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Introduction
To Whom It May Concern:


Congratulation on your election as the new Florida District Governor!  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 Governor.  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 governor.  








Yours in Circle K Spirit,








John Sullivan








Florida District Governor 2003-04





          Circle K International 

 Duties of the Office

As the District Governor you have an office that requires great diligence and careful preparation.  In your hands rests the responsibility for the success or failure of the district, as your skills as a leader and Circle K member will be put to the test. Following, you will find a list of the duties of the District Governor as outlined in the Policy Code and By-Laws of the Florida District.


Maintain an Organized File System


Serving as Chief Executive Officer of the District


Membership Growth and Club Building


Increasing the Number and Diversity of Service Projects


Budget Preparation


Appointment of Committee Chairs


Visitations 


Monitoring Activities of District Officers


District Convention and Leadership Training


Maintain the District Governor's Web page and the Club President and VP Reflector


Presiding at and Attending District and International Events


Publishing a Governor's Newsletter


Submit District Monthly Report Form to CKI 


Brief the Incoming Governor 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 Governor is of paramount importance to your office and the district.  These records contain information on projects and initiatives dating back decades in some cases, irreparable records of the Governors of the past.  They should be reviewed for ideas and for knowledge about the district's past.  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.   Fortunately, the electronic nature of the district files allows you to store many items without taking up physical space, as hard copy files would.


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 202.10:

He/She shall maintain a set of files on past District activities to be passed on to the next administration, shall brief the incoming Governor on the duties of the office, and shall attend the District Officers' Training Conference of the next Administration.


Serving as Chief Executive

As District Governor, you are the chief executive of the district.  As is the case in the business world, this means that you are the first person congratulated on successes and blamed for failures.  It is you the other officers look toward for guidance and direction when they need it.  For many, this is a big adjustment that must be made quickly.  Remember, you have numerous administrators, past officers, and alumni who are all here to help you.  Seek their guidance when unsure, and come to each meeting prepared, and you should be able to handle any situation you face.
According to the Policy Code 202.1:

The Governor shall serve as the Chief Executive Officer of the District

Growth and Club Building


Besides promoting the tenets of service, leadership, and fellowship, one of the chief duties of the governor is to promote membership growth and club building within the district.  The reason is obvious: More members and clubs means more service, more funds for the district to work with, and a better pool to draw leaders from.

            Like all the listed duties of the governor, the phrasing suggests that this duty is your responsibility and yours alone.  This is not so.  While each governor must take responsibility for growth or the lack thereof at the end of his/her term, no one person can single-handedly make the district grow.

            The responsibility for growth lies in many hands.  As Governor, it is your job to make decisions about where to grow and provide direction to the board as to how to grow.  The club building committee, however, is the primary body responsible for promoting growth and working to build new clubs.  They accomplish this with the help of the Lt. Governors, who each in turn promotes growth in their division.  The Kiwanis-Family relations committee indirectly promotes growth, in that by getting Kiwanians and Key Club members interested in Circle K, they encourage Key Club members to join and Kiwanians to sponsor new clubs and support old ones.  The Administrators also aid in encouraging Kiwanis involvement.  Finally, the current clubs themselves are primarily responsible for their own growth through recruitment and retention methods.

           As you can see, a great many people are involved.  The best way to go about promoting growth is to begin formulating a plan of action even before election, consulting with current board members as to areas that are particularly growth-prone.  If you keep in mind all the people mentioned above and provide viable, direct tasks for them to accomplish, it is very likely that you will see growth result from your efforts in the form of new clubs or stronger chartered clubs.

According to Policy Code 202.4:  

He/She shall work to increase the membership of the District and to increase the quality and number of service projects in the District.  He/She shall also work with the District Administrator and Lt. Governors on new club building and the rebuilding of inactive clubs.

Increasing Service


Included in the policy code mentioned on the above page is increasing the amount of service and service projects.  Again, this is not to say that you are expected to personally go out and plan more and diverse projects for each and every club.  Rather, there are two ways that you can assist in fulfilling this duty.

The first is through the district service initiative and the international service initiative.  Both initiatives direct clubs to pursue service in a particular area, increasing their service in that domain.  Both programs offer award opportunities to clubs that achieve success, thus promoting greater service as well.  As Governor, your promotion and support of these programs can help fulfill your duty to increase service.

The second method involves using a service database or similar tool.  This database consists of service project ideas and suggestions, along with an extensive list of contacts for organizations that clubs can reach locally to do service with.  As Governor, not only should you be sure to let clubs know about this resource, but also you should constantly encourage clubs to submit new ideas and contacts to the list for clubs that come later to use for their benefit.

            The projects committee runs both of these programs.  This committee shares the duty with you of increasing service and service projects.  It is therefore important that you work with this committee closely in seeing that these and other service related resources are constantly updated and improved upon.  There will be a more detailed discussion on committee chairs shortly.  For now, let's conclude by saying that the final responsibility for increasing service lies in the clubs. The best you can do is offer them ideas, guidance, and resources.  

According to Policy Code 202.4:  

He/She shall work to increase the membership of the District and to increase the quality and number of service projects in the District.  He/She shall also work with the District Administrator and Lt. Governors on new club building and the rebuilding of inactive clubs.

Budget Preparation


While the budget is largely the domain of the treasurer and administrator, it is important that you are involved as well.  As governor, it is reasonable that you will want to focus on some areas more than others, create new programs, and discontinue useless ones.  All of these require the reallocation of funds.  While it is the job of the treasurer to prepare the budget and the administrator to advise and aid in its preparation, your role is to tell them where you want the funds to go, and to work with them to make your programs and ideas fiscally feasible within the bounds of the district budget.  

According to Policy Code 202.5

He/She shall work with the District Treasurer and the District Administrator to prepare the annual budget, the convention budget and any other necessary budgets.



Committee Chair Appointments

            Next to the development of your programs in importance is the appointment of the men and women who are to help you accomplish them.  Committee chairs have taken on increasingly greater roles in recent years.  Unlike other board members, chairs focus on very specific areas.  The eight committees of the Florida District are as follows: Awards, Club Building, Conferences/Conventions, K-Family Relations, Legal, Membership Development and Education, Projects, and Technology.  



As Governor, it is your duty to select the committee chairs, which are then approved by the district board.  Usually, potential chairs are asked to fill out an application form, which they submit to the governor.  In considering appointments, a governor should consider the following:


Candidate experience - previous offices are good, but no guarantee of performance.  Ask them what they have done in previous positions, not just what positions they have held


Ideas - Experience is important, but so are ideas.  A new member with original ideas is better than an experienced officer with nothing new to offer in most cases.


Plan of action - However, with ideas must come a plan of action, or at least a vague concept of how to accomplish the idea.  Ideas without a plan are just words.


Free time - Be sure to find out what other commitments candidates have.  Sometimes, people bite off more than they can chew without realizing it.


Familiarity with the primary duties of the committee - New programs are great, but it's important that committee chairs have a full understanding of the core duties of their position.  These core duties must be handled first.



As governor, you must take all these factors into consideration and then choose the best person for the job.  You must then convince the board that these people are the best for the job, because the board will likely have to work closely with them as well.  That's why the final factor to consider is whether your choice will be able to work with the rest of your board.  An inability to work with the board may force you to reject an otherwise qualified candidate.

According to Policy Code 202.6:  

He/She shall appoint the chairs of the district committees with the approval of the District Board.


Visitations to Clubs

As governor, one of your duties is to represent the district to the clubs.  Visitations should not simply be chances for you to promote something, make a quick speech, then leave.  A visitation should have a clear purpose, goals, and a plan of action.  Clubs that are struggling, having internal problems, or are uninvolved with the district are primary targets for visits, with the goal of solving those problems

According to Policy Code 202.6:  

The Governor shall make no fewer than one visit to each division. He/She shall attend as many club or divisional events as possible and should attempt to visit each club in the District at least once.

Monitoring District Officers


 It is the hope and expectation of each governor that all of their board members will perform above and beyond the call of duty.  Regrettably, this is often not the case, and situations occur when board members fail to perform their jobs.  The most important thing is that a governor recognizes that this is happening as early as possible.

            Two policies assist in monitoring.  First, district officers are required to submit monthly reports.  These reports, similar in some aspects to the ones clubs submit, give hard data as to what district officers have done in the previous month.  The second method is to call him or her weekly for verbal reports, which gives you a chance to pass information and to keep up to date with what each officer is doing.  Between that and your communications with club presidents, you should be able to spot a problem early on.  They also will help you determine which officers are working particular hard, and should be recognized for their performance, as the governor does every year with a select few.

           But such communications don't only serve to judge an officer's performance.  They also provide another source of information to you about the performance of clubs that the officers work with, a source that in some cases can prove more reliable than any from the club itself.  This impartial source can help you identify clubs that are being deceptive as well as those being modest, and combined with other methods can help you gauge the state of every club.


Reporting is often left to be done at a minimal basis, simply because no one really likes to fill out the monthly reports each month.  As governor, it is your job to make sure officers submit the required reports, as they are supposed to.  The best plan is to emphasize the importance of the reports as early as possible in the year.  This way, officers will get into the habit of doing it early on, and hopefully will submit reports regularly all year long.

 According to Policy Code 202.8: 

He/She shall insure that all other District Officers are performing their assigned duties in a satisfactory manner, with special emphasis on reporting, record keeping and the accounting of funds.

Governor's Website and Reflector

           While the district website is fantastic, some District Governors may feel the desire to supplement the information there by creating a website especially for club presidents and vice-presidents.  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 president or vice-president 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 reflectors already exist (flcki-pres@yahoogroups.com, flcki-vp@yahoogroups.com) and your predecessor should give access to this reflector or whichever reflector is currently in place to you.  
District Governors 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 and Presiding at 

District and International Events


As governor, you are required to attend more events than any other officer, such as International convention, the Kiwanis and Key Club District Conventions, and Governor and Administrators Training Conference.  Your duties at these events will be discussed in more detail in the monthly breakdown section to come, but most of the events you attend require you to speak and/or provide some workshop, so you should be prepared to do both.  At all District events, you will be expected to preside, meaning that you will be representing the district.  If a script is being used, be sure you are totally familiar with it.  You should also keep in mind that some changes may be necessary on the spot.  The best way to handle that is to remain cool and make quick adjustments to the best of your ability, attempting to make everything seem planned and in order.

According to Policy Code 202.2 and 202.3:

He/She shall attend and preside at the Circle K District Convention, Issues Conference, Leadership Training Conference, District Officers' Training Conference, and at all meetings of the District Board and the Florida District Presidents' Council. He/She shall serve as an ex-officio member of all District Committees.

He/She shall attend every Fall Zone Rally, Spring Zone Rally, the Circle K International Convention, The Kiwanis District Convention, and the Key Club District Convention. He/She shall maintain close contact with the Governors of Kiwanis and Key Club and the International Councilor to keep them fully aware of District Circle K activities.

District Board Meetings

As governor, no event more requires preparation than board meetings.  You need to be ready with an agenda and prepared to moderate all topics that come up.  The following materials are needed but are not limited to:


Copy of the Policy Code & By-Laws


Copy of Agenda for Everyone


District Gong and Gavel


Any Relevant Information

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. 



Monthly Reports

Each month, you are responsible for submitting a monthly report to Circle K International.  To do so, you must have service hours from the district secretary and full knowledge of all current programs and issues.  The report can be filled out on the International website.  Copies should be sent to the International President, VP, Director, Counselor, and your administrator.

According to Policy Code 202.11:


He/She shall submit a monthly report as required by Circle K International.


Governor Newsletters


You are required to produce eight issues of your own newsletter, commonly called the Governor's Gazette.  This newsletter is primarily directed to club officers and committee chairs, though it can be sent to everyone.  As the district mailings are required to be sent out eight times a year, the best policy is to simply have the secretary include your newsletter in the mailing.  That will assure that it gets to everyone who needs it.

According to Policy Code 202.12:


The Governor shall publish a newsletter at least eight times per year on upcoming events, the state of the district, important plans and other pertinent information. The Newsletter shall be sent to all District Officers and Committee Chairs, all Club Presidents and the International Counselor.

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 governor is finding a replacement for yourself.  The job of District Governor is essential 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 governor 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 governor.  Give them a copy of the District Governor Officer Manual preferably at District Convention if not at DOTC.  Training your successor is one of the last tasks as a District Governor.

Distinguished District Governor Award

After a year of hard work as the Florida District Governor 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

Governors’ Final Notes

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

2003-2004—John Sullivan (University of Florida)

2002-2003—Tim Balasko (Florida Atlantic University)

2001-2002—Maggie Gunther (University of Central Florida) 

2000-2001—Jeremy Riehl (University of Central Florida)

1999-2000—Jon Hethcox (Flagler College)

1998-1999—Donna Collins (University of South Florida - St. Petersburg)

1997-1998—Rob Brisson (University of Central Florida)

1996-1997—Nestor Rivera (University of Miami)

1995-1996—Sheryl Klein (University of Florida)

1994-1995—Dan Frenden (St. Leo College)

1993-1994—Brenda Hiller (USF-Tampa)

1992-1993—Anna Rodriguez (University of Miami)

1991-1992—Nancie Hopkins (Florida State University)

1990-1991—David Lobo (St. Thomas University)

1989-1990—Dawn Smith (University of Central Florida)

1988-1989—David Schmitt (University of Central Florida)

1987-1988—Russ Snyder (University of Central Florida)

1986-1987—Joseph Kolacinski (PBJC)

1985-1986—Debbie Allen (University of Florida)

1984-1985—Michael Villalobos (Florida State University) 

1983-1984—Duane Craggs (Central Florida Community College)

1982-1983—Jeff Amma (Florida Atlantic University)

1981-1982—Debra Schmitt (Florida State University)

1980-1981— Kenneth Burke (University of South Florida)

1979-1980— Cecilia Reese (Florida Atlantic University)

1978-1979—Michael Wilder (Florida Atlantic University)

1977-1978—Ansley Hall III (University of Florida)

1976-1977—Walter Wilt (Edison Community Colleg

1975-1976—Don Foster (Stetson University)

1974-1975—James May (Florida Atlantic University)

1973-1974—William Sharpe (St. Petersburg Junior College)

1972-1973—Lloyd Rhodes (University of South Florida)

1971-1972—Charles Eason (St. Leo College)





John Sullivan, 2003-2004 Florida District Governor

Governor's Guide to the Circle K year
By John Sullivan, 2003-04 Governor

Introduction


This is a brief guide to the basic things each and every Governor should do during the course of their year.  It is in no way all-inclusive, and future Governors are welcome to add and subtract items from it as time goes by.  This guide will be broken down by month, starting with six months prior to election, and ending with the International Convention following the end of the Governor's term.  It will begin with a list of weekly and monthly duties, followed by a month-by-month breakdown of duties unique to certain periods of your term.  Next, this guide will focus on three very general topics - club building, K-Family, and MD&E.  The manual will conclude with some final tips and ideas.

Weekly Duties


The Governor has only two duties that should be performed each and every week without fail (with the possible exception of some holidays).  First, a Governor should call each of the District Board members every week, as well as the committee chairs as necessity requires.  This is so you can keep constantly up to speed with exactly what your board members are doing, as well as giving them a chance to ask/request anything they need. 


The second duty is to contact your District Administrator every week.  This serves two primary purposes.  The first is to allow you to keep the administrator as up to date as you are.  The second is to give him/her an opportunity to discuss with you any issues that may exist, as well as the status of the district as a whole.  The value of this individual's guidance cannot be overestimated.  I would suggest that you save this call for after you have talked to the other board members, so that you can discuss the status of the district with current information.

Monthly Duties


There are a number of things that must also be done each and every month.  One of the core duties is to fill out and submit the district monthly report to International.  This is to be done by the 15th of each month, and will require not only your knowledge of the district's activities for the previous month, but also the service hours performed, which can be obtained from your District Secretary.


The second duty also involves contacts.  It is a good policy to contact each and every club president at least once a month by phone.  Not only will this allow you to connect with club presidents on a personal level, it will also give you a chance to confirm reports from your Lt. Governors as to the status of a club, and promote directly to the president any important district-related things that need to be communicated.


Additionally, it is a good idea to contact each Assistant Administrator at least once a month a well.  Assistant Administrators are an underutilized resource.  With their often-extensive local Kiwanis contacts, they can be extremely helpful when it comes to rallying Kiwanis support behind club building or weak Circle K clubs.  Additionally, their years of experience make them valuable sources of advice.


Finally, you should set aside time each month to thoroughly review all the reports submitted by clubs and your board members.  This should preferably be done prior to contacting the clubs by phone, so that you have a good idea where they stand by the numbers when talking to them.  

November-December, Prior to Your Election


This is the month where you should definitely begin to consider whether or not you wish to run for the office of Governor.  In considering, take into account the status and strength of your club, your time obligations in the coming year, and the duties of the office, as outlined in this manual.  If you don't feel comfortable with any of these three, you might want to consider not running for Governor.  You should consider what platform/ideas you wish to present as a candidate.  You should also contact the current Governor and discuss the position with him/her.

January, Prior to Your Election


This is decision time.  Most years, you will be allowed to declare your candidacy following the January Board Meeting.  It is advisable to be at that board meeting and prepared to declare, thus establishing yourself as a candidate from day 1.  Declaration usually takes the form of a letter, which is generally sent to all board members, club presidents, administrators, and the executive boards of Florida Kiwanis and Key Club. 


This is also the time to begin taking care of other campaign related items.  In particular, you should practice caucusing, develop a speech, and put together campaign literature.  Now would also be a good time to make note of the dates of both the zone rallies and district convention, as your attendance at these is prudent, and in the case of district convention, necessary.

February, Prior to Your Election


Attend the zone rallies.  This is your best opportunity to reach out to a large portion of the leadership and membership with a minimum of effort.  Be prepared to speak, but mostly be prepared to answer questions.  You should also finish your platform, including a Governor's Project.  Finally, you should seek to get as high of an attendance at district convention from your club as possible, which will not only make you look good, but also will give you plenty of people to call upon to assist you in passing out literature in caucus and promote you in general at the convention.


Campaign moments aside, if you haven't already done so, now would be an excellent time to make sure you are familiar with the governing documents at the district and international levels, as well as the many resources of the district and international that clubs, members, and district officers can use.  You may also wish to request such things as dues reports and copies of club monthly reports, as they will help you better familiarize yourself with the club's performance in general.

March, Prior to Election/During District Convention


Its finally time for you to run for office.  At the convention, it is your job to show the membership, most especially the delegates, that you are the most qualified person for the job.  If you are running unopposed, that is no reason to run a poor campaign.  A strong campaign will build the district's confidence in you, and make it easier for you to promote your programs and find members willing to serve as committee chairs.  Make sure to have someone ready to nominate and second you at both the opening session and the House of Delegates.


It's important that you are also prepared to run the New/Old board meeting following the closing session on Sunday.  The agenda should include setting dates and locations for District Officer Training Conference and Leadership Training Conference, an announcement and count of those attending Key Club District Convention, and a discussion about board shirts and name badges.  

March, post-District Convention


Now that you have been elected, you should begin the monthly and weekly procedures outlined earlier.  This month is a month of heavy preparation.  You need to prepare to attend Governor and Administrator's Training Conference in Indianapolis.  You also need to prepare for the District Officer Training Conference and the Key Club Convention.  All these events will likely occur in April.


You and your board should also begin promoting LTC, if promotion hasn't already started.  The earlier you promote it, the greater chance you have of getting a good attendance at the event.

April


Let's start with DOTC.  DOTC has a dual purpose.  First, it is where district officers are trained.  The Executive Board from the previous year and the Administrators will handle much of this.  Your part comes setting the direction for the year.  It is a good idea to come to the conference with district goals to present, a list of committee chairs to appoint, and any programs/initiatives that you want the board to work on.  It is definitely recommended that by the end of the weekend, you provide board members with a set of directives that they should accomplish by LTC.  At DOTC, you will likely also hold a board meeting, at which you will formally approve committee chairs, goals, the district theme, and any other items that require a board vote.  LTC should be discussed in detail, and any necessary board duties for the conference assigned in addition to the directives.  For DOTC, you must provide your board with board books containing the resources and materials you wish to cover, as well as materials they need in general.


GATC is another event that will occur this month.  Your duties here are limited to filling out a few forms and listening to hours upon hours of workshop sessions.  The important thing to do here is to make connections with other Governors, particularly if you want to exchange ideas and resources with them throughout the year.


Key Club District Convention is your first exposure to Key Club as a Governor.  Your duties are multiple, including making a speech at one of the sessions, manning a table with information about Circle K, and giving one or two workshops.  Other than the speech, it is possible to assign the other duties to board members, but it is preferable that you handle the lion's share of the work, as your board members will have plenty to do in April.  Prior to the convention, be sure to contact the Key Club Administrator for exact details as to what is expected of you.


Finally, it is vitally important that you direct the secretary and other board members to collect summer contact information from clubs, as without this information, you risk losing touch with clubs, and in some cases reestablishing contact is extremely difficult once it is lost.

May


May brings with it LTC.  As the presiding officer, it is your duty to make sure that things run on time and smoothly.  You personally are responsible for presenting your goals to the district, as well as any programs you develop yourself.  Committee chairs should be given an opportunity to speak.  The Administrators, alumni, board, and IP Governor should all be called upon to assist in workshop presentation.  A board meeting should be held to set the date and location of Summer Board Retreat, as well as give board members a chance to present formal reports, appoint members to vacant committee chair positions, and discuss ICON.


Post-LTC is a good time to put out summer directives to the board.  These directives should run through summer board retreat.  What is included depends largely on your plan for the year.

Summer


Your plan for the summer must vary according to a number of factors, most especially is whether your board members are in state during this time.  The two major events during this time are Summer Board Retreat and ICON.


Summer Board Retreat is the first event that is almost exclusively planned by you.  The agenda should cover every major initiative you wish to accomplish.  It should also focus on committee planning and training.  The board meeting at the end of the retreat generally involves voting in any programs that need approval.  Following the retreat, you should also put out a third set of directives, covering the time between the retreat and Kiwanis DCON.  


At ICON, International will require a number of things from you.  You will have to serve on a committee at the convention, dress in formal attire and introduce your district cheer, and other potential tasks.  Your duties in regard to the district are to gather as much information on candidates ahead of time as possible so that you can share that information with the attendees, as well as set up and run district meetings during the convention.


District and international events aside, the majority of your time will be spent planning.  It is important that you begin planning for your duties at Kiwanis DCON.  Additionally, a chair for the fall IDEAS Conference should be selected, and planning should begin immediately, so that promotion can begin with the new school year.  

September


Here is a month that is tremendously busy.  At Kiwanis DCON, it is your responsibility to do yet another workshop, give another speech, and man another table.  Most importantly, here is where you make contacts with Kiwanis clubs that are interested in sponsoring Circle K clubs.  It is key that you make sure to follow up any and all contacts you make at the convention.  While the vast majority will not materialize, a few likely will turn out to be something.

You will also be busy both promoting the IDEAS Conference and pushing membership recruitment and retention.  This is the best time for both, as the year is kicking off and most clubs will be focused first on getting members, then on offering them activities to do.  It is especially important that you pay close attention to the clubs over the next few months.  Often times, a club will develop problems at this point.  If you can recognize that a club is in trouble early on, you stand a far better chance of resolving the issue than if you find out near year's end.

October


A good chunk of your time this month will be spent confirming IDEAS attendee numbers with clubs and continuing to promote your programs to clubs.  This is also a good time to begin pushing for clubs to start collecting dues, as they are due come the end of November.  You also need to work with the IDEAS chair to make sure that all of the aspects of the conference are set and ready to go.


At IDEAS, there are a number of tasks you can perform.  You can hold one-on-one talks with clubs presidents and begin promoting running for district office to some of the better officers in the district.  Regardless, you will have to run a board meeting at the conference, which will focus on setting spring zone rally dates and the winter board meeting, as well as other issues that stand before the district at that time.

November


November is a very open month.  No events are planned at that point.  A good strategy is to focus the energies of the board on making sure dues get in and on committee work.  The district convention chair should be appointed, and planning should begin.  Y'all should also be advertised to the district as a whole.  This is also a great month to participate in your home club's events.  The search for next year's officers should also be underway at this point.

December


Between finals and winter break, not much generally happens this month.  Convention planning should continue, and the registration prices and form should be completed by the end of the month.  Again, more effort should be placed on finding people to fill next year's officer roles.

January


January includes the Y'all Conference, which you should attend to promote good relations with other districts.  Unless Florida is the host, you have no real work to do at this conference.


The bigger event of January is the board meeting.  Here, bylaw and policy code amendments are considered, special award decisions are made, and candidates declare their intentions to run for office.  Expect this meeting to last many hours.


The biggest concern of January is promoting district convention.  You and the board have to promote it constantly, striving to raise attendance.  Additionally, spring zone rally plans should be finalized, and the information distributed to clubs.

February


This is perhaps the busiest travel month of the year.  Between zone rallies and Kiwanis midwinter, you will likely spend most of your weekends out of town.  Be sure to ask the Lt. Governors what they would like you to do at the zone rallies.  


Your responsibilities at Kiwanis midwinter are basically the same as they were as Kiwanis DCON, minus the speech.  This is your chance to meet with clubs in the process of building Circle Ks and discuss where they stand with them.


By now, there are hopefully a number of candidates for district office, particularly yours.  If not, the search for candidates should take high priority.  Additionally, convention should continue to be promoted, even past the deadline.  How much priority any one issue takes depends on where you stand regarding each of these issues.


Most of all, this is the month to tie up loose ends, work with committees and board members to complete their directives, and make sure that all you wanted to accomplish during your year is done, or at least done to the best of your ability.  Few Governors reach every goal they set, but most try their hardest to.

March - Through DCON


Hopefully, all of your loose ends discussed above are tied up by this point.  For DCON, you will need to be prepared to make a state of the district address, a farewell address, run the sessions, give the president's workshop, and run one last board meeting.  A script should be prepared for all of the sessions.  Fortunately, spring break offers you the opportunity to prepare most of these items for the convention. 

March - Post DCON


Say your goodbyes, begin to acclimate the new Governor with the duties of the office, and prepare your training materials for DOTC.  Now is also the right time to begin putting your award and the distinguished district award together.

April


At DOTC, you will be responsible for training the new Governor, as well as some parts of the board training.  Simply remember the training you went through and seek to give the new board the same type of preparation.  Finish up your district awards and begin to promote ICON, as the IP Governor is the OTIC chair each year.

May - ICON and Beyond


Your last real duty is to promote ICON and help raise attendance.  For the convention, you will need to put together and sell FUF packets, as well as provide attendees with detailed information about the event.  


Should you still be in Circle K, you will spend the year as a non-voting board member.  It is proper for you to provide advice and guidance to the new Governor and board when asked, but not to run the board itself.  

Club Building, Kiwanis-Family, and Membership Development - the Three Tenets of the District Governor


A Governor's time outside of the duties above (what I refer to as elective time) can be focused on the above three areas in any proportion.  

How much elective time will you have?  That depends on a number of factors.  The most important is the quality of your board.  As Governor, you are ultimately responsible for any duties not performed by other board members.  If your board is of the highest quality, you will not have to take on responsibilities beyond your position.  Combined with this in importance is how much time you have to give the organization to begin with.  Hopefully, this is the only organization you are a part of.  These two factors will determine how much time you have to spend on the elective areas.

Once you have figured out how much time you have, you have to decide how to apportion it to the above areas.  Obviously, each area has its own committee chair to begin with, but each is so expansive that no one person could ever hope to tackle all aspects of it at once.  There will be plenty for you to do in each area.  

Club building involves the building of new clubs and the strengthening of current ones.  While this is an inherent responsibility of the Governor, extra time will give you the option of expanding your efforts.  This includes personal trips to sites to recruit and personal attention to sites experiencing some success.  Such travel is very time consuming, but the direct involvement may prove far more successful than simply leaving it up to less experienced people.

Kiwanis-Family Relations is also inherent, but there are a vast array of events that you can attend in addition to the above mentioned ones to promote Circle K, including Kiwanis zone caucuses, Key Club zone rallies, Key Club Officer Trainings, Key Club board meetings, Kiwanis DCMs, and other K-Family group events, both locally or not.  Most of these events will mean either speaking or giving a workshop, and given the shear number of the occasions available, this can be very time consuming.

Membership Development requires a different kind of work altogether.  Visitations and workshops at local clubs may be part of the requirement, but a lot of it will be developing the resources and getting them out to members in a form that is viable.  Travel required for this is potentially less, but that is counterbalanced by the time required to produce resources of any real quality.  

The Benefits and Cost of Each Tenet


Club Building pays clear dividends, in that it directly increases the strength of the district by bringing new members into it.  K-Family pays less direct benefits, including the potential for greater interest in Circle K sponsorship, increased numbers of Key Club members joining Circle K, and more support (financially and otherwise) by Kiwanis in general.  Membership development may not increase membership, but the quality of members, paying dividends in increased interest by members in the district and better leadership all around.  This can lead to increased membership because a club with better leaders and better projects attracts greater interest.


The cost of each tenet is time, pure and simple.  The more you focus on one thing, the less time you have to focus on another.  This brings up the issue of what you want to focus your energies on.  By the time you become Governor, you will likely have a sense of which area is most important to you.  Stick with that, but don't totally neglect any of the others, as doing so can have disastrous consequences.

Concluding Words of Wisdom


Below are ten tips for the successful Governor:

1.  Never rely on just one source of information on the status of a club or the performance of a board member.  Ridiculous as it is, some club presidents whose clubs are doing poorly will lie because they are embarrassed.  Always compare multiple sources to determine the real health of the club.

2.  The more personal you can communicate the better.  E-mail is ok, the phone is good, and personal visits are great.  The more directly you can communicate your feelings to someone, the more likely they are to connect with you and assist you in your cause.

3.  Remember that many have come before you, and many will come after.  The year is brief, over in a flash.  As Governor, it's not enough to simply be able to convince your current board of the value of a program you initiate.  The program must be able to stand the test of time, or future boards will dismantle it.  

4.  The Governor cannot function in the absence of a board.  If your board members don't do their jobs, you will be quickly overwhelmed having to deal with their responsibilities and yours.  Do not be afraid to dispose or quietly push aside incompetent or inactive board members in the favor of more active ones.  

5.  The worst thing a Governor can do is failing to connect with their clubs.  Your programs mean nothing if the clubs don't care about them and won't implement them.  As Governor, you are largely at the mercy of clubs as a whole: Their success is yours, as is their failure.  Connect with them, and they will follow you where you lead.

6.  Interacting and working with other Governors and International is fun, but the district comes first.  Do not fall into the trap of taking on to many extra responsibilities in addition to your job as Governor.  That must always come first.

7.  No relationship you have on the board is more important than the one you have with your District Secretary.  The secretary is the clearinghouse for monthly reports, contact information, and correspondence.  If you don't work well with your secretary, you are going to find yourself with communication problems all over, and with outdated information.

8.  Dues paid members is an important number, but not as important as service hours.  A club with 100 members that does no service isn't worth squat.  Evaluate clubs not on their dues paid numbers, but on their hours and projects this year compared with the previous year.

9.  Personal is personal and business is business.  Whether you like everyone you work with is irrelevant.  You must set those feelings aside and do your best to work with that person.  I have encountered officers I disliked but worked with because they were good at what they did, and numerous officers I really liked who performed their jobs very poorly.  Strive to keep personal and business separate.

10.  Learn from the past, but do not be bound by it.  It is important to learn what has worked and hasn't in the years prior to your term, but do not reject an idea solely based on its past performance.  Circumstances changes, as does the makeup of the district.  Ideas that once failed may now work brilliantly, while those that worked in the past may flop.  


Now that I have imparted these last pearls of wisdom, the rest is up to you.  Your term as Governor will only come once.  Make the best of it, and don't be afraid to expand your horizons and reach for what once seemed impossible.  The beauty of Circle K is that success or failure here holds no consequences for your life as a whole, only lessons you can carry with you, that will better prepare you for what lies ahead.  I truly wish you the best of luck, and hope you will enjoy your term to the fullest.

Yours in Service and Friendship,

John Sullivan
John Sullivan

Florida Circle K Governor 2003-04



, District Governor 2004-2005
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