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Welcome to the World of Circle K Club Secretary!
0n behalf of the Florida District of Circle K District Board, congratulations on your election as club secretary. If you were looking for an easy job or a simple way to get a vote at board meetings, then you ran for the wrong position. This is one of the most critical and important jobs on the club board. It is both challenging and time consuming.  As the hub of communication and information for your entire club, you are the club's chief administrator. As club secretary, your duties include but are not limited to the following:

· Filling Out the Monthly Report     

· Producing a Club Directory

· Incoming & Outgoing Correspondence 

· Collecting Hours

· Minutes of the Club & Board Meetings 

· Maintaining Files

· Training the Incoming Club Secretary 

· Filling out the Club Secretary Award
· Attending General and Board Meetings     

· Taking Attendance at Meetings
· Any other assignment asked of you by the Club Board and/or President

To be a good Secretary, you must first be a good member and a good officer. As an officer, you are a part of a greater whole, the club's Board of Directors, and so, you must be an active and vocal member of this board. Contribute new and different ideas. Express yourself. Let your opinions be known. Being part of the board also brings along the responsibility of assisting in setting the goals for the club's coming year. You along with your fellow board members will investigate the problems within your club and figure out ways to improve them. Together, you will create a game plan that will tackle the issues facing your club. Once it is formatted, the board must then inform the general membership on the direction you, as their elected officials, have chosen to take them through. It is your responsibility as an officer to encourage the members to accomplish these goals.

As a member, you should show up to as many events as possible. You will be looked to for leadership and guidance. The more active a member you are, the easier your job as club secretary will become. As a member, you will also help the club achieve the goals you and your fellow board members designed for the club. It is important for you to work to accomplishing these goals so that the membership can see the significance of the goals. Being active will also give you extensive, First-hand knowledge of the club activities you will be reporting on.

At times, your job will be interesting and fun. At times it will be boring and thankless. It will always be important and essential to a smoothly running club. Remember: 
A CLUB WITH A STRONG SECRETARY IS WELL ON ITS WAY TO BEING A STRONG CLUB!

GOAL SETTING:

As a club board member, one of your obligations is setting two types of goals: the club goals and your personal goals. The club board devises the club goals. These are the goals that the club, together will try to achieve. The club board evaluates the different aspects of the organization and decides which of these areas require the most amount of work. Some of these areas include service, leadership, K-Family relations, socials, membership, and education. The board will decide what course of action to take with the areas identified as problematic. The board tries to find solution to these problems; for example, some clubs set up committees in order to concentrate on the goals. Once the goals have been set, the board must inform all the members about them and encourage them to help fulfill the goals. It is your duty to let your fellow board members know how you feel about what you see as a problem in the club, what you see as a solution, and what you think about the ideas the other board members are bringing in to the discussion.

As club secretary, you should also have your own set of personal goals. These are the ideas that you have about improving the position of club secretary. You should decide on what objectives you would like to see accomplished in the position of club secretary and then create some type of a plan, which indicates how you will go about in executing them. Once again, the issues here vary from club to club. It all depends on what the specific needs of your club are and how you as club secretary are willing to adjust them. Your personal goals should also have some sort of indication toward the club goals and how you will use your position to achieve them.

Goals are important because they give not only you, but the club some direction, some guidance for the coming year. It is the best way in which actual work gets completed.
FILING SYSTEM:

Each club should have an organized filing system that best suits their needs. If your club does not have a comprehensive filing system, one of your first duties as secretary will be to set one up. If the club has a Filing system, you may wish to reorganize it by trying to find out what is important enough to keep. You should also try to make sure that the files contain the history of the club. Past officers and your sponsoring Kiwanis Club will be glad to help. The District Secretary and Lieutenant Governor are also good sources of information, because they should have files on your club.

Your filing system is the club's depository of all information. Therefore, you should be sure to include minutes, monthly reports, manuals, and all correspondence from District and International. You also need to keep a copy of every letter sent out from the club for future reference. The basic structure of a club filing system is included in this manual.

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
I- 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.

Throughout Your Term

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.

CORRESPONDENCE:

You are in charge of all incoming and outgoing correspondence. It is important that you keep the membership aware of any information received through the mail. To do this, you should discuss the week's mail as part of your Secretary's Report at the weekly meetings. After it has been discussed, make it available so that members can look over it in detail. Be sure you get everything back after the meeting for your files.

In terms of outgoing mail, you must answer everything accurately and promptly. Complete and return forms from the District and International as soon as you receive them. Send out thank you notes and invitations promptly, and keep the District informed about club activities using newsletters and Monthly Reports. You may correspond by using postcards, memos, or formal letters. The following are proper heading styles for formal letters and memos:

Correspondence to Other Clubs

Name, Title 

Committee (If applicable) 

Club Name

Street Address  

City, State Zip Code

Correspondence to the District

Name, Title 

Committee (If applicable) 

District 

Street Address  

City, State Zip Code

Correspondence to International

Name, Title 

Street Address  

City, State Zip Code      

Memorandum Style 

Name, Title
To: 

From: 

Date: 

Subject:
You should start working on K-Family relations right away.

Attached, you will find a copy of a sample letter that you, your club president, or all club board members should send out to area K-Family leaders.
Club Letterhead

Circle K Club of (School)

(Club Address)

Date 

Dear K-Family Leader,

I am writing in regards to the (school name) Circle K Club elections. I am pleased to announce that I have been elected to serve my club as (club office) for the 1996-1997 year.

I am currently a (year in school) majoring in ___________. (Continue to list previous officer and/or experience; include K-Family experience).

I look forward to meeting you and working with you throughout the year. As a club board, we have decided to accomplish: (list goals that may affect the reader, especially any K-Family oriented ones.)

My address and telephone number are listed below so that you can contact me. I look forward to hearing from you soon.

Yours in service,

Signature

Name 

Address 

Telephone #

cc:    
(Name), FL District CKI Governor 

(Name), FL District CKI Secretary 

(Name), FL District CKI (Name of Division) Lt. Governor 

(Name), FL District CKI Assistant Administrator 

(Name), FL District CKI Administrator

If to Kiwanis Club President: 

cc: (Name), Kiwanis Governor 

cc: (Name), Area Kiwanis Lt. Governor 

If to Key Club President: 

cc: (Name), Key Club Governor 

cc: (Name), Area Key Club Lt. Governor 

cc: (Name), Key Club Administrator

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. NEVER ASSUME THEY KNOW, CALL THEM! 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.  Once again, NEVER ASSUME THEY KNOW, OR REMEMBER, CALL THEM! Sometimes, people are not called to remind them about a service project or a meeting, and they do not show up. Then, you begin to ask why they did not come. You must realize the answer might lie in the fact that you did not call to remind them. Never say, "I do not need to call people. It is their responsibility to remember." Well, let me just say that this is poor judgment from a club officer. You have been elected to serve the club, and a duty that comes with it is letting members know about what is going on. So, you should always remind people because they can forget.

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 meeting minutes are attached to this manual so that you may use as a guide for writing the minutes for your club.

General Club Meeting Agenda

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



Member

-Recap of A.LD.S. Home 



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. Advisor's Report




Tom Kirk, Advisor 

X. Fines






Dan Jones, Treasurer

XI. Announcements 

XII. Circle K Pledge




Adam Bain, Member 

XIII. Adjournment




John Doe, President

JONES COLLEGE CIRCLE K CLUB MINUTES OF THE GENERAL CLUB MEETING 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.

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.

Advisor’s Report

Advisor Tom Kirk mentions a coffee sale which the school would like to see us put together for the study days right before finals. He also discusses the funds, which the school provides, and that the school would like to evaluate our budget by next Friday.

Fines

Treasurer Dan collects fines from various members.

Announcements

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

Circle K Pledge

Adam Bain leads the pledge.

Adjournment

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

MONTHLY REPORT:

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 the Circle K club is doing. The Florida District of Circle K Policy Codes section 1100 explains the official monthly report form.

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 June, July and August provided that the club secretary notifies the District Secretary of said status in writing prior to 10 June. 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 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.

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 alumnium 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 that 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 fund-raisers.

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.

On the monthly report, officers need to account for the time they spend during the month carrying out their normal duties. Each officer may list these hours in a single line under the label "General Administration". For example, the secretary would count hours spent typing the minutes, filling out the monthly report, and updating the attendance records as General Administration. However, if the treasurer were to help her/him with the monthly report, these hours must be listed separately by date. General Admin. only refers to your own duties during the month. Also, do not count board meetings or regular meetings, as these are accounted for elsewhere on the monthly report. This is where you record the difference between Jane Doe the officer and Jane Doe the member.

The following duties may be counted as General Administration hours:

President:  preparing for general/board meetings, preparing/typing agendas.

Vice President: making contacts with organizations, setting up service projects, follow-up on projects, calling members.

Secretary: typing minutes, filling out monthly report, calling members for hours, updating attendance records.

Treasurer: balancing account, writing checks, filing dues.

Editor: preparing newsletter, calling for articles.

ALL OTHER ADMINISTRATIVE DUTIES MUST BE LISTED SEPARATELY BY DATE.

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).

The new monthly report form has various changes. There are only four types of hours: service (SE), fundraising (FR), social (SO), general administrative (GA), and administrative (AD). The front grids are self-explanatory. There is a new section at the bottom of the front page to list any comments, officer/advisor changes, or changes to any of your officers' address and telephone numbers. The back page contains two charts: one to list your club hours and the other to list your interclubs. If you run out of space, you may use a separate sheet of paper. Remember! Mail out a copy of the monthly report to the District Secretary, Governor, Editor, Lt. Governor, Administrator, Asst. Administrator, and Kiwanis/Faculty Advisor(s). A blank copy as well as a completed copy is attached.

ELECTRONIC MONTHLY REPORT FORM

(presently, this is not an option but hopefully will be available in coming months)

The monthly report form can also be submitted electronically via a program created by Chris Swanson.  You can recieve the program by e-mailing the district secretary, who’s address is accessible through the Florida District Webpage.  Once you submit the form the information will be forwarded to the respective district board members and advisors.  You are responsible for giving Kiwanis and Faculty advisors a copy of the monthly report form.  If you have problems with the form please contact your District Secretary.

KEEPING TRACK OF THE CLUB’S ACTIVITIES
Why Do We Need to Keep Track of All These Hours Anyway?

Keeping track of your club’s activities is important for many reasons.  It is a vital part of the District and International to know your club is active and strong.  It is so important that each club is required to file EVERY monthly report in order to be in good standing with the District and International.  This is in the District Policy Code.  If a club is not in good standings, its members cannot vote in the District and International House of Delegates, cannot hold any District or International office, cannot attend a Convention, and are not eligible for any District or International Awards.

So it is for the benefit of not only the District and International for you to keep track of club activities, but it is also for the benefit of each and every one of your club members.   

A Little About Accuracy

Yes, you may miss something in the reports and you may have to approximate every once and a while.  But, you can also make changes to monthly reports at anytime.  It is important, though, that you keep track of everything as best you can.  And keep hard copies of every monthly report (even if you send it electronically) in your files.  When the end of the year comes, all your records will make filling out AWARDS a lot easier.

What if You Are in a Large Club?  How Can You Possibly Keep Track of All Those People??

Yes, size does matter.  When you are in a small club it is easier to know everything the club does.  But for bigger clubs, as well as smaller ones, I suggest using Project and Committee Reports.  What that is: is a short half a page to a page “report” on what the project/committee activity was about, who was in attendance, how long was it (date and time), and feedback on how the project/committee activity went and what could be done to make it better next time.  The Head of any Project or a Committee Chair would fill out this form, keep a copy in their files (or whom ever is in charge of all Projects and Activities—usually the Vice President), and make a copy for the President and Secretary. 

Also, each member should keep track of their activities for their own awards.  You should collect a Monthly Activities Sheet from each member (listing the activity, date, code, and number of hours, if applicable).  It is your responsibility to collect all the hours from your members. At each meeting, you should ask for members to turn any hours that they have performed during the past weeks.  Since not every member will remember to do this, though, you should have the Project and Committee Reports as well.  The more info you’ve got, the easier your job will be.  Do not wait till the last minute to collect all the hours because people might forget, or it may become difficult for you to get in touch with everyone. Remember! These are the hours you will be using to type up the monthly reports.

Would the Real Members Please Stand Up?

Some clubs like to set up a point system to see who the most active members are.  Guess who’s job it is to keep track of that?!  If you said the Editor, you might want to reread you duties!  And your President is certainly not going to do this task when they can delegate you to do it since you are already keeping track of each members every move.  

I suggest using a spreadsheet for keeping track of everyone’s activities for both awards and a point system.  

THE INFAMOUS SPREADSHEET

Don’t worry.  It’s not as scary as it sounds.  It’s like a calculator: you let the computer do the math for you!

First, if your club wants to have a point system, set one up at a board meeting.  An example would be the following:

SE = Service Hours = 4pts. /hr.

AD; GA = Administrative Hours = 2 pts. /hr.

FR = Fundraising Hours = 2 pts. /hr.

SO = Social Hours = 1 pt. /hr.

I = Interclub = + 1 (extra point for any project that is an Interclub)

Div = Divisional Events = 20 total to each member in attendance

C-D = District Conference or Convention  = 50 pts. total to each member in attendance

C-R = Regional Conference or Convention = 75 pts. total to each member in attendance

C-I = International Conference or Convention = 100 pts. total to each member in attendance

RO = Running for Office = +10 extra points

Del = Delegate = +10 extra points

M = General Body Meeting = 1 point total to each member in attendance

BM = Board Meeting = 1 point total to each member in attendance

You can list meetings on the same spreadsheet or a separate one.  If your club does many activities, you may even want to list Service on a separate sheet, Administrative on another, etc. 

If you are using Excel, Quattro Pro, or any other related program you can get the following spreadsheet setup:

Sheet 1

	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K
	L
	M
	
	

	1
	Date
	Event
	Code
	Points
	 
	Member 1
	Member 2
	Member 3
	Member 4
	Member 5
	Member 6
	Member 7
	Member 8
	 
	

	2
	3/4/99
	Ronald McD. House
	SE
	4
	 
	2
	2
	 
	2
	 
	2
	 
	 
	 
	

	3
	3/17/99
	District Convention
	C-D
	50
	 
	 
	1
	1
	 
	 
	1
	 
	1
	 
	

	4
	 
	Delegates
	Del
	10
	 
	 
	 
	1
	 
	 
	 
	 
	1
	 
	

	5
	 
	Interclub
	I
	1
	 
	 
	1
	1
	 
	 
	1
	 
	1
	 
	

	6
	4/29/99
	End of the Year Social
	SO
	1
	 
	1
	1
	1
	1
	1
	1
	1
	1
	 
	

	7
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	8
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	9
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	


Here (refer to Sheet 1), I put in the number of hours for any activity that has a code that requires hours (SE, AD, FR, SO).  For everything else, I put a ‘1’ if a person was in attendance and nothing (= 0) for those that weren’t. 

If you do have a point system, you can copy the last sheet on to a new sheet or on the same page.  You then refill in the rows and columns with 

info = (value of first spreadsheet.) * (points awarded)

Sheet 2

	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K
	L
	M
	N
	O

	1
	Date
	Event
	Code
	Points
	 
	Member 1
	Member 2
	Member 3
	Member 4
	Member 5
	Member 6
	Member 7
	Member 8
	 
	tot-als

	2
	3/4/99
	Ronald McD. House
	SE
	4
	 
	8
	8
	0
	8
	0
	8
	0
	0
	 
	32

	3
	3/17/99
	District Convention
	C-D
	50
	 
	0
	50
	50
	0
	0
	50
	0
	50
	 
	200

	4
	 
	Delegates
	 
	10
	 
	0
	0
	10
	0
	0
	0
	0
	10
	 
	20

	5
	 
	Interclub
	I
	1
	 
	0
	1
	1
	0
	0
	1
	0
	1
	 
	4

	6
	4/29/99
	End of the Year Social
	SO
	1
	 
	1
	1
	1
	1
	1
	1
	1
	1
	 
	8

	7
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	8
	 
	 
	Totals
	66
	 
	9
	60
	62
	9
	1
	60
	1
	62
	 
	264

	9
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	


For example, in Excel, using two different sheets:

For Sheet 2, in the cell for F2 type=Sheet1!F2*$D2 (or:    =<click on F@ of Sheet 1>*<click on D2 of Sheet 2>     then go back and add the ‘$’) and press return.  The $ tells the computer that you want it to stay as a D when you copy and paste that data to the other cells, but F2 and the 2 (in $D2) will change with position.  Now, you can just copy and paste into the other cells.  Some programs will even let you click on the cell you want to copy and then drag it to the other cells you want to paste to.  And you can easily add up columns and rows by simply highlighting the data you want added, and press the summation button or find that command. The summation sign is the Greek letter sigma ().The best way to learn spreadsheets, though, is to take an hour and experiment and play on the computer.

The End of Your Term

AWARDS:

You are the keeper of the records; the one person that knows the stats on the clubs year.  Therefore, out of all the rest of the board members, you will be the primary one working with the President to fill out the club awards.  In particular, the Jay N. Emerson Total Club Achievement Award as well as the H.E. Bechtel Outstanding Secretary Award.

You should have at the beginning of your term, looked through the Awards Manual as soon as you receive a copy.  This is a good way to get a better understanding of what your duties as club secretary should be.  This will also help you set your goals, and help you understand exactly what you need to keep track of all year for the club.

The Jay N. Emerson Total Club Achievement Award requires the club to answer many questions including number (and sometimes percentage) of members in attendance at meetings and all events your club participates in as well as number of hours spent on each activity.

Once District Convention is approaching, you should also begin filling out your award.  The H.E. Bechtel Outstanding Secretary Award is given out to the top three places each year at the Awards Ceremony at District Convention.  

Also, if you use a spreadsheet and have the breakdown of what each member has done, you may notice that some members have been extremely more active than others.  Encourage (to use of force is voluntary!) them to fill out the Roy T. Hardy Outstanding Club Member Award.  The same goes for all officers: every officer in the club should fill out their respective award.  

TRAINING INCOMING SECRETARY:

Finally, you are also responsible for training the incoming secretary at the end of your term. You must explain to them what a club secretary must do, pass down the club files, help them in filing out monthly reports, and answer any questions they might have. Another thing you should try to do is to look for a successor while you are still in office. Start early on preparing someone to take over your position once April 1st comes around. Good Luck!!! If you have any questions please feel free to contact your District Secretary.

History:

Revised, edited and reformatted by 2000-2001 Florida Membership Development and Education Chair Amy Charpentier;

Revised by 2000-2001 Florida District Secretary Michelle Lachance;

Revised by 1999-2000 Florida District Secretary Caridad de la Vega;

Revised by 1996-1997 Circle K Florida District Secretary Robert Marquez;

Original manual composed by Past Circle K Florida District Secretary Joseph Kolakinski.
