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Introduction
To Whom It May Concern:


Congratulation on your election as the new Florida District Editor!  You are about to embark on a year's journey that will enrich you in many ways for the rest of your life.  You have taken a position that will require a lot from you, but you will learn many useful life skills in return.  I have created a district officer manual to facilitate your transition into this new job that you are about to undertake.  I hope that you find this manual useful and resourceful throughout your term as Editor.  I have included many useful tips and hints that I have learned as time has gone by.  This is the first manual of its kind in the history of the Florida District.  Please feel free to improve upon this manual if you feel that it is necessary.  I wish you the best in the forthcoming year as a board member and as treasurer.  








Yours in Circle K Spirit,








John Sullivan








Florida District Governor 2003-04





          Circle K International 

 Duties of the Office

As the District Editor you have an office that requires great diligence and careful record keeping.  Therefore, you should manage your time wisely in order to meet all the appropriate deadlines. Following, you will find a list of the duties of the District Editor as outlined in the Policy Code and By-Laws of the Florida District.


Maintain an Organized File System


Publish Circle Kapers


Distribute Circle Kapers


Produce an Editor's Newsletter


Forming a Committee to Collect Articles


Submit Articles to Other Kiwanis-Family Publications


Publicizing District Events 


Maintain the District Editor's Web page and the Club Editor Reflector


Attend All District Events


Serve as a Member of a District Committee 


Submit District Editor’s Monthly Report Form on a Monthly Basis 


Brief the Incoming Editor on the Duties of the Office and Attend District Officer Training Conference of the next Administration

File System


The maintenance of the file system of the District Editor is of paramount importance to your office and the district. The newsletters within your files are a living record of decades of Florida District history, and are absolutely irreplaceable.  It is up to your good judgment to decide what is worth keeping and what will be taking space in an already crowded file system.  If something is questionable on whether to keep or not, file it just in case that there may ever be a need for it.   


I repeat that the only way to find anything in such a big file system is to keep everything organized.  If you stick to the filing system, everything should be easy to find.  

According to Policy Code 205.10:

He/She shall maintain proper files, to be passed on to his or her successor shall brief the incoming Editor on the duties of the office and shall attend the District Officers' Training Conference of the next Administration.


Producing Circle Kapers

The primary duty of the District Editor is to produce the official publication of the Florida District, Circle Kapers.  The editor is required to publish this newsletter at least four times a year, though in the past it was published much more frequently (some years, on almost a monthly basis).  Kapers serves a number of functions.  It is a source of information for clubs, but also a place for them to showcase themselves and their projects.  It is the closest thing to a history of the district that we have.


To try to explain to an editor what format it should be in is pointless, because the format is never the same two years in a row.  Some editors choose to make it an 8.5 by 11 newsletter, whereas others make Kapers on actual newspaper.  What is important is that each issue should have a few key items:


An article by the Governor


An area for club activities to be reported in


Information about upcoming conferences/conventions 


Notice of the next board meeting date, time, and location (if available)


Contact information for the district board members 


An article summarizing the most recent convention 


Beyond that, just about anything goes.  Just remember that the ultimate criterion for any article is whether or not the members reading it will enjoy it.
According to the Policy Code 205.1:

The District Editor shall publish no fewer than four issues of Circle Kapers, the official publication of the Florida District.  The Deadlines for the four issues are 1 June, 1 September, 1 December and 1 March.



Distributing Circle Kapers
The next step upon competing Kapers is distribution.  As is generally the case, there are numerous options at your disposal.  The first required method is in hard copy form.  Hard copies are one of the benefits given to members of Florida Circle K.  There are two ways you can do it: By mail or at district events.  The primary advantage of mail is that it is immediate; assuring that dated material will get to clubs within a short period of time.  However, the two primary disadvantages of mail is that the cost in postage can run pretty high over the course of the year, and there is no guarantee that the mail will get to its destination.  Giving the newsletter out at district events has the advantages of assuring delivery and cutting costs, but the problem is that you have to wait for an event to come around to give out the newsletter.  For this reason, it is a common practice for editors to set publication dates to coincide with district events such as zone rallies and conferences.


A second form of publication is online.  This gives non-members and Kiwanians a chance to see our newsletter without the need to produce and distribute further copies of it.  It also assures that lost mailings of the newsletter does not mean that a club will be excluded from seeing the publication.

Publishing an Editor Newsletter


In addition to publishing Circle Kapers, it is common for District Editors to also publish their own smaller newsletter.  The reason behind this practice is that it allows the editor to solicit articles and recognize submissions on a more regular basis that the district newsletter does, as the editor newsletter generally is sent out with each district mailing.

            So, why is the editor not required to publish a newsletter, while every other board member is?  The reason is two-fold.  The obvious reason is that the editor already publishes a newsletter in the form of the district publication.  The second reason is that while some editors use a newsletter as a means of promoting Kapers, others choose to use other forms of promotion, such as traditional phone and e-mail communication.

According to Policy Code 205.3:  

At his/her discretion, the District Editor may and when possible choose to publish a newsletter.



News Gathering Committee

Getting clubs to submit articles is not always an easy task.  While some members may have a lot to say, quite a few don't want to put the time and effort out writing an article.  Then, there are cases where clubs don't know that they can submit articles or who to submit them to.  To help with this, the editor can form a committee to help gather articles and publicize the publication.  This committee can be composed of whoever the editor wants, but recommended members are district board members and any club member or officer majoring in journalism who is interested in contributing.  Such a committee should meet frequently, especially near the article submission deadline.
According to Policy Code 205.4: 

He/She shall form a committee to assist in the newsgathering and publication efforts of Circle Kapers.

Submitting Articles to Other K-Family Publications

Promotion of the Florida District and its activities is something that all board members strive for.  As editor, your contribution to this particular endeavor is in the form of article submissions.

            Where can you submit?  Both Florida Kiwanis and Key Club have official publications as well, as does Circle K International itself.  You are welcome to write articles specifically for those publications, but it can be easier just to submit a good article you received.  Of course, this assumes that you have an article that would fit well in one of these publications.  Contact the editors of each of those respective publications at the beginning of your term to determine what each is looking for.

According to Policy Code 205.5:

He/She shall submit, on a regular basis, articles to The Florida Kiwanian, the official publication of the Florida District of Kiwanis, The Florida Key, the official publication of the Florida District of Key Club, and Circle K Magazine. He/She shall also encourage all member clubs to do the same.



Publicizing District Events

            Among other duties, the editor also is responsible for publicizing district events.  Besides the district publication, this means plain old phone calls, e-mails, and creative flyers.  Coordinate with the Convention chair to make sure you have all the facts straight.  Beyond those suggestions, be as creative as possible, because creativity will help sell the convention to prospective attendees.
According to Policy Code 205.7:  

He/She shall write press releases for the district when needed and assist in publicizing district events to member clubs and the media.  He/She shall also encourage the use of public relations throughout the district.

Treasurer's Website and Reflector
           While the district website is fantastic, some District Editors may feel the desire to supplement the information there by creating a website especially for club editors.  If you have the skills required to do so, it is fairly easy to obtain some free web space, such as that offered by geocities.  If you choose to create a site, just be sure to make its location widely public, and don't rely on it as the sole means by which to disperse information

           The same cautions can also be applied to a club editor e-mail reflector.  Reflectors, while not as attractive as web sites, are significantly easier to create, and require much less knowledge of computers in general.  Such a reflector already exists (flcki-editor@yahoogroups.com) and your predecessor should give access to this reflector or whichever reflector is currently in place to you.  
District Editors have these options open to them, but by no means should these replace phone communication.  Past experience has shown that district officers reliant on e-mail as their primary or only means of communication quickly find their ability to reach clubs very limited, and in some cases messages are not received at all, or ignored.  Only through verbal communication can you be sure that your message has been delivered

 Attendance at District Events


As a district officer, there are certain duties that need to be fulfilled: attendance at district events is one of them. You are acting as the representative of the members of the Florida District.  Therefore, it is your duty to provide your transportation to all events, arrive in a timely manner and dress appropriately.  If you are unsure of the dress code, ASK! You can either contact the Governor or the District Administrator and they will be able to guide you as to the appropriate attire. Furthermore, if for any reason you are not to be in attendance at any of these events, you need to notify the Governor and the District Administrator.  Do keep in mind that if you are absent from numerous events without a valid excuse, appropriate measures will be taken by the board to remove you from office.  

According to Policy Code 205.8:

He/She shall attend the Circle K District Convention, Issues Conference, Leadership Training Conference, District Officer Training Conference, and all meetings of the District Board and the Florida District Presidents' Council. He/She shall also attend each Fall Zone Rally, Spring Zone Rally, and the Circle K International Convention; and when possible, The Kiwanis District Convention, and the Key Club District Convention.


District Board Meetings


As a board member, you need to be prepared for all board meetings.  You need to be ready to report at the meeting what you have been doing in your position as Editor.  You need to give a copy of this report to the Governor and the District Administrator. The following materials are needed but are not limited to:


Copy of the Policy Code & By-Laws


Copy of Most Recent Kapers


Typed District Board Report  


Publication Deadlines 


As time goes on you will start realizing what materials you will need in order to have a successful meeting.  The above list is meant to be used as a guide drawn from my experience as a board member.  You will find that some of the above mentioned materials are necessary in order to ensure a smooth meeting and to help you in your responsibilities while at the board meeting. 

Committees

As a district board member, you are required to serve on at least one district committee.  Information about the committees can be found in the governing documents.  You should consult with the Governor regarding any committee appointment you wish to have.

According to Policy Code 205.9:


He/She shall serve as a member of one or more standing committee(s) of the Florida District of Circle K.


Club Officer Training


You are responsible as well for training all the incoming club editors at the District Convention near the end of your term.  In this regard, your primary duty is to educate club editors as to the duties and responsibilities of their office, as well as provide them with information and resources that will help make their tasks easier.  Thoroughly read and review the club editor's manual before attempting the training, and be sure to provide club treasurers with a copy of it to refer to.  The manual serves as a good guide to the topics you should go over with them in the workshop, but it is by no means all-inclusive.  It is important to note that not all clubs have editors, and that in cases where a club lacks an editor, the secretary should fulfill that role, so it is important for you to determine which club secretaries you need to talk to in addition to the editors. Furthermore, you should send all training materials via mail to all treasurers who are not present. The key to a successful training session is simple: BE PREPARED! 


There may be other times throughout the year when you may be asked to train club editors.  You may have to do this at other occasions when there may be editors that have recently taken office.  In this case, assure yourself that they have all the materials they need to be able to do their job, such as a manual.  They may need for you to mail them a copy, so be alert as to the needs of newly elected treasurers after the District Convention. 

Reimbursement Procedure and Form

There are many duties of your office that require funding.  There are two ways that you can go about funding such things as mailings, directories, supplies, etc. , you can either put the money up front yourself, or you can talk to the District Administrator and receive a cash advance for such items.  If you pay for something out of your pocket, make sure to keep a receipt, preferably an itemized one.  Fill out a reimbursement form and attach all receipts to it.  Mail this form and all receipts to the District Administrator for approval.  The District Administrator will then issue you a reimbursement check. Give a copy of all reimbursement forms to the District Treasurer.




Finding a Replacement and Training 


One of your final tasks as treasurer is finding a replacement for yourself.  The job of District Editor is very important to the proper functioning of the board.  Seek out individuals that are capable of doing a good job and of representing the district. 

 After a editor has been elected at District Convention, your next step is to train them.  You will get an opportunity to do this at the District Officers’ Training Conference (DOTC) approximately two weeks following convention. Pass on all materials and files to your successor either at District Convention or at the District Officers’ Training Conference.  Make sure that all materials are in order for the incoming editor.  Give them a copy of the District Editor Officer Manual preferably at District Convention if not at DOTC.  Training your successor is one of the last tasks as a District Editor.

Distinguished District Editor Award

After a year of hard work as the Florida District Editor you are given the opportunity of being recognized.  In your files you should find a copy of the award form for Distinguished District Officer.  Be aware that you have to fill out your goals and send them into international shortly after you are elected. Not doing this can disqualify you at the end of your term when it is time to fill out the award.  Read carefully through the award for an indication of what international considers to be an outstanding district officer.  This will give you an indication of the kind of work that you need to be doing throughout the year. Notice that the deadline is approximately a month after you have been out of office. Get all the required materials for you award before you relinquish your files to your successor. Furthermore, get all the required signatures at the District Convention or District Officers' Training Conference because you may not see these individuals again until the deadline for the award has already come and gone. 

Manual Created by the 2003-2004 Florida District Governor John Sullivan

Editors’ Final Notes

This section of this manual has been created to give credit to all the District Editors throughout the years, as well as to share any personal experiences that were of significance in each of our years as Editors.  

2003-2004—Valerie Longo (University of South Florida - Sarasota)

2002-2003—Jessica Behrens (University of Florida)

2001-2002—Harrison Arencibian (Florida State University) 

2000-2001—Maggie Gunther (University of Central Florida)

1999-2000—Samantha Sinclair (Flagler College)

1998-1999—Christina Odom 

1997-1998—Deborah Chavkin (University of Central Florida)

1996-1997—Donna Collins (University of South Florida - St. Petersburg)

1995-1996—Erinn Day (Tampa)

1994-1995—Erinn Day (Tampa)

1993-1994—Ken Feola (University of Florida)

1992-1993—Julio Fernandez (University of Miami)

1991-1992—Anna Rodriguez (University of Miami)

1990-1991—Gerald Cross III (St. Petersburg)

1989-1990—Nancie Hopkins (Florida State University) 

1988-1989—Heather Engstrom (St. Petersburg)

1987-1988—Rosemarie Rinaldi (Florida State University) 

1986-1987—Deanna Kepple (Florida Atlantic University)

1985-1986—Sharon Slomowitz (PBJC & FSU)

1984-1985—Dave Marti (Seminole)

1983-1984—

1982-1983—

1981-1982—

1980-1981—  

1979-1980—Pete James (Clearwater)

1978-1979—Cindy Hopkins & Anne Schroed & Pete James

1977-1978—

1976-1977—Beth DeMauro (University of Florida)

1975-1976—Andy Hall (University of Florida)

1974-1975—

1973-1974—Bob Morici (Ft. Lauderdale) 

1972-1973—

1971-1972—John W. Frank (St. Leo College)





Valerie Longo, 2003-2004 Florida District Editor



, District Editor 2004-2005
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