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Introduction
To Whom It May Concern:


Congratulation on your election as the new Florida District Treasurer!  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 Treasurer.  I have included many useful tips and hints that I have learned as time has gone by.  This is the first manual of its kind in the history of the Florida District.  Please feel free to improve upon this manual if you feel that it is necessary.  I wish you the best in the forthcoming year as a board member and as treasurer.  








Yours in Circle K Spirit,








John Sullivan








Florida District Governor 2003-04





          Circle K International 

 Duties of the Office

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


Maintain an Organized File System


Official Call for District and International Dues


Preparing the Budgets


Submitting Reports on Expenditures and Dues Status


Informing Clubs of Their Standing


Publish at Least 6 Issues of Treasurer's Newsletter


Developing Dues Incentives and Membership Growth Recognition Programs 

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


Attend All District Events


Serve as a Member of a District Committee 

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


Brief the Incoming Treasurer 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 Treasurer is of paramount importance to your office and the district. Your files contain financial records of importance to the district.  Each time a district officer requests a reimbursement, they are required to send you a copy of the form, which you are to keep as part of your files.  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.  If you stick to the filing system, everything should be easy to find.  

According to Policy Code 204.1:

 The District Treasurer shall serve as financial officer of the District, keeping all appropriate records.



Official Call for Dues

As District Treasurer you are responsible for the official calls for District and International Dues.  The official calls are usually done through the District Mailing List, as well as the Treasurer’s official newsletter.  Phone and e-mail communications are also effective ways through which to get the message out to clubs.

According to the Policy Code 204.2:

He/She shall issue a call for District and International Dues, advising all clubs where to send dues payments and membership report forms.

Preparing District Budgets


One of you most important jobs as Treasurer is the preparation of both the district budget and any convention budgets necessary.  The Florida District, in some aspects, is a business, and it is crucial to have well prepared, correct budgets to assure that the district remains financially solvent and does not overspend.

            The good news is that you are not alone in this endeavor.  Also assigned to work with you are the District Governor and District Administrator, who often have years of experience dealing with budgetary matters at the district level.  Furthermore, there are spreadsheets and formula charts that exist to aid you.  

            I strongly recommend that you begin by examining the budget from previous years.  Consult with the previous Treasurer, Governor, and Administrator if possible, so that you have the fullest understanding of why money is budgeted to particular items.  It is a good idea to sit down with the current Governor and Administrator and spend a few hours working out the budget.  This is best done during the summer.

           When it comes to convention budgets, the situation is a bit different.  Unlike the district budget, which sees little change over the course of years, convention budgets are altered depending on hotel costs, meeting room cost, number of comped rooms, speaker fees, and numerous other factors.  It is necessary that you work very closely with the District Administrator on this budget, as they often have the budgetary expertise required to successfully complete this budget.

According to Policy Code 204.3:  

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

Treasurer Reports


The purpose of keeping accurate records, besides making sure the district doesn't overspend, is so you are able to accurately report the status of the district budget to the District Board.  This report should be in written form.  Usually, the best way to do it is to use the same spreadsheet used for the district budget and simply add in a column where you can list how much has been spent of each line item (the current spreadsheet used includes such a column, but its hard to say if that spreadsheet will still be around by the time you receive this).  Furthermore, if you keep the spreadsheet up to date as you receive copies of reimbursement forms, you will be able to provide an accurate report at all times.

The second and equally important part of your report is information regarding the dues status of the clubs of the Florida District.  This information can be obtained in two fashions.  The first is to contact Circle K International and ask them for the most up to date information.  While they usually post dues information on the website, it can take several weeks for dues forms to be processed, so by calling you assure that the information you have is the most current.  

            The second method is to contact each club individually and ask them how many dues members they have sent in.  This can actually provide you with more current information than contacting International, but there is a chance that the information you will be provided is incorrect.  The best way to assure accurate dues count is to start with the International figures and then call clubs to confirm them.  In doing this, you not only get the best count possible, but also can stumble upon inconsistencies that club officers are not aware of prior to your inquiry.                

According to Policy Code 204.4: 

He/She shall submit a written report reflecting the district income and expenditures and the dues status of member clubs at all District Board Meetings and at such other times as the Governor, Administrator or District Board may require.

Informing Clubs of Standing

It is vitally important that clubs are kept informed of their standing.  Club standing affects a number of things, such as a club's ability to submit for awards, seat delegates, and run candidates for district office.  It also affects the resources a club receives, such as the Circle K magazine and other mailings.

            The best way to go about informing them, other than through newsletters, is by phone.  Club presidents and treasurers should be made fully aware of their standing.  A contact specifically for this purpose should be made around November 15, then again December 15, once it becomes certain which clubs have sent in dues.  Additional contacts may be necessary with delinquent clubs, but that should be handled on a case-by-case basis.

According to Policy Code 204.5:

He/She shall inform clubs of their standing by means other than the newsletter (i.e., phone calls or personal letters).



Treasurer's Newsletter

            The Treasurer's newsletter should be published six times a year.  This newsletter should include important information regarding dues submissions, membership numbers, fundraising ideas, and any other pertinent information.  This newsletter can be sent to the District Secretary for distribution as part of the monthly mailing.
According to Policy Code 204.7:  

He/She shall publish a minimum of 6 newsletters informing clubs on relevant financial matters, such as payment of dues and membership growth program status, to include specifically International and District dues and club status as received by International.

Developing Dues Incentives/Membership Growth Recognition Programs


 These days, it has become increasingly difficult to convince clubs of the necessity of paying dues for more than the bare minimum required to maintain good standing, and even more difficult for clubs to convince members to shell out $35 for dues.  Yet, each and every year, clubs and districts must do just that.  As Treasurer, it is your duty to lead the way.

            The first and easiest thing you can do is to inform clubs of the current incentives, membership benefits, and awards that come with paying dues and growth.  Programs such as CKI's GEM Awards and the Florida District's Distinguished Growth Award recognize clubs that grow during a particular year.  The benefits of being in good standing (previously listed) also provide motivation.  Then, there is of course the magazine, member pins, handbook, scholarship opportunities, and other such tangible benefits to consider.

           Yet, these things alone may not be enough to convince people to come up with the money.  There are a number of additional incentives you can come up with.  Some potential incentives include:


Suggesting that sponsoring Kiwanis Clubs fund a percentage of dues based on the number of paid members (more members = greater funding)


Create a district member packet to be presented to new members


Offer the club with the most paid members some benefit, like a free convention registration, or special recognition awards


Encourage clubs to compete with one another to see who can come up with the most paid members


A tiered district dues structure (More members = cheaper district dues)

Personal visits and encouragement to clubs that have trouble collecting dues

 According to Policy Code 204.6: 

He/She shall develop and promote programs for dues incentive and for membership growth.

Treasurer's Website and Reflector

           While the district website is fantastic, some District Treasurers may feel the desire to supplement the information there by creating a website especially for club treasurers.  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 treasurer e-mail reflector.  Reflectors, while not as attractive as web sites, are significantly easier to create, and require much less knowledge of computers in general.  Such a reflector already exists (flcki-treas@yahoogroups.com) and your predecessor should give access to this reflector or whichever reflector is currently in place to you.  
District Treasurers 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 204.8:

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


District Board Meetings


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


Copy of the Policy Code & By-Laws


Copy of District Budget 


Typed District Board Report  


Current Dues Figures 


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

Committees

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

According to Policy Code 204.9:


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


Club Officer Training


You are responsible as well for training all the incoming club secretaries at the District Convention near the end of your term.  In this regard, your primary duty is to educate club treasurers as to the duties and responsibilities of their office, as well as provide them with information and resources that will help make their tasks easier.  Thoroughly read and review the club treasurer's manual before attempting the training, and be sure to provide club treasurers with a copy of it to refer to.  The manual serves as a good guide to the topics you should go over with them in the workshop, but it is by no means all-inclusive.  One fact that you must understand is that each school has different budgetary requirements of their clubs, making it difficult to discuss school funding in more than the most basic details.  For the most part, focus on those areas that all clubs have in common, such as dues collection, fundraising, record keeping, and so forth.  Furthermore, you should send all training materials via mail to all treasurers 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 treasurers.  You may have to do this at other occasions when there may be treasurers that have recently taken office.  In this case, assure yourself that they have all the materials they need to be able to do their job, such as a manual.  They may need for you to mail them a copy, so be alert as to the needs of newly elected treasurers after the District Convention. 

Reimbursement Procedure and Form

Within your files, you should find many copies of the district reimbursement form.  This form is very important, as it is required to request reimbursements for expenses incurred by district officers.  It is your duty to provide each and every officer with a copy of this form for his or her use, preferably many copies.  In return, it is their job to provide you with copies of completed forms as well as receipts they submit.  This insures you are able to keep your records updated, so it is crucial you explain to them the importance of sending you the required copies. 




Finding a Replacement and Training 


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

Distinguished District Treasurer Award

After a year of hard work as the Florida District Treasurer 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

Treasurers’ Final Notes

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

2003-2004—Rasheen Tolliver (Bethune Cookman College)

2002-2003—Melanie Hajec (University of Central Florida)

2001-2002—Nicole Quintero (University of Central Florida) 

2000-2001—Sara Connolly (University of Miami)

1999-2000—Desiree Hammond (University of Miami)

1998-1999—Desiree Hammond (University of Miami)

1997-1998—Amanda Saguil (Stetson) and Carrie Sark (UCF)

1996-1997—Jennifer Chaplan and Jannie Cruz (UM)

1995-1996—Nester Rivera (University of Miami)

1994-1995—Rob Brisson (Cocoa)

1993-1994—PJ Freeborn (USF-Tampa)

1992-1993—Stella Skodnik (Winter Park)

1991-1992—Mark Carden (USF-Bayboro)

1990-1991—William Incatasciato (Florida College)

1989-1990—Julio Fernandez (University of Miami) 

1988-1989—Kelly Hovious (Tampa)

1987-1988—Richard Fuss (Lantana)

1986-1987—Richard Fuss (FSU)

1985-1986—Richard Fuss (IRCC and FSU)

1984-1985—Debbie Allen (PBJC)

1983-1984—

1982-1983—

1981-1982—

1980-1981— 

1979-1980— 

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—

1974-1975—

1973-1974—Bob Morici (Ft. Lauderdale) 

1972-1973—

1971-1972—Jerry Kaufman





John Sullivan, 2003-2004 Florida District Governor

I would like to take this opportunity to honor the District Treasurers of the past several years, who unfortunately are not here now to submit their own thoughts for your benefit.  

Desiree Hammond was a part of a tradition of excellence at the University of Miami.  Part of the Club of the Year winning club, she spent two years as our treasurer.  After her first year she ran for Governor, and though she lost, she continued her commitment through retaining her position as treasurer for a second year, receiving the Distinguished District Treasurer Award for her efforts.

Sara Connolly followed her.  A two time failed Governor candidate, Sara nonetheless served a notable career, first as a Lt. Governor, then as Treasurer.  After her club faced difficulties, she continued as treasurer but took on the added role of club president, fighting to make her club strong again.  Her efforts are to be commended.  

Nicole Quintero took upon the office next.   Also a Lt. Governor prior to her term as treasurer, Nicole gave a year of dedicated service to the district.  Recipient of the Governor's Support Award for her friendship and aid to Governor Maggie Gunther, Nicole truly exemplified the meaning of fellowship, one of our three tenets. 

Melanie Hajec took the office in 2002.  A long time district committee chair, Melanie put her experience as an accounting major to excellent use during her term, modernizing the budget and convention budget forms to be easily understood and manipulated.  In addition to this, she served as the chair of District Convention, a role she had filled many times before.  Her four years on the board as both a committee chair and officer of the district left a considerable impact on this organization.  

Rasheen Tolliver exemplifies the spirit of Circle K.  Relaxed, fun loving, and energetic, Rasheen pumped enthusiasm and excitement into every meeting and event.   He earned his position through dedicated, hard work within his club, and can be considered one of the individuals most responsible for making his club a presence within the district.  As treasurer, he took on the additional tasks of serving as co-chair for District Convention and Awards chair for the Florida District.  

             I have had the honor and privilege to know and serve with each of these people, and they represent a legacy that is hard to live up to.  To all who follow, strive for excellence in all the work that you do, and never be afraid to try something new.  The best officers are risk takers, but they also think before they act.  I have confidence that you will exceed the expectations set out for you.  Best of wishes to you all.



, District Treasurer 2004-2005
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