Alabama District Circle K International

Service Agreement for the Office of Secretary
Candidate's Name:

________________________________________

Home Club:


________________________________________

I, the above named candidate, agree to perform the following duties if elected to the office of secretary.  Failure to observe the following agreement will result in possible removal from the office in accordance with the Circle K International Constitution and Bylaws and the Alabama District Bylaws.  The agreement outlines the minimum performance requirements for said office.

1)
Abide by, fulfill, and enforce all policies and procedures as set forth in the Constitution and Bylaws, Policy Code, District Bylaws, and any Kiwanis District Procedures pertaining to the operation of the Circle K District.

2)
Perform all duties and responsibilities as specified in the Alabama District Bylaws, Article V, Section 4, subsection c; and the Alabama District Code of Policies, Part I, Section D.

3)
Attend the Alabama District Circle K District Convention and all duly called meetings of the Alabama District Board of Officers.

4)
Within thirty days after meetings of the Board of Officers and after District Convention, distribute copies of the proceedings and / or minutes

5)
Compile  and distribute two district directory's, containing the names, addresses, and phone numbers of the Alabama District Board of Officers, each Circle K club's board of officers from the district, and other such information as deemed necessary by the Board of Officers.  One shall be published in the summer and the other during the fall.  

6)
Submit a written report of activities to the governor monthly and at all meetings of the district board.

7)
Publish and ensure distribution of a newsletter for club secretaries, named Alabama Speaking, at least quarterly.

8)
Submit reimbursement requests in a timely manner.

9)
Maintain files with proper documentation and submit them to the secretary-elect after District Convention.

10)
Maintain accurate records of all club monthly reports submitted.

11)
Issue announcements of all meetings of the Alabama District Board of Officers at least 30 days prior to the date of said meeting.

12)
Issue the Official Call to District Convention at least 30 days prior to the date of said convention.

13)
Perform other such duties as may be authorized by the Alabama District Board of Officers.

I have read the District Secretary Service Agreement outlining the minimum duties and responsibilities of the office, and I am willing and able to faithfully execute those duties to the best of my ability.

_________________________________________

_____________

District Secretary Candidate


         

Date

________________________________________

_____________

Home Club President



          

Date

________________________________________

_____________

Circle K Club Advisor or District Administrator
        

Date
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