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Preface
Where Caridad ended, I began.  In essence, we are as much alike as we are opposite, and we both excel in what we do.  I met Cary before she was the President of the Circle K Club at the University of Miami.  And as Panhandle Lt. Governor, I served with her on the board of the current International Trustee Jonathan Hethcox.  Cary excelled in all that she did, and I admire her determination.  This manual is a product of that determination and hours of hard work.  Yet even a manual like this needs revisions.    

If Cary was the master of the paper archives, I am the genius of the electronic archives.  Being an Engineering student, I have a good grasp of computer applications and usage.  It is these contributions I give this district.  From updated files, forms, documents, manuals and maps, to this manual, I have given our electronic archives a face-lift.  I also took an active part in the legal committee during my year as District Secretary and changes affecting this manual have been added.


In closing, I am proud of the work Secretaries like myself and Cary have done for this organization, and I hope that this history will be retained.   I would like to start a tradition of the Florida District Secretaries from this point on.  This tradition will be to add, before passing this manual on to our successor, a Final Secretary’s Note to honor our predecessors and to note any revisions that have been done.  I have added mine, you will find it in the back, and I hope you will follow in turn.

Yours in Service, Leadership and Fellowship,

Michelle Lachance

Florida District Secretary 2000-2001

Circle K International
Introduction
To Whom It May Concern:


Congratulation on your election as the new Florida District Secretary!  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 Secretary.  I have included many useful tips and hints that I have learned as time has gone by.  But you have a greater advantage than I, because you do not have to figure things out as you go along because I have documented everything that I have learned during the term of my office.  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 secretary.  








Yours in Circle K Spirit,








Caridad de la Vega








Florida District Secretary 1999-2000






Circle K International 

 Duties of the Office

As the District Secretary you have one of the most time consuming offices in the district.  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 Secretary as outlined in the Policy Code and By-Laws of the Florida District.


Maintain an Organized File System


Official Call to All District Events


Take Minutes at All District Board Meetings, District Presidents' Council Meetings and the House of Delegates


Publish a Summer and Fall District Directory


Compile and Distribute a District Monthly Mailing


Create and Maintain a District Mailing List 


Publish at Least Eight Issues of Florida Speaking 


Maintain a Monthly Report “Score Card” 


Maintain the District Secretary’s Webpage and various District Reflectors


Attend All District Events as Outlined in the Policy Code 203.7.


Serve as a Member of the Legal Committee and Keep District Documents Up-to-Date


Submit Written Reports At All District Board Meetings 

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


Brief the Incoming Secretary 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 Secretary is of paramount importance to your office and the district. Your files may contain the sole copy of any particular document of importance to the district. Therefore it is important that you maintain and file any materials distributed at all board meeting or received through the mail.  Of course, 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 anything and everything 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.  This year I have re-vamped the file system, therefore you should find it quite simple to find any materials that you may be needing.  If you stick to the filing system, everything should be easy to find.  

According to Policy Code 203.1:

 The District Secretary shall serve as the administrative officer of the District, keeping all appropriate records.



 Official Call to District Events

As District Secretary you are responsible for the official calls to all district events.  The official calls are usually done through the District Mailing List, as well as the Secretary’s official newsletter, Florida Speaking.  Remember to include directions to all these events and, when at all possible, include a map. 

According to the Policy Code 201.2:

The District Secretary shall send out the official call to each Board Meeting at least two weeks in advance. The call shall be made in writing and shall include the time, date and place of the meeting including directions. This shall be mailed to the established District Mailing List. 

Minutes


One of you most important jobs as Secretary is the recording of the minutes at all district board meetings, Presidents’ Council Meetings and House of Delegates.  The only way to learn this task is by actually performing it.  Here are a few tips to make the task of taking minutes a more bearable one.


Have an attendance sheet (See Appendix A) already made before the board meeting with the board meeting date, time, and location.  Have two columns, one with the header Name and another one with Position.  Pass this sheet out once you arrive at the board meeting. It is a good idea, however, to make your own list of everyone you see at the meeting to help assure that no one gets missed.  When you are ready to type your minutes you can easily transfer this information to your minutes.   


Make sure to record both the names of the person who makes a motion and the person who seconds it.  If you are not sure made a motion, be sure to ask on the spot, as it is not likely members will remember specific motions they made after the meeting.


Have board members submit their reports in writing either at the meeting or by e-mail before it.  This will allow you to avoid having to copy reports as they are verbally given at the meeting.


Review minutes taken by previous district secretaries.  This will give you an idea of the format. 


Presidents are counted as voting board members at the Presidents’ Council Meetings. At all other district board meetings there are counted as guests. 


Only the District Board is counted as Voting Board Members at all board meetings.  All Administrators, Committee Chairs, and the International Councilor are counted as Non-Voting Board Members. 


Your minutes should follow the format of the Agenda approved at the Board Meeting.

According to Policy Code 203.2:  

He/She shall take minutes at all District Board Meetings, District Presidents' Council Meetings and the House of Delegates. He/She shall transmit said minutes within thirty days to the established District Mailing List. 

Directories


This is one of the toughest tasks as Secretary.  Use the previous directories in the file system as your guide in creating yours.  The first directory that you are responsible for creating is a District Officer Directory of all newly elected board members.  I would suggest gathering this information at the District Convention in which you are elected or you can contact the District Administrator for this information.  You should have this information compiled by the time that District Officers Training Conference takes place.  You can distribute the directory there and mail a copy of it to all those individuals that are not present but that need to have a copy of it as outlined in the policy code. 



Your first big directory to compile is the Summer Directory.  You should mail the form for the summer directory (See Appendix C) in your April District Monthly Mailing, if the previous Secretary didn't already send one out. The usual deadline for this form is sometime in the last week of April (before clubs are out of school).  If the previous Secretary sends out the form, the deadline can be much earlier: a date near DOTC is best because the previous Secretary can get you the information at DOTC, which is received by him/her.  This way you have time to compile the directory and gather any missing information, and you can have the Summer Directory published for Leadership Training Conference.  If you find that you have missing forms, which is usually the case, the best way to get the information is to call an Area Administrator or Lieutenant Governor.  The usual deadline for the Fall Directory Form is September 1st.  This form should be included in the August District Mailing at the latest, though preferably in the mailing prior to it.  The same applies for the Fall Directory. 

According to Policy Code 203.3: 

The District Secretary shall compile, prior to 15 April, a Directory of the addresses and telephone numbers of the newly elected District Board. He/She shall compile a District Directory of all club and district officers and advisors twice each year, in the summer and fall. The Summer Directory shall be published no later than 1 June and the Fall Directory no later than 1 October. Each Directory shall be sent to the established District Mailing List.  Any changes in the Directory shall be sent to the above-mentioned Mailing List as soon as possible.

District Monthly Mailings

As District Secretary you are required to compile and distribute eight mailings during your administrative year.  The district mailing is a means of transmitting pertinent information to all the clubs in the district. 

The mailing usually includes but is not limited to:


The Governor’s Newsletter 


Florida Speaking (with Monthly Report Form “Score Card”)


Treasurer’s Newsletter


Editor’s Newsletter (Optional)


District Board Meeting, Presidents’ Council Meeting, House of Delegates Minutes


Summer Directory Form (Include in March and April Mailings)  


Fall Directory Form (Include in Summer and August Mailing) 


Leadership Training Conference Registration Form (In March and/or April Mailing) 

Issues Conference Registration Form (Include in August and September Mailings) 


District Convention Registration Form (Include in January Mailing)


Y’all Conference Registration Form (Include in November Mailing)


Committee Newsletters 


It is up to you to establish a deadline for the mailings. I suggest that at your first board meeting that you distribute a list of the deadlines for the mailings for the remainder of the year so that everyone is aware of them well ahead of time.  They can either provide you with copies of the materials on disk, or send them to you as an e-mail attachment.  Try to be flexible with them. 

According to Policy Code 203.4:

He/She shall be responsible for the District's Monthly Mailing and establish a District Mailing List and make monthly address and phone list updates.

According to Policy 109.1:

The District Mailing List shall include all District Board Members and Committee Chairs, Circle K Club Presidents, The Kiwanis Committee on Circle K, The Executive Boards of the Florida District of Kiwanis and Key Club, the International Administrator and the International Councilor, the President and Secretary of the Florida Circle K Alumni Association, and the President and Secretary of the Florida Kiwanis Foundation.

Florida Speaking


Florida Speaking is the official publication of the District Secretary.  You are responsible for publishing at least eight issues. 

The issues usually contain but are not limited to:


Official Calls to District Events 


Committee Comments


Monthly Report “Score Card” (Usually the back page of the publication)


District Events Calendar


Officer Contact Information 


Pertinent Information for Club Executive Boards


I would recommend that you view the issues of previous district secretaries before compiling your own newsletter.  The look, outline and content of the newsletter is up to your discretion.  

According to Policy Code 203.5:  

The District Secretary shall be responsible for publishing at least eight issues of Florida Speaking, the Official Publication of the District Secretary. This should include club standings, the official calls to district events, information for club executive boards and other pertinent information.

Monthly Report Form &“Score Card”


One of the most important jobs as Secretary is keeping track of hours performed by the district. Every month you will need to update this score card by adding service hours and interclub hours performed by the club as well as assign a grading to the Monthly Report Form. This “score card” should be located in the last page of your Florida Speaking.  You can find the “score card” along with the newsletters on the cd that you will receive when all materials are passed on.  The following criteria shall be applied when dealing with the monthly report forms and the score card.

According to Policy Code:

203.6: He/She shall receive a copy of each club's Monthly Report, shall keep a Monthly Report "score card" according to the Monthly Report Grading Plan and shall advise each club of its status.

1100 Official Monthly Reports

1101 Each club is required to submit an official monthly report for each month of the administrative year as per paragraph 402.

1102 Any club going on inactive status for the summer may file a single report for the months of May, June, July and August provided that the club secretary notifies the District Secretary of said status in writing prior to 10 May. The combined report shall be due on 10 September.

1103 In the event a club secretary is unable to complete the Official Monthly Report prior to the 10th of the following month, he or she may receive an extension to the 2Oth day of the month by contacting the District Secretary on or before the 10th. Each club may receive up to three extensions in a given administrative year.

 1104 The District Secretary shall note the postmark on each Monthly Report, and grade all reports using the following criteria:


A  Report postmarked by the 10th


A- Excused, Postmarked by the 20th


B Late, Postmarked by the 20th


C Late, Postmarked after the 20th


I Club Inactive, no report needed


N No report received

No delineation shall be made between the grades "A" and "A-".

1105 The following Hours Definitions shall be used on all Florida District Monthly Reports

1105.1 Service (SE) Service hours are those hours spent on activities and projects that benefit both the community at large and your campus, or the student body of your college/university. This also includes hours spent preparing for the project and following up. Projects for a cause, such as AIDS or Horses and Handicapped or for a charity such as MDA, recycling aluminum cans on campus or cleaning up the campus grounds are considered service. You also include round trip travel time in this calculation, from the time that you stop doing whatever activity you were doing before you started this activity until the time you start another activity. FOR EXAMPLE: 5 members of your club travel 1 hour to assist another Circle K club with Horses and the Handicapped for 3 hours, and then travel 1 hour back home. The total hours for this event are 25... (5 x 3) + (5 x 2) = 25. For on campus projects, travel time is also counted for those students who live off campus. Included here are any projects with another Circle K club, as well as helping to establish another Circle K club at another college.

1105.2 Fundraising (FR) Fundraising hours are those hours spent on activities or projects which raise money EXCLUSIVELY FOR YOUR CIRCLE K CLUB! Here you should also include hours spent setting up the project Projects such as car washes or bake sales, which help to defer costs of conventions, are examples. Be realistic about travel time for fundraisers.

1105.3 Social (SO) Social hours are hours spent on activities that are "social"... going out to eat, to the movies, at a party, etc. You need 5 DUES PAID MEMBERS to have a social.

1105.4 Administrative (AD) Administrative hours are those hours spent by your club members in order to insure efficient running of the club. In other words, all of the busy work that does not fit into any other category goes here. This also includes hours spent by a club member preparing for district and divisional events such as rallies, conferences and conventions. Assisting a district officer or committee chair with their duties may also be counted here. This does not include hours spent at conventions for awards judging and sergeant at arms duty. District Officers and Committee Chairs do not get hours for performing their duties. The most common examples of administrative hours are scrapbook meetings, planning banquets and special meetings, board meetings, Committee meetings, membership drives, meeting preparation, etc. This DOES NOT INCLUDE regular club meetings counted either. DCM's (Divisional Council Meetings) with your Lt. Governor count here as AD, but PCM's (President's Council Meetings with the Governor) DO NOT COUNT. 

I recommend that you review all the monthly report forms for accuracy.  Many times there are mistakes in the reporting of hours.   We need to assure ourselves that the hours that are being reported as service are accurate. Many times the secretaries will report the total hours performed by a club as the total service hours in the monthly report form.  If this is not rectified when you receive the Monthly Report Form, there will be a discrepancy in the service hours actually performed by a club.  


Keep in mind that in order to count an interclub, there needs to be two people present at the event.  Members are accredited one interclub point per member for activities performed with any Kiwanis Club, Aktion Club, Golden K or another Circle K Club. .  If the club participates in an event with any of the Kiwanis youth organizations, then each member is accredited two interclub points.  Finally, an additional point is awarded per member if the members traveled more than 50 miles one way to attend an event. 

 According to Policy Code 1105.5: 

Interclubs (IN): An interclub is a visit by at least two members of your club to a function of another member of the K-family, whether it is to a meeting or an event. Assisting at a project of another K Family club counts as both an interclub and community service. If you travel over 50 miles ONE WAY don't forget to mark an "X" in the column at the bottom of the monthly report. Keep in mind the District Secretary will award one additional point for visits to Key Clubs, Builder's Clubs and Aktion Clubs, as well as those long distance. Tri-K events, attendance at Kiwanis meetings, etc. are all examples. Do not forget that Divisional rallies also count as an interclub. PLEASE remember to list the name of the club you are interclubbing with. Conventions are to be listed strictly as IN, unless there is a service project (slave auction, softball game for Sophie Laval Scholarship Fund). These can be counted under service hours (SE).



Computer Usage

As District Secretary, your will be using the computer quite a bit.  Between, typing minutes and Directory info to emailing and chatting with other District Board members and club Secretaries, you will have your share of computer usage.  But yet, two major computer resources exist that Secretaries often don’t know very well: Spreadsheets and the Internet. 

District Secretaries have the option of using a website as an additional means of distributing information to the members and officers of the district.  If you are proficient in web page design, there are a number of place where you can obtain space for a web page at no cost, such as geocities.  Again, it is not a requirement for the secretary to produce and maintain their own individual website, but simply another service you can provide if you find you have the time.

Spreadsheets

As the District Secretary, you are responsible for keeping track of the Monthly Reports and creating a Monthly Report Card.  The easiest way to accomplish this task is with a spreadsheet.  Don't worry: it's not as hard as it sounds.  Let's start with the basics.  

If you don't know what a spreadsheet is, it is a system of cells, part of which you input yourself with data.  You then can use this data for calculations, mathematical manipulations, and graphical solutions.  First, we will become familiar with the field.  A field is a group of cells.  It looks something like this:

	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K

	1
	
	
	
	
	
	F1
	
	
	
	
	

	2
	
	B2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	D3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	H4
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	


Each cell has a reference number and letter corresponding to its row and column. The above references for B2, D3, F1, and H4 have been typed inside the cells above for an example.  Cells are always referred to by lettered column and then numbered row.  

Most spreadsheet programs (e.g. Excel and Quattro Pro) use the same general concepts, though formulas and shortcuts may vary with program and version.

To begin, we first decide what we want to put in the spreadsheet.  We want to set up a 'Club Tallies' spreadsheet to list all clubs and their hours.  The easiest way is to list the divisions and clubs in the first two columns and list the months and other info we want on the first 2 rows so it looks something like this:  
	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	1
	
	
	March 
	
	
	
	
	
	
	

	2
	Division
	Club
	Date
	Grade
	SE
	FR
	SO
	AD
	IN
	

	3
	Citrus
	BCC
	
	
	
	
	
	
	
	

	4
	
	Rollins
	
	
	
	
	
	
	
	

	5
	
	Stetson
	
	
	
	
	
	
	
	


Next, we need to add to our spreadsheet is the totals from the previous year as well as a running total of the current year.  In order to Insert Columns before Column C, highlight Column C by clicking once on the gray title bar that says 'C.'  Then either go to the "Insert" menu or right click your mouse and select Insert Column.  Do this several times until you have the correct amount of columns and input the missing data. 

	
	A
	B
	C
	D
	E
	F
	G
	H
	I

	1
	
	
	2000-01
	
	2001-02
	
	March 
	
	

	2
	Division
	Club
	Service
	IN
	Service
	IN
	Date
	Grade
	FR

	3
	Citrus
	BCC
	
	
	
	
	
	
	

	4
	
	Rollins
	
	
	
	
	
	
	

	5
	
	Stetson
	
	
	
	
	
	
	

	6
	
	UCF
	
	
	
	
	
	
	

	7
	Everglds
	Barry
	
	
	
	
	
	
	


You can also add in columns for Fundraising, Social, Administrative, or whatever else you might need for the districts use.  It is also suggested that you keep a column for the month of March which is counted into the previous years totals.  Since the District Awards Year runs from 2 weeks prior to District Convention, you need the totals from March 1 to February 28/29.  But for International, the district needs to calculate its hours from April 1 to March 31.  You can also clean up your spreadsheet by highlighting the cells you want to format and finding "Format Cells" through the menus or right clicking the mouse.  Experiment, be creative, and have fun.  

One more thing to talk about: Copying and Pasting
There are several ways to Copy and Paste Cells in a spreadsheet.  Sometimes you only need to press enter to paste information once it is copied, but the following are some other general methods:  

1) Using the 'Edit' Menu

2) Using your right mouse button

3) Ctrl + C to Copy; Ctrl + V to Paste

4) The drag method (see below)

The drag method is the easiest way to copy a single cell to several adjacent cells.  It can also be used to copy a few cells in a row and copy into several columns (or via versa) or to create certain series of data:

1) Highlight the cell (s) that you want to copy

2) On the lower right hand side of the highlighted cell(s), there should be a small handle.  Grab the handle with your mouse and drag it to the extent of the cells you want to paste to.

So you have your data imputed.  Now what?          

Formulas

To create a formula, always begin by typing in an equals sign (=) in the cell.  You can use your cursor to highlight a cell you wish to use in a formula, or you can type it in directly (using it's reference column & row).  

*** One very important note about referencing cells in formulas: if you are going to copy and paste a formula into other cells, the cells will change with the position of the formula in your spreadsheet.  In order to avoid this, you MUST put a dollar sign ($) in front of either the row or column (or both) that you don't want changing.  Here is an example:

Say you want to figure out the total interclub points for the following clubs based on the total number of members that attended each type of interclub throughout the month. Ignoring the Interclubs with extra points for 50 miles or more you could come up with a spreadsheet that looks like the following:
	
	A
	B
	C
	D
	E
	F
	G

	1
	Interclub Points
	
	> 50
	
	
	
	

	2
	Kiwanis & Circle K
	1
	2
	
	
	
	

	3
	Key, Builders, etc.
	2
	3
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	Total Members 
	
	Total Points
	

	6
	Club
	K & CK
	KC, BC
	
	K & CK
	KC, BC
	

	7
	Club A
	12
	15
	
	
	
	

	8
	Club B
	6
	24
	
	
	
	

	9
	Club X
	20
	5
	
	
	
	

	
	
	
	
	
	
	
	


To figure out the total points for Kiwanis and Circle K Interclubs, you could enter in E7:

=B7*B2

But if you Drag this formula to E8, the formulas will become: 

=B8*B3

Because the relationship between E7 and E8 is 1 row, it moves the cells in the formulas the same way: moving B7 and B2 down 1 row to B8 and B3.

If you Drag this formula to F7, the formulas will become: 

=C7*C2

Because the relationship between E7 and F7 is 1 column, it moves the cells in the formulas the same way: to the right 1 column.  You could take advantage of this if the 'F' column was Kiwanis and Circle K Interclubs that are greater than 50 miles.    

In order to avoid this, though, you MUST put a dollar sign ($) in front of either the row or column (or both) that you don't want changing.  To get column 'E' to copy correctly, you want B7 to change, but B2 not to, so you should have the formulas in E7 as the following:



=B7*B$2

Common Formulas

Your best friend, when making formulas, is the fx button.  It will give you all the possible functions and formulas, as well as the correct way to type them in.  Here are a few of the most common ones you will use, though…

Summation

This is the addition of several cells.  You can do this is several ways:

1) Typing in every cell with addition signs (+) between. 

2) Typing in the summation function: SUM(   ) with either commas between each cell listed, or a colon (:) as an '…'  to add a series (or array) of cells.  For example, SUM(A1:A8) is the sum from A1 to A8.

3) Highlight the cells you wish to sum up; then press the summation button (the one with the Greek letter sigma, Σ ). 

Average

You can use the AVERAGE ( )  formula the same way as SUM( ) or you can divide the sum of the cells you want by the number of cells

If / Then / Else

IF(Test , Result if True , Result if False)

In other words, IF(Test , If Test is True Then , Else)  This can be used in applications, such as the Report Card.  One way of using this for the Report Card is, for example, that if the date of the January report (DATE) is filed before the 10th, then the cell will show an "A", or else "X".  This can be written in the following formulas:

=IF(DATE<'1/10,"A","X")
"X" could also be another IF statement just like the first.  

You could have several Nested Formulas inside each other (Excel is limited to 7), one for each Grade (A, A-, B, C, N).  This can be successful and convenient, but it may be time consuming to "tweak out the bugs," and if you don't have a backup and your disk becomes corrupt, it can be rather frustrating to re-input the formula.  
***This is also a reminder to ALWAYS printout a hard copy of your ENTIRE spreadsheet periodically when you update it.

The easiest way I have figured out how to create the Report Card is to make an extra column in the spreadsheet "Tallies" next to the date each month, where a grade can be typed in as the reports are inputted.  In the spreadsheet "Report Card," the following formula can then be used:

=IF(Tallies!DATE=0,"N",Tallies!GRADE)

Where DATE and GRADE are the appropriate cells
Web Publishing and HTML

HTML is not too hard, once you get the hang of it.  Basically, it is like a bunch of matching parenthesis, but with text inside the markers.   Each "marker" is made up of a command with brackets around it.  Like so: 
<COMMAND>

But in order to know when to start and stop the command, each command requires an opening <COMMAND> and a closing </COMMAND>.  A slash (/) is used to signify the closing.  The following is a list of  basic commands:

<HTML>… </HTML> -- This signifies that what is inside is written in HTML

<HEAD>…</HEAD> -- This is the Heading of the HTML Document

<TITLE>…</TITLE> -- This is the Title of the HTML Document

<BODY>…</BODY> -- This is the Body of the HTML Document

<P>…<P> -- This signifies a Paragraph (A line is skipped for a new paragraph)

<BR>-- This is a line break;  <HR> -- This is a Horizontal Rule

The Body

To change the main text colors and the background from the computer default (defaults vary from computer to computer), you can use the following commands inside the <BODY> command (Color Numbers will be discussed a little later):

BGCOLOR="#_____" -- The color of your background

TEXT="#_____" -- The color of your main text

LINK="#_____" -- The color of the text of your links

VLINK="#_____" -- The color of the text of your links already visited

BACKGROUND=" back.jpg   " -- The background as an image file.  

Fonts

If you want to change the size or color of your fonts within your document, you can use the following (Font Sizes are written as + or - and a number; e.g. SIZE=+2):

<FONT SIZE=___     COLOR="#______">…</FONT>

Other Font Commands include the following:

<B>…</B> --Bold

<U>…</U> --Underlined

<I>…</I> --Italics

<CENTER>…</CENTER> --Text is Centered

Images

You can use gif and jpg images in html.  The code is  <IMG SRC=" image.gif ">

Links

<A HREF="http://…"> text or image you want linked…</A>

To link to an email address, you can use: 

<A HREF="mailto:person@someaddy.com"> text or image you want linked…</A>

COLORS

Colors in digital form are based on the Red-Green-Blue system (also common in theatrical lighting, photography, and remote sensing) where various amounts of Red, Green, and Blue light create a spectrum of colors.

The amounts range from 0 to 155 but in order for the computer to read the numbers, they must be converted to hexadecimal.  “Hexa-who?” you ask.  Hexadecimal is base 16.  Image you have 16 fingers instead of 10.   There are 6 more digits after 9 and they are signified by the characters A, B, C, D, E, and F.  


Confused?  Don’t be.  I’ll show you an easy way to figure out how to add your favorite colors to your website.

1) Go to any common program that has an option of changing colors of text or object.  In the color selection options, there should be a custom/ advanced option (where there are numbers of Red, Green, and Blue).

2) Create the color you like and write down the numbers of Red, Green, and Blue.

3) Take one number and divide it by 16.  Write the remainder to the side.

4) Divide your answer (without the remainder) by 16.  Write that remainder to the side as well.

5) Convert the remainders to hexadecimal:

10=A, 11=B, 12=C, 13=D, 14=E, and 15=E

6) Read the remainders backwards from the order you calculated them: that’s your original number in hexadecimal!

7) Repeat for each color number (R, G, and B) and then put them in the order RGB so you have a series of 6 digits

000000 = black (no color)

FFFFFF = white (all colors)

Another trick involves trial and error and remembering a few combinations of colors:



R + G = Yellow (think “lt. brown”)



G + B = Cyan (think “blue-green”)



R + B = Magenta (think “purple”)

Also, remember in general, the lower the numbers, the darker the color (closer to black), and similarly, the higher the numbers, the lighter the color (closer to white)

Other features

It is possible to create tables, listed, and other features.  The best thing to do if you want these, or other, features is to look at other web pages and view their sources (use can find this in the VIEW menu of your browser).  You can also use a web editor (see note) and you can check out the resources I have listed for you at the end of this section. 
Example Web Page

<HTML>

<HEAD>

<TITLE>My Page Title</TITLE>

</HEAD>

<BODY BGCOLOR=“#000000” TEXT=“#FFFFFF”>

<P>This is the first paragraph.  <BR>

<B>This is bolded.</B> </P>

<P>

<A HREF=“http://www.floridacirclek.org”>Link to the Florida Circle K Web Page</A></P>

<HR>

</BODY>

</HTML>

Resources

Angelfire (www.angelfire.com) has several libraries of images and scripts.  Look on the web for resources.  There are free graphics available all over the web as well.

A Note on Web Editors

Web Editors can be quite helpful (some more than others).  Some editors, though, can simply make your work more complex than you need it to be, while others only allow you to do specific formatting, giving you no freedom to do what you want.  I am a firm believer in learning HTML Basics to keep your documents cleaned up.  I have actually started on some editors, and after several frustrations, went back to HTML.  

The best editor I have found so far is Microsoft FrontPage.  It allows you to work in editor mode or in HTML, and allows you to switch between the two with a click of a button.  Editors also have a tendency to add lots of unwanted info at the beginning of your documents, which also increased the size of your document.  A good tip is to start an HTML document in WordPad with just a few rackets and then open it into an editor.

Also, several word processing programs can convert documents into HTML.  It is a good idea to use these only to convert documents you would like to post on the web.  As editors, many don’t cut it.    –M. Lachance  

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 203.7:

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 Secretary.  You need to give a copy of this report to the Governor and the District Administrator. Furthermore, you need to get any corrections to the previous board meeting minutes from the board and move to approve these minutes.  The following materials are needed but are not limited to:


Copy of the Policy Code & By-Laws


Attendance Sheet 


Typed District Board Report  


Blank Copies of All Forms 


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 Secretary.  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. 

Legal Committee

In Summer of 2000, the Florida District Board voted to make the District Secretary a member of the Legal Committee.  This only makes sense, since the District Secretary is in charge of the upkeep of the District Policy Code and Bylaws.

According to Policy Code 203.11:


He/She shall serve as a member of the legal committee.


Leadership Training Conference


You are responsible as well for training all the incoming club secretaries at the Leadership Training Conference in May.  There will be a session in which you will be presiding, in which it is your job to educate the club secretaries of their job responsibilities and how to accomplish them.  Attached you will find a copy of a sample agenda (Appendix D) for the actual training session. If you follow this agenda, you are assured to cover all the topics that you will need to discuss with the secretaries.  I urge you to read the Club Secretary's Manual before the sessions so as to familiarize yourself with the responsibilities and have an effective session.  At this session you will need to distribute copies of the Florida District Club Secretary’s Manual which you can find in your file system. The manual is also saved on disk.  The manual has just been updated this year, but if you feel it is necessary, you can update the Club Secretary Manual as needed.  Attached you will also find a sample of an Evaluation Form (Appendix E) that you may utilize in getting feedback from the secretaries as to the effectiveness of the session.  Furthermore, you should send all training materials via mail to all secretaries that were 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 secretaries.  You may have to do this at other occasions when there may be secretaries 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 secretaries after the Leadership Training Conference. 

District Convention

As District Convention approaches you will need to assure yourself that all clubs that are attending convention are aware of their status.  This means that they should be notified in writing (See Appendix F) of all of their missing reports in an attempt to get the missing monthly report forms from them before district convention in March. Their participation at convention can be affected by having missing reports.  In order to receive all of the benefits of a club in good standing all of their monthly reports have to have been submitted to the District.  A club with delinquent reports is not considered in good standing.  A club not in good standing can forfeit their ability to seat delegates at the House of Delegates, submit award forms, have candidates run for office, and the submission of applications for the Sophie Laval Scholarship.  Therefore, they will be considered guests and not members at convention.   Use this tool to your advantage in collecting monthly report forms from the clubs. 

According to Policy Code 405: 

Any member club having failed to file an official monthly report for each month of the current administrative year shall be considered not in good standing.

According to Policy Code 408:
Each member club not in good standing with this district may be denied all rights of a club in good standing, including seating delegates and entering awards, provided tow weeks notice of such standing be given for the purpose of appeal to the District Board. 


Another task that you are responsible for is the Monthly Report Banner Patch.  You can either take care of this award yourself, or you can coordinate yourself with the Awards Chair or the District Convention Chair to assure that it gets done.  The criteria for the Monthly Report Banner Patch is as follows: 

1. All monthly reports must be postmarked by the tenth of the following month.  In turn, the club will receive an "A" in the monthly report card. "A-" will also be acceptable as long as the Club Secretary notifies the District Secretary by the tenth of the following month.  In which case, the club will be excused but the monthly report must be postmarked by the twentieth of the following month.   

2. If a club is going to remain active during the summer, they must continue to postmark a monthly report by the tenth of the following month.  If a club is going to remain inactive, they will need to submit a letter postmarked by the tenth of June to the District Secretary.  In the letter, the club must include the month(s) which they plan to be inactive.  In the event that hours are performed during this inactive period, an addendum may be submitted with the next monthly report. 

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 (See Appendix G) 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 secretary is finding a replacement for yourself.  The job of District Secretary 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 secretary 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 secretary.  Give them a copy of the District Secretary Officer Manual preferably at District Convention if not at DOTC.  Training your successor is one of the last tasks as a District Secretary.

Distinguished District Secretary Award


After a year of hard work as the Florida District Secretary you are given the opportunity of being recognized.  In your files you should find a copy of the award form for Distinguished District Officer (See Appendix H).  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 1999-2000 Florida District Secretary Caridad de la Vega and Revised by the 2000-2001 Florida District Secretary Michelle M. Lachance

Revised by 2001-2003 Florida District Secretary John Sullivan

Secretaries’ Final Notes

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

2003-2004—Vickie Jones (Stetson University)

2002-2003—John Sullivan (University of Florida)

2001-2002—John Sullivan (University of Florida) 

2000-2001—Michelle M. Lachance (Florida State University)

1999-2000—Caridad de la Vega (University of Miami)

1998-1999—Deborah Chavkin (University of Central Florida)

1997-1998—Danny Fernandez (University of Miami)-1997/ Melinda Reynolds (Tampa) 1998

1996-1997—Robert Marquez (University of Miami)

1995-1996—Angesh Shah (Gainesville)

1994-1995—Becky Buller (St. Leo)

1993-1994—Patricia Menzies

1992-1993—Ken Feola (Gainesville, FL)

1991-1992—Cheri Henderson (Florida State University)

1990-1991—Kris Mowrey (Miami)

1989-1990—Kristie Kehoe (Tampa, FL) 

1988-1989—Kim Keane (Coconut Creek – Miami Area)

1987-1988—Lorraine M. Marino (Boynton Beach) 

1986-1987—Lorraine M. Marino (Boynton Beach)

1985-1986—Joseph F. Kolacinski (Lakeworth, FL)

1984-1985—Kathy Barlett (St. Petersburg)

1983-1984—

1982-1983—

1981-1982—

1980-1981—MaryAnn Mullaney (Gainesville, FL) 

1979-1980—Ken Burke (Seminole, FL) 

1978-1979—Mary Scott, Secretary/Treasurer (Manatee Jr. College)

1977-1978—Beth DeMauro, Secretary/Treasurer (University of Florida)

1976-1977—Andy Hall, Secretary/Treasurer (University of Florida)

1975-1976—Louis Schiff (University of Florida)

1974-1975—

1973-1974—Kathy Loper (Pompano, FL) 

1972-1973—

1971-1972—Iggy Saizarbitoria (Miami Area)





Michelle Lachance, District Secretary 2000-2001

I would first like to take this opportunity to honor all past secretaries of the Florida District.  The above list is that of all Secretaries in the history of the Florida District.  Please add to it: I do not have everyone’s information.

Secondly, I would like to share with you some personal experiences during my time in Circle K.  Throughout the past 5 years that I have been in Circle K, I have seen this district through thick and thin, and I have gotten to know several of the Past District Secretaries.  

When I first joined Circle K, Past Circle K District Secretary and Governor, and current Kiwanis Lt. Governor Joseph Kolacinski was at the time was the District Administrator.  And Past Circle K District Secretary and Governor Andy Hall was, and still is, an Assistant Administrator.  I have grown to admirer these two men who are so dedicated to this organization.  Joseph is one of those people that will tell you how it is, while adding in the humor of irony in any situation.   Andy is just as humorous when he's not scheming with Joseph or another fellow Alumnist.

Robert Marquez was the District Secretary at the time, but I never got to know him too well.  The year after that, the district actually went through some major turmoil (as you can see, there were two secretaries).  This was due to district board members trying to cause trouble with the Governor.  And because of it, our district has been recovering ever since.  Though closure in is sight, please be aware of how destructive actions can really be and that our organizations future depends on good judgment.  The roll of District Secretary is not just a drop down position.  It requires work…and lots of it.  It’s not for the weak hearted.  

Debbie Chavkin was the Secretary in 1998-1999.  I served as Club Secretary (in an effort to help my club and get a break from a frustrating year as Club President—my club was indirectly affected by the chaos that occurred in the district board in 1997).  Debbie was an outstanding Editor the year prior to her term as Secretary, but due to personal problems, Past Lt. Governor Michael Iaffrato served as acting District Secretary a few times in her absence.  Debbie, though, always was a good friend and someone you knew you could have fun with.  

Caridad de la Vega was my predecessor.  I served, as Panhandle Lt. Governor, with her on the board of current International Trustee Jonathan Hethcox.  As District Secretary, Cary was one of the best.  She received the Outstanding District Board Member Award that year.  She worked hard in everything she did, and this Manual is proof enough of that.  Cary new her stuff and could rattle off policy as if she wrote it herself.  She kept us all inline, yet was always a good friend.    I am truly honored to be the successor of someone who set a standard for Florida District Secretaries.

And with that, I leave you with some words of wisdom: Never Give Up.  Keep at it, even when the whole district seems to be on your back.  Take your time and relax.  If you manage your time effectively, everything will work out fine.  And if you do get to stressed, find sanity in something: sports, art, music, yoga: whatever you fancy (may I suggest ceramics/pottery: it's very zen)!  And most importantly, Bonne Chance: Good Luck! —M. Lachance



John Sullivan, District Secretary 2001-2003


I have now been District Secretary for two years, and as I look back upon the many changes that have occurred in my position and in the district as a whole in that time, I realize that another revision of this manual is necessary.  


Michelle referred to herself as the master of electronic archives.  She was responsible for many of the resources that I have used.  My skill is that I have taken the resources she created and expanded vastly upon them.  When I took office in 2001, I received eight crates of files: two for current files, two for mailing supplies, and four for archives.  When I leave office this April, those eight crates will be reduced to a single cd.

             The bulky hard copy mailings that went out to about 50 people at high cost and time consumption have been replaced by electronic mailings that go out to around 200 people at no cost and minimal time commitment.   Monthly reports once submitted almost entirely by mail are now done mostly by e-mail, and hopefully one day soon will be done on the web.  


This is a very exciting time to be district secretary, and an even more exciting time to be on the board.  To those of you who have the good fortune to find yourselves in this position, the best piece of advice I can give you is to keep things simple.  There are previous examples of almost all records, minutes, mailings, and directories available on the cd.  A number of previous secretaries seemed to have felt the need to change the format of the records they keep from those of previous years as a sort of way to distinguish their work.  If you have the time to do something creative with your newsletters or directories, great.  If not, do not feel obligated to do so.  The most important thing is that information gets out in a timely manner, and everything is kept up to date.  


Good luck in the coming year.  And, be sure to add on your thoughts when your year is done - John Sullivan


Vickie Jones, District Secretary 2003-2004
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