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New York District

    Circle K International
June 1, 2006
Dear Club Secretaries,

I would like to thank each of you for accepting the responsibility of Club Secretary for your Circle K Club.  The task that you have embarked on is not an easy one.  A Club Secretary’s job is one of the most important in the club.  You are responsible for recording the happenings of your club, relaying important information to the District, and a number of other things in order to make your club a success.
Specifically, your job entails taking minutes at meetings and filling out Monthly Progress Report Forms (MPRFs).  But, it also involves a lot more!  I have prepared “The Club Secretary’s Guide” as well as a guide to MPRFs called “MPRFs for Dummies” to assist you during your term as Club Secretary.  I know that you may feel overwhelmed at times with the many responsibilities you hold, so be sure to utilize these manuals.  Also, remember that I, along with your Lt. Governor, District Executive Officers, and your fellow Club Officers are there to assist you in any way possible.
Congratulations on being elected to the position of Club Secretary and good luck with all of your endeavors!  Most importantly, have a great time this year! 

Yours in Service,

Dana Walsh

Dana Walsh
NY District Secretary
Circle K International
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Secretary’s Responsibilities

Duties and Responsibilities:

· Maintain all records of the Circle K club membership, dues payment, and committee activity

· Document club activity through meeting minutes

· Maintain attendance records for meetings and activities of the club

· Coordinate all club correspondence

· Complete and submit all Monthly Progress Report Forms (MPRFs) to the District Secretary, District Administrator, and Governor
· Maintain a file for committee reports.  Submit information on club activities to the Circling The Empire (CTE) and Circle K magazine

· Upon election, submit names, addresses, and phone numbers of elected officers to the District Governor, District Administrator, and Circle K International office
· Recommend to the Club President, prior to each club meeting and Board of Officers’ meeting, a list of business items for the agenda.

Weekly Duties:

· Attend all meetings and compose the official minutes

· Respond to all correspondence within seven (7) days and inform officers and advisors of the communication

· Record and maintain each member’s hours

Monthly Duties:

· Recommend to the president agenda items for the Board of Officers’ meetings

· Attend Board of Officers’ meetings

· Submit Monthly Progress Report Forms to the District Secretary, District Administrator, and Governor

· Forward newsworthy information to the Circling the Empire and Circle K magazine

Annual Duties:

· Obtain all files and information from the immediate past Club Secretary

· Inventory all Circle K property

· Create a filing system for reports, bulletins, literature, and service hours
· Assist the incoming secretary in becoming acquainted with the position
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Club Records

An important aspect of serving as Club Secretary is keeping track of all of your club’s records.  Your records should include: Club Bylaws, District Bylaws, minutes of all meetings, roster of members, contact information of present Circle K officers, and past monthly report forms (MPRFs).  You should also be keeping a running total of service hours for each member.  Make sure you take attendance at meetings and events.  Pass out sign-in/out sheets to stay better organized.
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Correspondence

Any correspondence that you receive throughout the year should be answered promptly and efficiently.  Try to answer all correspondences within 4 to 5 days.  Also, keep records of EVERYTHING.  This includes copies of letters you have received as well as sent out, and e-mails.  My advice for phone calls would be to keep a call log of whom you have talked to, just to stay efficient.  See below for the appropriate correspondence techniques.  
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Monthly Progress Report Forms

It could be said that this is your most important duty throughout the year.  Monthly Progress Report Forms (MPRFs) show the district what your club has been doing throughout the month.  From the information given on the MPRFs, I compile a list of money raised for the District Treasurer, a list of activities that fall under the Governor’s and District Projects for the Program Development Chair, a list of marketing strategies from each club for the Marketing Chair, a list of K-Family activities for the K-Family Chair, and various information for your Lt. Governor.  

MPRFs are due no later than by the 7th of the succeeding month.  You can submit the form via e-mail to myself at nyd_mprf@hotmail.com as well as to Johnny K at johnnyk11@optonline.net and to Governor Grace Wright at NYCircleKGovernor@gmail.com.
Everything you would ever want to know about the New York District Monthly Progress Report Form is in the manual “MPRFs For Dummies.”  Check it out!
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Meetings and Minutes

Another important duty this year is to take minutes during all board meetings and regular weekly meetings.  Minutes are basically a record of all business that was carried out during each meeting.  I suggest that you provide the minutes to your club members in case they weren’t present at the meeting.  They should be able to get a detailed account of the meeting, from start to finish. 

What to Include:

A heading, which should include the following:

· Your club name

· The type of meeting (general or executive)

· The date, time, and location of the meeting

Included in the minutes should be all of the following:

· Number of officers and members present

· Names of guests present

· Any reports or announcements made

· Any decisions made at the meeting

Included in this manual are sample minutes.  This is not the only right way to do them.  Every person has his or her own style.  Just as long as all of the information is provided and they are descriptive, go for it, and be creative!

[image: image11.wmf]
Sample Minutes

NY College Circle K Club

General Meeting

Tuesday, February 22, 2006
I.  Call to order – President Bob officially called the meeting to order at 7:30pm.

II.  Attendance – All officers were in attendance, as were 15 other members of the club.

III.  Guests – Representative from the American Cancer Society was present.  She discussed several ways our club can get involved in the organization.

IV.  New Business – 7:45pm
A.  Clothes Drive – Next Tuesday  (1/28/06) at 6pm we will be collecting clothes around campus and distribute them to the homeless shelter.  

B.  Nursing Home – We will be playing BINGO with the elderly and visiting residents from 7pm-8pm.  For those who need a ride, we will meet in the union at 6:45.  Contact myself, Heather, ahead of time.  

C.  District Convention – New York’s annual Convention will be held March 14-16th, 2006 in Albany, NY.  The weekend will be filled with workshops, dances, motivational speakers, and district executive board elections.  For more information, go to www.nycirclek.org.  

V.  Old Business – 8:10pm
A.  Pizza Sale – Last month we held a pizza sale on campus to raise money for the Make-a-Wish Foundation.  We raised over $600. Congratulations for all of your hard work and dedication. 
VI.  Open Floor – 8:25pm
A. There will be a Student Association Budget meeting next Wed. at 8pm in room 214 for all SA recognized clubs.  It is in all of our best interest to attend this meeting to try to increase our budget.
B. SAPB would like any interested members to volunteer at some of the events offered during stress week. Please contact Joe Smitt (smitt@nycollege.edu) for details.
VII.  Adjournment – President Bob officially adjourned the meeting at 8:26pm.








Respectfully Submitted,








Dana Walsh







Dana Walsh







NY College Circle K
Club Meeting/Service Project Attendance Form
Make several copies of this for your use.  Note in the space provided whether it is a club meeting or a service project for which you are taking attendance.  Place a check in the space after the member’s name when they attend a club meeting.  If they participated in a service project write in the number of hours they participated in.

	Member Name:


	Service Project and Hours:
	Club Meeting: 
	Date:
	Notes:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[image: image12.wmf]

Circle K International’s Definition of a Service Hour:

Circle K International Policy Code,

Section E: Service Hours, Administrative Hours and Interclubs, 

Subsection 2: Service Hour.

A.  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 fundraising activity must be applied toward a charitable entity for the fund-raiser to be considered a service project.

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

C.  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.

In summary, a service hour can include:

· Time spent preparing for a service project

· Travel time to and from the service project
· The actual service project
· Interclub service projects including travel time and hours at the project
· Fundraisers in which ALL money is being donated to a charity
· Service hours only count for members who have paid their International and District dues
· Remember, any service done outside of Circle K counts as well

         Service Hours

Here are some tips to help you in motivating members to do service, 

obtaining service hours, and keeping track of them!

Motivating Members to Do Service

· Have your members set individual service hour goals and also set an overall club goal for service hours.  This way, you will be striving to reach that goal and ultimately surpass it!

· Make sure to provide a wide variety of service projects!  Members have different interests and different schedules.  It is a good idea to plan several short weekly projects, such as helping out at the local nursing home, hospital, church, soup kitchen, or middle school/elementary school after-school program.  Also plan lots of different activities during the weekends when members have more free time to dedicate to Circle K.

· Provide an incentive system for your club members!  Establish a point system where members receive points for attending meetings and service projects.  Recognize the member with the most points at the end of each month.

Obtaining Club Service Hours

Getting club members to report the service they have done is not an easy task!  It depends on each club, but here are some suggestions:

· Have members sign in at the beginning of each service project.

· Have members write down what service hours they have done at the beginning of each meeting.

· Give each member a folder and ask them to update their service hours at each meeting.

· Ask members to e-mail the Club Secretary with new service hours.

· Give members the option of submitting their service hours on the club website.

Keeping Track of Service Hours

Once you have members’ service hours, it’s important to keep track of them accurately!

· You can keep track of the members that attended and number of service hours performed at each individual service project in an Excel spreadsheet.

· You can list a roster of your club members and enter their service hours next to their names on an Excel spreadsheet.

· Or, if you decide to go with the folder idea, just look at members’ folders each time you need to fill out an MPRF.

· Always make sure to add in additional service hours sent through e-mail!

2006-2007 Governor’s and District Projects

Governor’s Project:
“Be a Child’s Hero with Kamp Kiwanis”

My project this year stems from my passion for two things; 
helping children and adults with mental disabilities, and the K-
Family. Kamp Kiwanis is run by the New York District Kiwanis

Foundation, and it gives children and adults with disabilities

the opportunity to have a camp experience. This project not

only allows the District to sponsor those campers with

disabilities by raising money and supplies for the camp, but it

allows us to participate in one of the New York District’s

biggest K-Family projects.


District Project:
“1,000 Cranes to Make a Wish Come True”

This project comes from the ancient rumor that if you make 1,000 origami paper cranes, your wish will come true. As a District, we will be making 1,000 paper cranes, and selling them at a low cost, and then we will donate all of the money we make to the Make a Wish foundation.



     

The MPRF Race will take place during the 2006-2007 Circle K year of service.  This race will help motivate clubs to submit Monthly Progress Report Forms (MPRFs) accurately and in a timely manner.  The MPRF Race will be a competition where all New York District Circle K Clubs will receive a certain amount of points for each MPRF submitted.

In order to receive the maximum number of points, MPRFs must be sent in on, or before, the 7th of each month.  They must also be submitted accurately, with all sections complete and the total service hours for that month recorded correctly.  At the end of the year, the club(s) with the highest accumulation of points will receive recognition at the 2007 District Convention in March.  Once the MPRFs have been viewed, point assessments will be announced monthly over the Club Secretaries Reflector.
The following is a breakdown of points:

Timeliness

A maximum of 3 points will be rewarded if the MPRF is submitted by the 7th of the month.  One point will be removed for each day late and a maximum of 3 points can be removed.

Completion/Accuracy

A maximum of 7 points will be rewarded for completion and accuracy.  Points can be removed from the 7 point maximum if the submitted MPRF is not filled out completely or accurately.
Level of Completion/Accuracy





Points Rewarded

	MPRF submitted is complete and accurate
	7 points

	MPRF submitted is inaccurate
	4 points

	MPRF submitted is incomplete (i.e. not filling out sections of the MPRF)
	2 points


Examples of an Inaccurate MPRF

-Not filling out the heading completely

-Incorrectly adding up service hours when giving the monthly service hour total

-Including time spent at a Circle K Divisional or a Kiwanis/Key Club meeting as service hours

-Placing a service project in the wrong category

Examples of an Incomplete MPRF

-Not completing a section of the MPRF (i.e. not filling out the club goals or club progress sections)

-Not including service project/fundraiser descriptions to account for the monthly service hour and fundraising totals
        Contact Information

Dana Walsh
Acting District Secretary

Home:
49 Adobe Drive

Shirley, NY 11967
(H) 631.281.3690

(C) 631.897.6663

E-mail: nydsecretary0506@yahoo.com
E-mail for MPRF Submission: nyd_mprf@hotmail.com
AIM: Sweetiegirl31018
Grace Wright
District Governor
Home:

1115 Intervale Road

New Gloucester ME, 04260

(C) 207.712.3768
E-mail: NYCircleKGovernor@gmail.com
AIM: NYCircleKGov
 School:
Elmira Colllege
1 Park Place

Elmira, NY 14901

Mr. John Keegan

District Administrator
190 Cherry Lane

Floral Park, NY 11001

E-mail: johnnyk@optonline.net






Postcards should be used when you:


Don’t need copies of the correspondence


Want to informally thank or recognize someone


Want to quickly follow-up





Memos should be used when you:


Need to inform the same information to many people


Must update groups of people on progress


Must remind people of upcoming activities





Newsletters should be used when you:


Need to educate a large group of people


Want a better visual presentation of information


Want to update many people on district activities





E-mails should be used when you:


Need to communicate quickly


Need to send out reminders





Formal Letters should be used when you:


Must personalize and formalize a message


Must personally invite, congratulate, or thank someone


Communicate with anyone NOT in Circle K
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