer that highlights the significant activities and events that impacted the results contained in the financial reports.

Return to the District Financial Reports directory and open the Tax Submission directory.
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There is a subdirectory for each year

Peek inside Tax Forms 2009 and you find a copy of both the Federal (IRA) and State (CA) tax forms filed for that year. 
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When finished return to the District Document Repository - Main Menu.

This time Select the District Recorder Files directory.
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Select Complaint Activity
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If a reported issue results in a complaint then the Disciplinary Committee has a hearing and results are documented and retained in the Hearing Report directory. If disciplinary action resulted they are filed in the Disciplinary Action directory. Should the disciplinary action be appealed the Appeals Committee meets and the results are filed in the Appears directory.
Return to the District Recorder Files directory.
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Next Select the Reports & Complaints memo directory.
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Once a issue is sent to the Recorder it is reviewed.
If disciplinary action is required it becomes a formal complaint. Status of the complaint  can be found in the Complaint Activity directory.

If the issue is determined not to warrant disciplinary action, it is filed in the Reports aka Player Memo file for future reference.

If the issue is determined by the Recorder to be not valid or within the jurisdiction of the ACBL it is saved in the Administrative file as proof that it was received and reviewed.

Once again return to the District Document Repository - Main Menu this time selecting the Legal & Contracts directory.

There are two subdirectories.


Agreements

Contracts
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The agreements represent business arrangements with our subcontractors - for example the equipment and supply vendor and the book vendor.
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Back up to the Legal & Contracts directory go to Contracts directory.

This directory contacts the tournament site contracts. There is a separate directory foe each tournament site.
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Look at the Orange County subdirectory. Note that contracts are identified by venue name and year.
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Return to the Contract directory and look in Ventura
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Once again return to the District Document Repository - Main Menu.

Select the Process and Procedures directory.
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Open the ACBL General Information directory.
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The ACBL General Information directory contains useful information that board members need to be aware of. 

Navigate back to Process & Procedures and look at in the Board Motions and Rules directory.
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The Current Board Motions and Rules document contains current policy only.

The Board Motions and Rules History contains all board motion back to the 1970’s.
Navigate back to Process & Procedures again and this time open the BOD Position Descriptions directory.
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.

Here you find the Position Descriptions for the District Board of Directors.

Return Process & Procedures and open the Chairs & Committees directory.
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Browse the subdirectories. 
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Return Process & Procedures and open the Handbooks & Support Documents directory.

It contains two subdirectories - Handbooks and Position & Task Support Documents.
Open Hadbooks
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Close Handbooks and open Position & Task Support Documents.

There is a separate directory for each position and task containing information pertinent to that position or task. Check out your support information.  
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When finished browsing return to the Process & Procedures directory and select Misc Positions.

[image: image34.png]:\Documents and Settings\District Document Repository\Process & Procedures}

Ele Edt View Favortes Toos Help

O - © - (] 5o [ rotes

address | \Pracess & ProceduresiMis Postions

A ‘ACBL Board of Directors.doc
File and Folder Tasks. Microsoft Word Document
azke

29 ke a new Folder

@ Fubleh this Flder to ACEL Board of Governors.doc
the Web ircscf Word Document

7 sher tis fokdr Wi

ACBL District Responsibiltes.doc
Mierasoft iord Document
Other Places 0ke

& Processsroceres ostorn Confeonce
o Reanesive i

g e TEp o W Bocument
shoredDosuments





Now go back to Process & Procedures directory and select Task Descriptions.
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Return again to the District Document Repository - Main Menu.

Select the Tournament directory.

Open each subdirectory and browse.
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Familiarize yourself with the content of each subdirectory. 
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Each directory contains the Tournament Financial Report for every tournament held that year. Reports contain the name of the tournament for easy identification.
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These directory contain reports that compare tournament financial results  with previous years or all tournaments during a year.
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Each directory contains a subdirectory for each tournament.
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When done browsing return to the District Document Repository - Main Menu.

Your tour is complete.
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