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Introduction
To Whom It May Concern:


Congratulation on your election as a new Florida District Lt. 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 Lt. 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 a Lt. Governor.  








Yours in Circle K Spirit,








John Sullivan








Florida District Governor 2003-04





          Circle K International 

 Duties of the Office

As a District Lt. Governor you have an office that requires great diligence and careful preparation.  You have been given the task of helping your division grow and thrive, one which will require a great deal of planning and a lot of time and energy.  Following, you will find a list of the duties of a District Lt.  Governor as outlined in the Policy Code and By-Laws of the Florida District.


Maintain an Organized File System


Getting and Keeping Contacts


Club Visitations


Collecting Monthly Reports and Dues


K-Family Contacts


Club Building


Divisional Events 


Informing Clubs of Events


Maintain a Lt. Governor's Web page and the Divisional Reflector


Attending District Events


Publishing a Lt. Governor's Newsletter


Committee Requirement 


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 Lt. Governor is of paramount importance to your office and the district.  These records often contain the most detailed information about the clubs in your divisions, far more so than often is found in other district files.  They should be carefully maintained and updated.  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 206.15:

He/She shall maintain a proper set of files to be passed on to his or her successor, and shall brief the incoming Lieutenant Governor on the duties of the office.


Getting and Keeping Contacts

As a Lt. Governor, one of your responsibilities is to see that contact information is obtained and maintained for all the clubs in your division.  This contact information should be sent to the secretary each time a directory is being produced.  The best way to get this information is to visit and collect it in person from the officers at a meeting, but if circumstances prevent that, call or e-mail one of the outgoing officers, who hopefully will put you in touch with their replacements.
According to the Policy Code 206.4:

He/She shall compile and maintain a complete list of club officers' names, addresses and phone numbers, and submit them to the Governor and Secretary upon request

Club Visitations


Club visitations are one of the core duties of the Lt. Governor.  As the representative of the district board within the division, a Lt. Governor is charged with strengthening the communication ties between clubs and the district board.  The visits are one of the most important methods by which this communication is maintained.

            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 policy code requires each Lt. Governor to make four visits.  If you are going to stick to that minimum (in some cases, the shear number of clubs in your division may force you to do so) then a good distribution for visits would be one during the spring semester just after your election, one in the early fall, one later in the fall (after IDEAS) and a final visit prior to the Spring Zone Rally. 

Each of these visits can and should have specific purposes.  The first visit is largely to serve as your introduction to the club, and gives you the opportunity to share with them your plans for the year.  The second visit affords you the opportunity not only to meet incoming freshmen members, but also to promote the IDEAS Conference.  The third visit gives you a chance to get a first hand look at how the club is progressing at this crucial point of the year, as well as encourage the submission of dues.  The final visit serves as a chance to promote DCON and Spring Rally.

According to Policy Code 206.3:  

He/She shall make no fewer than four official visits to each club within the division.

Collecting MRFs and Dues

Dues and monthly report forms are the two most important pieces of correspondence collected from clubs each year.  For a club to be considered in good standing at the end of the year, both of these items need to be turned in.  

As Lt. Governor, your responsibility in regard to monthly reports and dues is a supportive role, as the District Secretary is charged with collecting monthly reports, and the District Treasurer is charged with getting clubs to turn in dues.  However, this is not a one-person job, particularly considering the size of our district.  While the secretary and treasurer should be able to get these items from most of the clubs, there will come instances where their distance from a club and the failure of phone and/or e-mail communication may cause them to be unable to successfully collect either reports or dues from a club.  This is where you, who are generally the closest district officer to the club in question, come into action.

As with all communication, personal visits are preferable, though certainly the most time consuming.  In this case, you are likely being asked to assist after the secretary or treasurer's previous call or e-mail attempts have already failed, so a personal visit to the club may be in order, unless you have a specific communication in-road with them.  When communicating with them regarding delinquent reports or dues, you should seek to help establish a communication link between them and the district officer they should be talking to.  This can be done either by setting up a time for the treasurer or secretary to visit the club with you, by giving them the contact information for the district officers if they don't have it already, or by calling the officer in question while at the meeting and letting the club and district officer talk to one another.  However done, your two goals are to collect the missing report or dues and reestablish communication that is lacking if needed.

According to Policy Code 206.6:  

He/She shall assist in the collection of Club Monthly Reports, District and International Dues and Member Report Forms.

Kiwanis-Family Contacts


An important duty of a Lt. Governor is to establish and maintain contacts with both his/her counterparts in Kiwanis and Key Club, as well as local Kiwanis clubs and Key clubs.  In all cases, there will be multiple Kiwanis and Key Club Lt. Governors within your division.  This can make keeping in touch with them all a very difficult job to accomplish.  The best way to handle things is to try to get a feel for which of your counterparts is most interested in working with Circle K, and focus the majority of your communication efforts toward those persons.  Regardless, you should keep them all informed of the major district and divisional events as a courtesy, with the hope that they will return the favor.  For contact information, the Florida Kiwanis website (www.floridakiwanis.com) is a good place to look.  You should also receive a copy of the directory from your predecessor, and then a new copy in September or October.  If you don't receive these copies, contact your Governor for details as to how to obtain them.

According to Policy Code 206.7:

He/She shall establish contact with all Kiwanis and Key Club District Officers within the division through introductory letters. He/She shall maintain continuous contact with these individuals throughout the year, keeping them informed of all Circle K events.



Club Building

            As Lt. Governor, you are partially responsible for building new clubs and rebuilding inactive ones.  This you will do in coordination with a number of people, namely the Governor, Club Building Chair, Kiwanis clubs, and other Circle K clubs.  There are countless resources on club building available.  The specific details of club building are beyond the scope of this manual, and you should ask your Governor for more details as to the specifics of club building.

Divisional Events

One aspect of the position of Lt. Governor is the need to get clubs to see the Circle K that exists beyond the club level.  Clubs pay dues and send in monthly reports to the district; they want to be able to put a face to it.  Divisional events are a great way to show clubs what Circle K is outside of their schools.  

Each Lt. Governor is required to hold four divisional council meetings.  It is preferable to try to hold them once a month, but if the are minimum is all you can do, then two fall and two spring meetings are preferable.  The first should be held in April shortly after taking office, as a way to close out the year and collect contact information for the summer.  The second can happen at some point in September as a way to welcome everyone back from the summer break, and also to promote the fall conference, IDEAS.  The third can be held in November as sort of a mid semester get together and a chance for everyone to update you on where things stand.  The last one should be held in January/February and should serve to promote DCON, allow candidates a chance to caucus, and to make sure everything is going well for the spring.

Additional divisional events can be held, but that is totally up to you and your clubs.  

According to Policy Code 206.9:  

He/She shall hold no fewer than four Divisional Council Meeting with the clubs in the division. He/She shall actively promote interclubbing and shall hold Divisional Rallies, Banquets or other events as appropriate.

Informing Clubs of Events


 You are a vital link in the communication chain between the district and your clubs.  It is your responsibility above all other officers to keep your clubs informed about events at the district level.  

According to Policy Code 206.10: 

He/She shall be responsible for the growth of membership, service projects and Circle K education within the division. He/She shall assist each Circle K Club President upon request, and keep each club informed of all District and International functions and shall speak about Circle K at club, divisional, and district meetings upon request.

Lt. Governor's Reflector

           While the district website is fantastic, some District Governors may feel the desire to supplement the information there by creating a reflector especially for their division.  If you have the skills required to do so, it is fairly easy to accomplish.  If you choose to create a reflector, just be sure to make it widely public, and don't rely on it as the sole means by which to disperse information.   
District Lt. 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 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 206.13:

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


District Board Meetings

As Lt. 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


Report on your Division


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 the Florida District.  The form for this monthly report is available on the district website.  This report should be sent to the governor, secretary, assistant administrator for your area, international counselor and the district administrator by the 9th of each month.  These reports are important to assure that everyone knows where things stand in your division

According to Policy Code 206.5:


He/She shall submit a monthly report using the format in Appendix B by the 9th day of the month following the report month, to the Governor, District Secretary, District Administrator, Area Assistant Administrator and International Councilor.


Lt. Governor Newsletters


You are required to produce six issues of your own newsletter, the name of which is entirely up to you.  This newsletter is primarily directed to club officers, 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 206.11:


He/She shall publish a divisional newsletter no fewer than six (6) times per year to be distributed to all members in good standing within the division, the District Board, and any others deemed appropriate. He/She shall also prepare material from the division for Circle Kapers.

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

Distinguished Lt. Governor Award

After a year of hard work as the Florida Lt. 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

Outstanding Lt. Governors’ Final Notes

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

2003-2004—Danielle Heimbold (St. Leo University)

2002-2003—Valerie Longo (USF-Sarasota) and Cara McCallister (UCF)

2001-2002—Sean Ellis (Stetson University) and Tim Balasko (St. Petersburg College)

2000-2001—Katrina Gonzalez (University of Miami)

1999-2000—Anne Mella (University of Florida)

1998-1999—Jennifer Richards (University of Florida)

1997-1998—

1996-1997—

1995-1996—

1994-1995—

1993-1994—

1992-1993—

1991-1992—

1990-1991—

1989-1990—

1988-1989—

1987-1988—

1986-1987—

1985-1986—

1984-1985— 

1983-1984—

1982-1983—

1981-1982—

1980-1981— 

1979-1980—

1978-1979—

1977-1978—

1976-1977—

1975-1976—

1974-1975—

1973-1974—

1972-1973—

1971-1972—





Danielle Heimbold, 2003-04 Outstanding Lt. Governor



, District Governor 2004-2005










1
i

