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WELCOME

By Governor Vickie

Congratulations!  You are beginning a great journey.  The BEST thing about the journey you are going through is what you will gain at the end.  It is often said that the journey is half the fun.  This is definitely true in CKI.  I guarantee this year you will walk away with indispensable friends, priceless leadership skills, and a heart-filled with happiness, knowing you have made the world a better place.  This journey will not always be easy.  You might find yourself facing a few rough paths and you might be tempted to turn away.  However, the wonderful thing about CKI Leaders is that you always have someone to guide you down those rough roads.  The district board and the rest of your club officers are always here to help you, whenever you may feel the road getting bumpy.  Please let us help you.  The district board has often times been down that road ourselves, and we may have a shortcut.  Thank you for taking on the responsibility to travel down the road less traveled.  It is the most amazing experience you can ever have in college, and when you find yourself losing faith, just remember CKI ROCKS and we’re all here for you!  
Officer Duties

This section is meant to prepare each officer for his or her respective duties and responsibilities. It is most beneficial if you take the time to read through the responsibilities of every officer, so that you recognize the extent to which the other board members rely on one another. You will begin to notice that all of the tasks are interrelated. The Monthly Report Form, for instance, is mentioned in each officer’s “Monthly Duty” section. 

The board should function as one unit, with each person playing a specific role in the well-being of the club. There is no one person that is responsible for everything or that should feel that the whole club rests on their shoulders. If projects and tasks are delegated properly, no board member will feel overwhelmed. The following guidelines help to alleviate such stress by laying out precisely what each officer should accomplish.   
_________________________________________________________________________

Club President
The club president is often thought of as a burdensome role, but this is not the case is a properly run CKI organization. The president is primarily in charge of delegating tasks appropriately so that everyone has an equal amount of work to prepare for meetings, projects, etc.
You should always be positive, motivating, and exemplify the qualities of a leader. Even when things are not going according to plan, stay confident and assure everyone that things will be worked out. Your board and members will look to you for guidance, and if you appear to be certain and confident, they will believe that things are fine. 
Always promote a family-like community between your board and general membership. Encourage your board to communicate with one another often, to reduce problems in the completion of tasks, and to build a strong executive board. Encourage socials on the club level, as one of the 3 Pillars of CKI is “Fellowship” as meeting and making friends is one of the great advantages of a CKI club. 

Be prepared for anything as the President. You may need to take on somebody else’s duties in the case of an illness or resignation. Understand that this is part of your role and work to the best of your ability to remedy such issues. Remember in the end, it all comes down to your members and the service that your club performs. Everyone already knows that you are passionate about these two things; otherwise you would not be in this position. Your club depends on you and has faith it your abilities. Remember this each day and your job will become rewarding and easy to carryout. 
Weekly Duties 
· Conduct and preside over a regular Circle K Club meeting. 

· Create and abide by an agenda for your weekly meeting. 

· Talk to prospective members of the CKI, and help them decide whether or not to join. 

· Work with the a prospective new president and help him/her prepare to take over your job next year. 

· Keep officers and committees running smoothly. 

· Lead the entire membership in a well-rounded program of activities and projects.

· Personally contact delinquent members. 

· Meet with faculty advisor to cover agenda points and current club issues. 

· Make sure that members from your club are attending Kiwanis meetings. 

· Make sure that each officer is aiding the committee to which he/she is assigned. 

· Keep a file of all correspondence. 

Monthly Duties 

· Work with the committee chairs on their proposed projects for the coming month. 

· Organize and attend the club’s board meetings

· Make sure the club secretary mailed in the club Monthly Report Form on time. 
· Keep in touch with the student council and school administration. 

· Make a list of the coming month’s activities and post it. 

· Organize or participate in inter-clubs. 

Annual Duties 

· Work toward a net increase in membership over the previous year. 

· Receive help and information from the past president. 

· Read and study all Circle K International educational materials. 

· Set up good Kiwanis-family relations. 

· Study your membership roster and form committees. 

· Conduct elections for class directors and representatives. 

· Start projects shortly after school begins, if not sooner.  HAVE PROJECTS PLANNED BEFORE YOUR FIRST MEETING OF THE YEAR!  
· Designate a public relations committee chair and make sure your club activities are sent into the district publication.

· Make sure each member paid his/her dues to both district and International.

· Work with the secretary in filing your club’s.

· Conduct elections for new officers, and make certain they learn about their respective offices.

· Assist the new president in every way possible to learn about the office and your Circle K Club. 

· Send delegates to the district and International Circle K conventions. 

Club Vice-President
Your role as vice-president is an important one. You can and should assist the president and other officers with their duties. In the absence of the President, you need to run board and member meetings, as well as carry out all of their duties. To do this effectively, you must be work closely with the President and have a good knowledge of all the functions that they perform as well as your separate duties such as maintaining committees. 

Weekly Duties 
· Preside over weekly club meetings in the absence of the president.

· Gather material for and help edit a club newsletter. See that a weekly club newsletter is produced. 

· Attend all club meetings. 

· Make sure that attendance is taken at every meeting. 

· Keep a personal record of each club member. 

· Assist the president in every way. 

· Watch over the committee system. 
· Make sure there are several service project opportunities every week.  

Monthly Duties 
· Attend the monthly meetings of the committees as an ex-officio member and advisor. 

· Collect all of the monthly reports of the committees and turn them in to the secretary. 

· Attend the club’s board meetings. 

· Make sure the club secretary mailed in the club Monthly Report Form on time. 

· Contact people to become possible speakers at the club meetings.

Annual Duties 
· Become thoroughly acquainted with the president’s duties so you can assist the president. 

· Receive all materials and possible help from the past vice-president of your club. 

· Talk to prospective members of the Circle K International Club, and help them decide whether or not to join. 

· Conduct an educational program for new members – New member orientation.  
· Work with the new vice-president and help him/her prepare to take over your job next year. 
Club Secretary
A good secretary is essential for any Circle K International Club if it is going to function in a proper way. The office of the secretary is one of the most demanding in the CKI organization. You organize and maintain all of the records, files, and details that are important for the smooth operation of the club. The best way for a secretary-elect to start is to watch and learn from the present club secretary. He/she will be able to give advice and hints on how to best handle the job. A secretary needs to be prompt, neat, organized and efficient. 

Weekly Duties 
· Attend all meetings and compose the official minutes. 

· Answer all correspondence promptly, and inform officers and advisors of the communication. 

Monthly Duties 
· Prepare board of directors meeting agenda with president. 

· Attend the board meeting and take the minutes. 

· Collect the monthly committee reports. 

· Submit monthly report to the district by the 10th of every month.  
· Keep a record of all member’s activities. 

· Send newsworthy articles to the district publication. 

Annual Duties 
· Receive all materials from the past club secretary. 

· Inventory all Circle K International Club property. 

· Make a Circle K file with reports, bulletins, and manuals. 

· Produce a club membership directory (3 times per year). 

· Help choose the convention delegates, candidates, and contestants, and take care of all materials and monies (if applicable) relating to them. 

· Notify the district and International offices of your new club officers for the next year. 

· Assist the secretary-elect and pass on all Circle K International Club materials to him/her after your term of office. 

· Send in club fees and convention fees to the proper places.

Club Records

The secretary must be organized in his/her approach, and Circle K International Club records must be kept up to date and in good order. The secretary’s record file should include the following: 

· Club bylaws 

· District constitution and bylaws 

· Minutes of all club meetings-regular and board meetings 

· Committee reports 

· List of committee chairs and members 

· Club’s past achievement reports 

· Club’s past monthly reports 

· Club roster having the following information for each member: 

· Member’s full name, home address, and e-mail address 

· Telephone number 

· Date of birth 

· Date of joining CKI 

· Committee assignments and offices held in Circle K International Club

· Chief interest in Circle K Club work 

· Chief interest in sports and hobbies 

· Names and addresses of present Circle K International Club officers 

· Copies of current and past Circle K magazines and district publications 

· Complete set of printed material and Circle K literature 

Sample Filing System:

I- Circle K Club Information
1- Club Mailing List

2- President: a. Agendas; b. Administrative Committees (one file for each; MD&E, Interclub, 

    Social, etc.)

3- Vice-President: a. Community Service; b. Campus Service; c. Service Projects (one file for each-include contacts, etc.); d. Guest Speakers

4- Secretary: a. Attendance Records (at meetings, board meetings, & projects); b. Meeting Minutes; 

c. Board Meeting Minutes; d. Monthly Reports; e. Member Hour Forms

5- Treasurer 

a. Budget; b. Dues Information; c. Proposal Request For Funds; d. Balance Update (copies); e. Fundraising Committee

6- Publicity Information

a. Membership Materials (applications, certificates, handbooks); b. Membership Education; c. Membership Development/Drives; d. Promotional Materials (flyers, brochures, etc.); e. Press Release (and articles submitted for publication); 

7- Club Newsletter 

8- Club Bylaws

9- Student Government Regulations 

10- Blank Forms (club letterhead, order blanks, etc.)

II- Circle K District Information
1- District Directory; 2- District Bylaws & Policy Codes; 3- District Mailing; 4- District Board Meeting Minutes; 5- District Governor; 6- District Secretary; 7- District Treasurer; 8- Florida Kapers; 9- Lieutenant Governor; 10- District Awards; 11- District Committees (one for each); 12- District Manuals; 13- Governor's Project; 14- Officers' Training Conference; 15- Issues Conference; 16- District Convention; 17- Zone Rallies

III- Circle K International
1- International Constitution, Bylaws, & Policy Codes; 2- International Mailings; 3- Circle K Magazine; 4- International Awards; 5- Supplies Catalog; 6- International Convention; 7- International Manuals

IV- K-Family
1- Sponsoring Kiwanis Club Phone/Mailing List; 2- Sponsoring Kiwanis Club Information; 3- General Kiwanis Information; 4- Key Club Convention; 5- Other Circle K Information; 6- Builders Club; 7- K-Kids Club; 8- Aktion Club; 9- Incoming K-Family Mail; 10- Outgoing K-Family Mail

V-   Miscellaneous 


1- To Be Filed; 2- Incoming Mail; 3- Outgoing Mail; 4- Etc.

The items listed above are those normally found in up-to-date Circle K International Club files. These are important. Take a look through the files you have, and if any of these items are missing, please write or phone the appropriate source for copies. 

The secretary should record the following about each regular Circle K International meeting:

· Number of members present

· List of guests attending

· Presiding officer

· Speaker and subject

· Dues collected from whom (if applicable)

· Committee reports-written and oral

· Announcements

The Secretary During a Meeting
During club and board meetings, the secretary should be prepared to document all club and board meeting activity by taking member attendance and writing minutes (described below). A form to document meeting and project attendance should be created. Record each time a member attends a club meeting or project. When a member participates in a service project, document on a service hour report the number of hours he/she participated. The secretary also is responsible for assisting the club president in developing meeting agendas. The secretary, with the president, should identify topics that need to be addressed during each meeting. The secretary should be prepared to present a secretary’s report during board meetings, as well as present the monthly report for approval by the board. 

Attendance

It is your duty to attend all of the general and board meetings of your club. At these meetings, you should take the attendance of everyone present and minutes of what occurred in these meetings. If you are unable to attend, you should try to get someone who will be attending, like a fellow board member, to take attendance and the minutes.

You are also responsible for letting members know when and where the meetings will be held. Some clubs have a communication chair that works with the club secretary. This chair helps call fellow members to remind them about meetings. It is very important to remind members about the meetings. 
Unless someone is in charge of a particular event, it is also the obligation of the club secretary and the chair to call the members who signed up for a project to remind them about it. Never think, "I do not need to call people. It is their responsibility to remember." This is poor judgment on the part of an officer. Part of your responsibilities is to ensure that members are informed about meetings and projects.
Minutes
No organization has complete records unless it has good detailed minutes of every meeting. The minutes are the written records of the occurrences at a club meeting. If a question on policy or a specific club function or event arises, people will usually consult the minutes for the answers. As secretary, you are required to take careful records of all club business at both the general and club board meetings by writing minutes. When taking minutes, do not become so involved with writing that you are unable to participate in the meeting. Be sure, however, that you do not miss the essentials: date, time, and place of the meeting; members and guests present, their titles, and home club for guests; and a short description of all business, including who reported on it. It is also important to write down the dates, times, and specific locations for each event talked about. In short, the descriptions of the events should be brief but detailed. Take special care to get the precise wording of each motion, who made it, who seconded the motion and the vote. If your club follows "Robert's Rules of Order," it is important that you become familiar with the process it describes. You can find a copy of this book in the public library, or you can try buying it at a local bookstore.

Every set of minutes needs to be self-explanatory. If an agenda was presented at the meeting, the minutes should have a copy of one attached to them. Everyone who reads your minutes in the future will have to understand them. So, after you take the minutes, you will need to type them on a typewriter, computer program, or word processor. It is important to do this regularly, because it is very easy to fall behind. If it is at all possible, type the minutes the same night that you take them, as they are fresh in your mind.  A sample of proper meeting minutes is attached to this manual so that you may use it as a guide for writing the minutes for your club.
Monthly Report Forms

Each month the club secretary must fill out a monthly report and mail it to the District Secretary. The monthly report is the best way by which the District and International know what your CKI club is doing. The key to the MRF is that you stay on top of you projects and member hours. If this is the case, the MRF is as simple as filling in the information you already have. In the event a club secretary is unable to complete the MRF prior to the 10th of the following month, he or she may receive an extension to the 20th 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.

A sample Monthly Report Form may be found in the Resources section of this Manual. There are five categories covered by the MRF for you to fill in. The first is service, the second fundraising, the third social, the fourth administrative and fifth interclubs.
You should become familiar with the details of this process during district convention. Always feel free however, to contact your District Secretary. They will be happy to work with you, especially since a correctly filled-out form makes their job easier. You will find that the MRF becomes very valuable to your club in terms of goal checking and monthly summaries to give to you Kiwanis and general membership.
Directory

You should compile a directory of your club's membership. Information required in such a directory will be names, telephone numbers, home or campus addresses, and e-mail addresses from each of your members. If a member holds an office, include his/her title as well. You may also wish to include Advisors, Lt. Governor, and the Presidents of the area Circle K Clubs, Kiwanis Clubs, and Key Clubs that you work with. This directory should be distributed to all club members, the area clubs involved, and all District Board members. A directory is a great way to increase the flow of communication between members. It also assists in having members remind one another about meetings and club projects. You will be required to submit a summer, fall, and spring directory.  
Club Treasurer
The treasurer is in control of the club’s money, its collection and disbursement. It is important this job is done well. The most important aspect of the office of treasurer is that you are responsible for keeping accurate books that will enable you to give a full financial report whenever requested. The treasurer should do his/her best to see that everything is done properly so that there are no doubts about his/her integrity. You must be familiar with the policies that your school has for financial accounts for clubs.
It should be noted that the treasurer’s records always should be open to inspection by the club’s officers, faculty advisor, Kiwanis advisor, etc. 

Weekly Duties 
· Pay all bills as approved by the board of directors. 

· Attend club meetings. 

· Record all expenditures and income for the week. 

· Inform the club of its financial strengths and weaknesses.

· Secure advice of your faculty advisor and Kiwanis advisor on all financial matters. 

Monthly Duties 
· Collect all monies from club projects. 

· Prepare a financial report for the board of directors meeting. 

· Make sure financial matters (fundraising) are reported to the secretary for the Monthly Report Form.

· Attend the board meeting. 

· Collect dues from new members and forward them to the district and International office. 

· Inform the Kiwanis club of the Circle K International Club financial status. 

· Disburse funds and pay bills promptly as approved by the board of directors. 

Annual Duties 

· Obtain all financial records, receipts, and files from immediate past treasurer. 

· Prepare a budget for the CKI year. 

· Organize all financial records to give to the treasurer-elect. 

· Collect member dues. In coordination with the secretary, forward dues monies and the Invoice and Membership Roster to the International Office. 

Preparing the Budget 
The budget should be the regulating factor for the club’s activities. The budget is a statement of the organization’s planned expenditures and income based on the approval and commitment of the club. Use the budget as a guide for the club’s activities during the year. 

When approving the budget, the club must commit to raising the necessary income, for without the budgeted income, the club cannot spend as it had planned without incurring a deficit. Thus, when total expected income is not achieved, total expenditures must be cut. 

Collecting and Submitting Dues 
Dues which each member pays to belong to Circle K International are used to provide many services: service program materials, leadership training, conventions and conferences, professional development, fellowship opportunities, member-support information, the district magazine, club mailings, and literature on member development, membership recruitment, public relations, and club officer training. 

Each CKI member must pay both International and District dues. In addition, clubs may require that members pay dues to the club. This dues amount should be specified in the club’s bylaws. Members should be aware of the financial implications of membership prior to joining club. 

Maintaining Accurate Financial Records 

It is important to keep an account of all transactions as they are made. A simple method to use is the general journal, containing three columns: income, expenses, and balance. Log in each transaction when it occurs; specify the date and a simple description; list it properly under income or expense; and record the balance. It is recommended that the club purchase a general ledger for the club treasurer. 

When disbursing money, always obtain a receipt as evidence of payment. When at all possible, use a check rather than cash. This will provide you with an additional receipt. When reimbursing a club member for expenses, require them to complete an expense voucher and attach a copy of the receipt to receive reimbursement. 

No more than two individuals should have authorization to write checks. Typically, the club treasurer and president are authorized to write checks. When receiving money, always issue a receipt, especially when you receive cash (i.e. dues and fund-raiser money). Ideally, you should purchase a book of cash receipts so the club can maintain copies of the receipts. 

And finally, never hold cash personally for any length of time. You are responsible for the finances of the club. By depositing cash soon after receipt, you guarantee that your members’ money or community’s contributions are secure. 

Bank Reconciliation 
Periodically, the bank will submit a statement listing all transactions that took place within a certain period of time. They may or may not return your canceled checks, depending upon their policy. Upon receipt of the statement (usually monthly), reconciliation should be made to certify the accuracy of the club’s balance. If this is done upon receipt of each statement, errors can be corrected. 

To perform this reconciliation, follow these steps:

Verify all amounts on the statement with amounts noted in the checkbook. 

Place the amount of the bank balance in the appropriate space on the back of the statement. 

Add any deposits not noted on the statement. 

Deduct all outstanding checks, not yet cashed. 

This adjusted balance should agree with the checkbook balance. If it does not, double-check your arithmetic. If the error is not yours, contact the bank and ask that they review the statement for the possible error. 

Business as Usual

The following sections provide you with all the information that will help you to better figure out what the components of a successful, active club are. Service projects, committees, and meetings are all issues that can be complicated and confusing to new and old board members alike. These areas do not have to be that way however. Keeping in mind that each club is different is regards to size, activity, funds, etc., please take the following guidelines and apply them to your own club in the most effective manner. As the dynamics of your club change (for instance your membership increases) the way that you handle each of the following areas may change. Please be sure that your board is constantly examining its practices and ensuring that it is functioning at the most efficient level possible. 

________________________________________________________________________

Service Projects

Your role as a CKI Board Member is to facilitate others participating in good deeds and activities that are both useful for the community and fun for the person doing the service. Even if you have a relatively small organization, your club can still provide your school and community with numerous hours of meaningful service. When it comes down to it, service is the name of the game for a CKI member, and you are the person that will be finding projects to do, encouraging others to get involved, and making sure that your club is doing as much as it can to make a difference.  

What does Circle K International Policy consider a service hour? 

1. Policy Definitions 

A voluntary act is one for which no payment is received for service rendered. 

A charitable entity is an organization that provides service or monetary assistance to an individual or group of individuals who possess a basic need for said services. 

A K-family function is any project, meeting, banquet, rally, conference, or convention of CKI, Kiwanis, Key Club, Builders Club, or other Kiwanis sponsored organization. 

A service hour is 60 minutes of work performed by a member of a CKI club on a service project approved by the club or club board of officers. 

Service Hours 

A service project is a voluntary act by one or more members of a CKI club for the sole benefit of an individual or group of individuals who possess a basic need for said services. All proceeds raised during a fund-raising activity must be applied toward a charitable entity for the fund-raiser to be considered a service project. 

Preparation and travel time for service projects are considered service hours, not administrative hours. 

* Hours expended by non-CKI members such as faculty advisors, members of the sponsoring Kiwanis club, and honorary members shall not be counted as service hours performed by the club. 

The following are a list of commonly asked questions regarding service projects:

What kind of projects should my club do?

There are many clubs who are out doing service but if it’s not needed, why do it?  Members want to see results; they want to feel that they are making a difference through their work.  And in truth, everyone who is volunteering is basically agreeing that something could be done to ameliorate the situation, by even belonging they think something they will do or the club does makes a different at some level.  Think about problems in your school, in your neighborhood, community, county, state, nation and world.  Your club should always be reaching for bigger and better projects, attempting to affect the most amounts of people. 

What kind of projects do members want?

Members also want to have fun doing what they are doing.  Some members regardless of the amount of fun they will have or not have will do activities because they know they are important and help others.  Most, however, will only participate if they think they will find some pleasure or enjoyment in the activity—a mutual benefit, if you will.  Before you can begin to plan the types of projects that your members want, you have to know them and what they are passionate about. Make sure that you have this connection with your club and try to plan projects that appeal to the greatest amount of members. Most likely, every person will not find every activity exciting, that’s why you need to offer a variety of service options.  If you are having problems deciding what they want, take a poll at your next meeting or have a 5 minute brain-storming session for them to tell you what type of projects get them excited.

How can we get more members through service and how do we make an impact with our projects?

In the process of doing the projects, don’t forget to bridge gaps in your school or community or the Florida District by encouraging non-members to participate.  If you are building houses for Habitat for Humanity talk to your architectural department or religious organizations.  If you are doing a program on breast cancer, try to get a women’s group or a women’s studies department interested.  At the same time, don’t be afraid to join other groups in doing a project; it gets the Circle K name out and any free advertising is good.  You may also attract non-members to become active participants and these people may eventually become dues paying members.  

How many projects should we do and when should we do them?

A good club will have 3 to 5 ongoing projects (depending on the amount of members), 1 service project every week and at least 1 big annual project.  When and where you offer these activities will be up to you and your club.  For commuter schools, projects that offer opportunities for the whole family to participate are better.  For traditional universities, members may have more time in the afternoon or on the weekends to participate.  The rule of thumb is to know your school!!

How many hours of community service should our members do?

Set goals and set them high.  You want to be able to attain them but you don’t want them to be so easy that you organization is only barely helping others.  You should expect at least 10 hours from your members per year but aim for 50. Be upfront about letting your members know that your organization expects them to dedicate themselves to service. A good way to stay on target for your yearly goals, is to set a monthly goal as well, to ensure that you are reaching the maximum potential your club can achieve. 

Who should be in charge of or chair each project?

Every member of the club should chair at least one individual service project (this should be a subcommittee of your Service Committee, see committees). This means that everyone will learn how to, at a very basic level, do your job. You will, of course, help them to arrange the project and prepare volunteer lists, etc.  You can either let the members pick their committees, or you can meet with the chair and appoint certain individuals. By being part of a committee, your member will feel a sense of responsibility and pride for a certain project and a stronger tie to CKI in general.

What if we just do the same type of projects again and again?

At some point your board may feel like it has run out of ideas regarding service projects. Projects may begin to feel repetitious and unstimulating if you always do the same type of work. Many clubs especially seem to get caught up in only working with children, or another similar group. Although the mission of CKI is to help children, keep in mind that there is something you can do in any field of work. You can work with the elderly, the environment, the homeless, or with the disabled. Don’t allow your club to get stuck in a service rut- make sure there is variation in your projects. 


If your board doesn’t have any fresh ideas for service projects, the first place to go is to your members. They know who they like working with, and what type of projects keep them coming back. Beyond that, you can talk with other service organizations on campus, search the internet, or just take a look around and see if there’s anything you can do to improve something right around you- you might be surprised at the service projects you think of just noticing your social/physical environment.


Here is a list of a few organizations on the internet that can help to jump start the brainstorming process:

Volunteers needed

www.helping.org
www.voluntermatch.com
www.idealist.org
www.volunteers.org
www.philanthropy.org
Volunteer organizations

www.habitat.org  ( Habitat for Humanity

www.cancer.org  ( American Cancer Society

www.lungusa.org ( American Lung Association

www.cmn.org ( Children’s Miracle Network

www.vote-smart.org  ( Project Vote Smart

www.cns.gov  ( Corporation for National Service

www.advocatesforyouth.org ( Advocates for Youth

www.famlit.org ( Family Literacy

www.connectforkids.org ( Connect for Kids

www.makeadifferenceday.org ( Make a Difference Day

www.bbbsa.org ( Big Brothers Big Sisters of America

www.pointsoflight.org  ( Points of Light Foundation

www.aidsquilt.org ( The Names Project: AIDS Quilt

Other links

www.fsu.edu/~focv ( Florida Office of Collegiate Volunteerism

www.energizeinc.com ( Energize Volunteers

www.iyv2001.org  ( International Year of the Volunteer 2001

Committees

Depending on your club’s size, the number and type of committees will vary.  One committee that you absolutely want to have is a service committee.  Your service committee will help to do any of the background work in preparing a project.  They will also come up with ideas and help you to decide what the general membership is interested in doing.  And, nothing is better than determining your club’s strength and health by the activity of your committees.  When your club is not strong, members usually won’t be on committees or if they are on them, they will not be active. Other committees that could be useful are committees for public relations (advertising, etc), membership (increasing, and strengthening) fundraising, and K-Family relations (acting as a liaison between your CKI club and other K-Family clubs).

What type of committees do we need?


Organizing your club and its committees is really quite easy. Think about where the majority of the work lies in your organization. Service is definitely one, public relations, fundraising, and membership are others. Let’s use one as an example (service) and break down the steps in creating a committee.

How do you form a committee?


First, the president should appoint a chair. Preferably someone who has been involved in the last few months or in the last year. If your club has a bunch of new members, it’s fine to appoint the new members but you will have to work very closely with them to help them with all the steps along the way. Next, your committee needs members.  Some clubs like to appoint their members, others like to let members choose which one they will be a part of – the option is yours. When creating committees you want to make sure some do not have too many members, so encourage people to spread out.

How do we create a successful committee?


Next, secure the information of all of the committee members, such as their phone numbers, etc.  Help the chair to plan out the goals of this committee (preferably they have already been set by the board) and then set the agenda for the semester.  Because the service committee is such an important committee, you also want to keep track of what you all do this year to make it easier on next year’s members.  You will also have to decide where and when meetings for the committee will be held.  Think about your club and when the best time is for your committee to meet.

Club Meetings

Before the meeting begins, each board member should have a copy of the agenda. Remember that the president has a time schedule to stick to for that meeting. In order to ensure that the meeting runs smoothly, each person should know his/her part and be prepared to address the general body. 

Past projects should be mentioned, and thanks should go out to those involved. As for future projects, only mention them briefly, unless they are going to be in the next week. It is important to tell the date and time of future projects, however, because many people will have to take off from work to attend, and if you wait until the last minute to tell them when a project is, they may not be able to change their schedules. The main object of a project report is to keep the membership informed.

After a report regarding project has been presented, you should then give committees a chance to let the general body know what progress they are making. Each project chair should stand up as you introduce them, and give a brief description of the project: time, date, meeting place, how long it will last, and all other relevant information. Know before the meeting has begun which committees have a report to make before the club. If the committee does not have any new information, do not have them address the general body, as this will only take up time. 

When you get the sign-up sheet back, make a note of the promised attendance and give it to the project chair, he or she will be responsible for calling all those who signed up the day before the project. The only time you should announce a project is when the chair of that project is not there or when it is another club's project.

Telephone all your chairs before the meeting. Make sure they know they will be standing in front of the club to announce their project and be certain that they know what they are going to say. Being unprepared throughout the year is irresponsible. People get bored at a meeting where sign-up sheets have not been prepared in advance, or when project chairs stumble over what they are presenting because they were not prepared. If a meeting is boring, chances are there will be fewer people at the next meeting. Make your presentations short and efficient. The members will appreciate the fact that the meeting is well-coordinated and not wasting time with things that should have already been finished.

Speakers  

The board as a whole, but the Vice-President in particular, is responsible for getting speakers for the meetings. This is not as difficult as it sounds. Every time there is a new project, someone should speak about it, and explain the need for that project. If you are working with the Blood Bank for instance, there is bound to be someone from their Public Relations department who is willing to donate 15 minutes of their time for a presentation that will eventually provide their organization with 25 solid, young volunteers. Speakers don't just have to talk about service; just about any topic is fair game. The goal is to keep your members interested as well as informed. Other sources for speakers include professors from your own campus, Kiwanians, other CKI Club representatives, District or International officers, and, of course, Key Club should give at least one presentation per year. You should have speakers at least bi-weekly. The speakers should present their material for no more than 15 minutes. Be sure to prepare a Certificate of Appreciation (available from the International Supply Catalogue) beforehand. Present this to the speaker after his/her presentation with your thanks and an invitation to come back. 

10 Ways to have a Successful Club Meeting

1.  Start on time.  Even if members/officers are late, they will know for the next time that the meeting will start on time and start even if they are not there. This will be an incentive for members to show up on time. Never hold a meeting that lasts longer than an hour (excluding service meetings). After this point, you are most likely to have lost members’ attentions. If you are having problem with time, time each section and figure out where the time problem is coming from. Talk to the person responsible for that section and see what can be broken down so the meeting doesn’t run for more than an hour the next time.  Don’t be afraid to limit question time (particularly if it is all from one person) because the questions can always be dealt with after the meeting. 

2.  Involve all of your members. For example, ask a different member to do the pledge or invocation each week. During project reports, suggest that the VP choose a member who was in attendance to talk about it.

3. Make sure you include officer reports in your meetings and that your officers know that they will be reporting.  Treasurers should report on the working balance, who owes dues, fund-raisers, upcoming fund-raisers, etc.  The secretary's report should include approval club minutes (optional), report on member attendance and hours.  The vice president's report should include the main business of the meeting and may also include a guest speaker, project reports (past and present), sign-up sheets passed around for projects, brief reports from project chairmen, etc. DO NOT use club time to plan the details of projects, save that for the committee/board meetings.  The president's report should include membership drives, socials, interclubs, banquets, district and international events, k-family report, awards.  Depending on your club, you may have additional reports or the reports may be divided by several members/officers.  You may want to include a guest speaker to speak about projects or other aspects of Circle K. Some clubs choose to include a faculty/Kiwanis advisor report depending on their level of involvement in the club.

4.  Get club members to meetings.  This is perhaps the hardest part of having a successful meeting but one of the tricks is to have a meeting at the same, time and place, every week.  Members, at the minimum, know where and when meetings will be held.  For members who don’t show up, think about doing something like a missing in action list. If you notice that someone has been missing for a few weeks, have an officer call them to check and make sure that they are still interested in CKI. Sometimes, just this extra effort will show the member how appreciated they are, and get them to renew their interest. Also, it may be a simple problem such as lack of transportation or a scheduling conflict (which should always be worked around- doing the service is more important than attending the meeting!).

5. Make meetings interesting, your members should want to come and enjoy being there.  Play games, bring food, and have fun! Icebreakers should be new and innovative. Develop club meeting traditions and come up with something different that the members look forward to each week.

6. Have a well-planned agenda that gives members time for input.  A well planned meeting means each person who is going to talk knows what and when they are going to talk, that items that should be reserved for board or committee meetings are not brought up during the meeting.  There should also be a printed copy or one on an overhead/power point presentation so that all members know what is going to be discussed.

7.  Make sure the seating is conducive to having a meeting.  Try to obtain a room that fits about the amount of members you have. If the room is too big or too small, it seems awkward for your group. 

8. Promote your meeting ahead of time.  You will have better attendance! Remind people in as many ways as possible; email, phone calls, IMs, advertising around campus, etc.

9. Stick to the agenda. This sounds obvious, but often we get sidetracked. If you stick to the agenda, the meeting will be over sooner and you’ll feel like you’ve accomplished more. Also, your members will know that your meetings are purposeful and quick, making it more likely that they will seem less like an inconvenience, and more like a fun informative meeting.

10. Have a Service Meeting. Make a meeting really short and then provide your members will a fun, easy service project, such as making cards for a local elderly home, or making blankets for a children’s hospital.

Awards and Banquets
Awards

Awards are important at each level of the CKI organization. Your club should give out awards each year, or even each semester, depending on the preference of your board. You can make up official awards such as “Most Dedicate Member” or fun ones too, such as “Most Likely to Make Us Laugh”. These awards will make your members feel as if they are truly appreciated and that their time and effort doesn’t go unnoticed.

Also important to take note of is the awards give at the District and International Level. At the beginning of the year, the board should look at the criteria for each of these awards and set goals that will enable them to apply for each of them. Ultimately, these awards provide clubs with a goal that will push all of the board and members to build their club and make a difference. If your club even reaches the qualifications set out in the awards packets, you can be assured that your club has been successful. Additionally, your club will feel that they have achieved something spectacular as a team when convention comes around and you are in the running for such a high honor as Club of the Year. Just imagine what it is like to bring such an award back to your club. It will further the cycle of service by motivating others to surpass what you have done this year and improve next year. 

Banquets

Planning an Induction Banquet and/or Farewell Banquet is something that will improve the morale of your members. An Induction Banquet (or Induction Ceremony) will recognize new members and make them feel officially part of your CKI club. It will also give old members a chance to see all of the other people that have become motivated to serve others due to the service that they have provided in the past. Each new member should recite the CKI Pledge and the mission statement. Also, your club can come up with a tradition that it does at Induction such as lighting a candle or any similar unifying gesture. Your members, old and new, will feel increased enthusiasm and excitement to jump into the year after bonding with one another in the Induction Ceremony.

The Farewell Banquet is a great way to look back at the year and celebrate all that your club has accomplished. You can show a slide show of past events, recognize outstanding members, say goodbye to outgoing seniors, do a formal exchange of board positions, and remind each member of the ways they have made a difference. Besides being fun, this banquet will have a great effect on retention for next years membership, because your members will remember this event through the summer, as opposed if you were to just have a final meeting as a goodbye.

_____________________________________________________________________________________________

Resources

On the following pages you will find resources that will help your board to set meeting agendas and deal with Monthly Report Forms. These are provided in this manual so that all officers can become familiar with these processes and have a better understanding of the duties of other officers. 

General Club Meeting Agenda (SAMPLE)
May 10, 2000

I. Call to Order 





John Doe, President

II. Pledge of Allegiance




Harry Smith, Member

III. Treasurer's Report




Dan Jones, Member

-Balance

-Car Wash





Sat. May 13 at 10 AM

-Bake Sale





Wed. May 17 at 10 AM

IV. Secretary's Report




Anne Miller, Secretary

-Reading of Last Meeting's Minutes

-Mailings

V. Vice President's Report



Julie Day, Vice Pres. 

Guest Speaker: Faye Reynolds


Special Olympics

-Horses and Handicapped



Sat. May 20 at 10 AM

-Nursing Home Visit




Thurs. May 25 at 5 PM

-Special Olympics




Sat. May 27 at 9 AM

VI. President's Report




John Doe, President

Old Business

-Recap of Clothes Drive



Tim Meadows, Member

-Recap of A.LD.S. Home 


Jane Doe, Member

New Business

-L.T.C. Conference




Fri.-Sun. May 12-14

-Membership Drive




Mon.-Wed. May 15-17

VII. Interclub Report




Kim Faye, Chair

-Kiwanis Luncheon




Tues. May 16 at Noon

-Washington High School Key Club Mtg.


Wed. May 17 at 3 PM

-Builders Club Banquet




Fri. May 19 at 7 PM

-Kaye College Circle K Meeting



Mon. May 22 at 1 PM

-Key to College Seminar at Tyler High School

Wed. May 31 at 2 PM

VIII. Social Report




Lori Tate, Chair

-Denny's






After Meeting

-Movie Social Crimson Tide



Fri. May 12 at 7 PM

-Memorial Day Picnic




Mon. May 29 at 11 AM

-End of the Year Banquet




Fri. June 2 at 8 PM

IX. Announcements 

X. Circle K Pledge




Adam Bain, Member 

XI. Adjournment




John Doe, President

GENERAL CLUB MEETING (SAMPLE)
MAY 10, 2000

ROLLING HALL, ROOM 455
Members Present:  President John Doe, Vice-President Julie Day, Secretary Anne Miller, Treasurer Dan Jones, Interclub Chair Kim Faye, Social Chair Lori Tate, M.D. & E. Chair J Joseph Kurtz, Public Relations Chair Nancy Thompson, Harry Smith, Adam Bain, Sara Cliff, Edward Pratt, Marge Tyier, Julia Wilder, Tommy Binks, Jodie Hopkins, Clarice Perkins, Laura Jameson, Carol Richards, Frank Hemms

Guests Present: Faculty Advisor Tom Kirk, Kiwanis Advisor Jake Hampton, Circle K Lt. Governor George Moore, Kiwanis Member Michael Martin, Howard High Key Club President Jamie Ford, Howard High Key Club Secretary Melaine Mays, Howard High Key Club Member Felicity Nyles, Howard High Key Club Member Rachel Katz, Special Olympics Representative Faye Reynolds

I. Call To Order: Meeting was called to order at 7:15 p.m. by President John Doe.

II. Pledge of Allegiance: The pledge was led by Harry Smith.

III. Treasurer's Report:

Treasurer Dan Jones gave his report. We have a balance of $500. On May 13, we will have a car wash to raise money for the club at Pace's Gas Station at the corner of Billings and Klein. It will take place from 10:00 a.m. to 4:00 p.m. All those needing transportation meet at the Hill at 9:30 a.m. Sign-up sheet was passed around. Members are also needed for the Bake Sale on Wednesday, May 17. All proceeds will benefit I.D.D. It will begin at 10:00 a.m. and last till 2:00 p.m. Members may sign-up for hourly shifts. Sign-up sheet passed around.

IV. Secretary’s Report:

Secretary Anne Miller read the minutes from the last meeting. Motion to accept the minutes was made by Treasurer Dan. Interclub Chair Kim seconds it. Motion passes. She reads the mailing from the week. A letter from Circle K Governor Tom Ford congratulating us on the amount raised so far for I.D.D.

V. Vice-President's Report:
· Vice-President Julie Day introduces our guest speaker from Special Olympics Faye Reynolds. -Speaker's comments. 

· Horses and Handicapped on Saturday, May 20. Julie explains what we will be doing at the project. We will be attending from 10:00 a.m. till noon. The location is 1090 West Franklin Drive, next to the McDonalds. We will meet at the Hill at 9:30 a.m. Sign-up sheet was passed around.

· Nursing Home Visit on Thursday, May 25. Julie reminds us that we will be playing Bingo with the elderly. We must each bring a gift to give to the Bingo winners. We will go from 5:00 p.m. till 7:00 p.m. The nursing home is at 5059 Bayshore Lane two blocks south of Interstate 968. We will meet at the Hill at 4:30 p.m. Sign-up sheet was passed around.

· Special Olympics on Saturday, May 27. We will be paired up with a participant. Julie reminds everyone that we will be out in the hot sun. So, bring sunglasses and caps. Put suntan lotion if needed. The Olympics will take place from 9:00 a.m. till 2:00 p.m. Lunch will be provided. It will take place at the fields of Howard High School. We will meet at the Hill at 8:30 a.m. Sign-up sheet was passed around.

VI. President's Report:

Old Business:

· Clothes Drive. President John Doe calls on Sara Cliff to report on the Clothes Drive. She says it was very successful. We were able to collect a lot of clothes from faculty and students. All clothes went to the Downtown Shelter. 

· A.I.D.S. Home. President John calls on Edward Pratt to report on the visit. He mentions that 12 members went. The members who participated visited with the A.I.D.S. patients from 10:00 a.m. to noon. They took them old magazines and books. Everyone enjoyed the visit, and the home asked us to come again.

New Business:

· Leadership' Training Conference. President John reminds the members about the Conference that will take place on Friday-Sunday, May 12-14 in Ocala at the Camp Kiwanis.  Everyone attending will meet at the Hill on Friday at 1:00 p.m. The bus will depart by no later than 1:15 p.m. We need to arrive at the site by 5:00 p.m. We should be back on Sunday by 7:00 p.m. Remember! The weekend will be casual. Bring pen and paper for note taking.

· Membership Drive. We will need members to man the membership booth at the Central Patio on Monday, Tuesday, and Wednesday of next week. We will be there from 10:00 a.m. till 2:00 p.m. You may sign-up for hourly shifts. Sign-up sheet passed around. President John will open up on Monday and Wednesday morning. Vice-President Julie will open up on Tuesday morning and close-up on Monday afternoon. Secretary Anne will close up on Tuesday and Wednesday afternoon. These individuals will have all the material needed for the table. 

VII. Interclub Report:
· Kiwanis Luncheon. It will be on Tuesday, May 16 at noon at the Sizzler Restaurant. President John will be attending and would like to see three other members going with him. All those attending will meet at 11:30 a.m. at the Hill. Sign-up sheet passed around.

· Washington High School Key Club Meeting. On Wednesday May 16 at 3:00 p.m., we will visit the Key Club. We will meet at the Hill at 2:30 p.m. in order to drive over to the high school. President John will be on their agenda speaking about the Special Olympics project that will be an interclub event with the different Key Clubs in the area. Sign-up sheet passed around.

· Builders Club Banquet. The two Builders Clubs in the area, Montgomery Junior High and Robinson Junior High will be having their annual banquet at the Red Lobster Restaurant on 50th Avenue and Lakes Road. It will take place on Friday, May 19 at 7:00 p.m. They would really like to see as many of us there as possible. The cost will be $12.00 per person. The price includes the meal that will be a salad, Grilled Chicken with Lemon or Grilled Grouper with Lemon, a dessert, and iced tea or soft drinks. Sign-up sheet passed around.

· Kaye College Circle K Meeting. We will be attending the Circle K meeting on Monday, May 22 at 1:00 p.m. We will meet at the Hill at noon. There will be a lunch social afterwards at their school's cafeteria. Sign-up sheet passed around. 

· Key to College Seminar at Tyier High School. The Tyier High School Key Club has helped us set up a Key to College at their high school for Wednesday, May 31 at 2:00 p.m. They are looking forward to the event and have begun publicizing it to all the seniors in their high school. Further discussion at the next meeting.

VII. Social Report

· Denny's. We will be having a social at the Denny's across the street right after the meeting. We can drive or walk over your choice. 

· Movie Social. For those not attending the Conference this weekend, we will have a social at the Flix Movie Theatre on Friday. We will be watching Crimson Tide. We will meet at the Hill at 6:30 p.m. The movie begins at 7:00 p.m. Afterwards, we will probably go to Pizza Hut for dinner. A sign-up sheet passed around.

· Memorial Day Picnic. On Monday, May 29, we will have a picnic at Byron Park with Kaye College Circle K and local Kiwanis Clubs. We are in charge of bringing sodas. More information will be given out at the next meeting.

· End of the Year Banquet. It will take place at the Olive Garden at the Gardens Mall. It is in the planning stages, but it will be on Friday, June 2 at 8:00 p.m. So, do not make any plans.

IX. Announcements

President John asks for announcements. Circle K Lt. Governor George Moore mentions International Convention in Mango, Florida.

X. Circle K Pledge

Adam Bain leads the pledge.

XI. Adjournment

President John entertains a motion to adjourn. Secretary Anne so moves. Treasurer Dan seconds. President John adjourns at 8:25 p.m.

Florida District of Circle K (SAMPLE)

“Little International”

Official Monthly Report Form
Circle K Club of: ___________________ 
  Month: _____________   Year:_____ 

Mailing Address: _________________________________

Club Meeting Place: __________

Day:___________
Time: _____________
Club E-mail Address: 
___________________Club Website: _________________________
Kiwanis Advisor: _______________________________  Faculty Advisor: ____________________________

Sponsored By: 

	Week:
	1
	2
	3
	4
	5

	Meeting held (date)
	
	
	
	
	

	Members in club
	
	
	
	
	

	Members present
	
	
	
	
	

	Kiwanis advisor present (X)
	
	
	
	
	

	Faculty advisor present (X)
	
	
	
	
	

	Other guests
	
	
	
	
	

	Board meeting held (date)
	
	
	
	
	

	Number of board members
	
	
	
	
	

	No. of board members present
	
	
	
	
	


Total hour summary from the following page(s):

	Service SE
	Fund. FR
	Social SO
	Admin. AD+GA
	Total Hours

	
	
	
	
	


	Previous service hour total (For March Report= 0)
	Service hours this month
	Total hours

	
	
	


Amount raised this month for IDD:

$_____ 

Total from last month’s report: 

$_____

Total as of the end of this month:

$_____

Beginning of month treasury balance: 
$_____

End of month treasury balance: 

$_____


	Week of Club Activities:
	1
	2
	3
	4
	5

	Newsletter (date)
	
	
	
	
	

	Sponsoring Kiwanis Meeting Attended (X)
	
	
	
	
	

	CKI Divisional Meeting Attended (X)
	
	
	
	
	


	Have you received a District Mailing? (X)
	

	Name of Lt. Governor:



	Has your Lt. Governor contacted you?
	

	How?
	Letter?
	Phone?
	E-mail?
	Visit?
	Newsletter?

	Y/N
	
	
	
	
	

	If no, how could this be improved?




Membership Breakdown

	Fresh.
	Soph.
	Junior
	Senior
	Grad.

	
	
	
	
	


Total Dues Paid Members

	District
	International
	New This Month

	
	
	


	Comments/Questions/Officer Changes (please attach addition pages if necessary)

	


Please list all club activities below using the following codes:

SE—Service (or Fundraising for Projects or other organizations)

SO—Social (5+ members required)

GA—General administrative officer duties

AD—Administrative (activities other than the normal job descriptions of various offices; membership drives, special meetings, etc.)

FR—Fundraising (for club use)

Total Hours should include preparation time and time spent on travel (unless travel is part of another event)

	Date
	Type/Code
	Description
	Governor’s Project*(X) 
	Number of Members
	Total Hours
	Money raised or spent

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


* Please place an X if a service project is related to the Governor’s project.

Interclubs:

An Interclub is when 2 or more members of your club visit an event of another K-family organization.  Please list all Interclubs below, even if they can be counted as another type of activity.  (Put an X in the “50+” column if travel is >50 miles.) 

	Date
	Club(s) Visited/ Description of Event
	# of Members
	50 + 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


President (sign):
___________________________________

Name:

___________________________________

Phone: 

___________________________________

E-mail: 

___________________________________

Date Report Mailed ____________________

Secretary (sign):  _________________________________

Name:

_________________________________

Phone:

_________________________________

E-mail:

______________________________

FLORIDA DISTRICT CKI OFFICER MANUAL HISTORY

This Officer Manual is a compilation of past separate Officer Manuals. It has been compiled, revised, edited, and formatted by Jennilyn Thiboult, Member Development and Education Chair/ Club Building Chair in 2005. Additionally, some of the information was modeled after the Key Club Officer Handbook of 2004-2005. The separate manual histories are as follows:
President’s Manual

· Original written by 1979-80 Memberships Developemtn and Edcuation Chair Ana Fernandez; included material by Jerry McKean, District Administrative Coordinator 1972-73; Mike Fitzpatrick, International Vice President 1977-78 and Ken Nemeth, Governor 1967-68;
· Revised by 1981-1982 International Vice Preisdent Cecelia Reese and Governor (1979-1980);
· Revised by 1986-1987 PBJC CKI Prresident David Lichauco;
· Revised by 1989-1990 District Secretary Kristie Kehoe;

· Edited by 1997-1998 Joseph F. Kolacinski District Administrator and Governor (1986-1987)Joseph;

· Edited by 2000-2001 Lieutenant Governor John Sullivan Lieutenant Governor; 

· Revised and reformatted by 2001-2002 Membership Development and Education Amy Charpentier

Vice President’s Manual

· Florida District's 1985-86 Vice Presidents’ Manual; 
· Revised by 1989-1990 Sunbelt Lieutenant Governor William Incatasciato;
· Revised by 1997-1998 Joseph F. Kolacinski District Administrator and Governor (1986-1987);
· Edited by 2000-2001 Lieutenant Governor John Sullivan Lieutenant Governor; 
· Revised and reformatted by 2001-2002 Membership Development and Education Amy Charpentier

Secretary’s Manual

· Original manual composed by Past Circle K Florida District Secretary Joseph Kolakinski.
· Revised by 1996-1997 Circle K Florida District Secretary Robert Marquez;

· Revised by 1999-2000 Florida District Secretary Caridad de la Vega;
· Revised by 2000-2001 Florida District Secretary Michelle Lachance;
· Revised, edited and reformatted by 2000-2001 Florida Membership Development and Education Chair Amy Charpentier
Treasurer’s Manual

· Original manual written by 1990-1991 District Treasurer William Incatasciato;

· Revised by 1996 District Treasurer Jennifer A. Chaplain;

· Revised and edited by 1998-1999 District Treasurer Desirée Hammond;

· Revised and reformatted by 2001-2002 Membership Development and Education Amy Charpentier
