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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

[image: image6.wmf]
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.  




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!

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 must submit the form via e-mail to nyd_mprf@hotmail.com as well as to Johnny K at johnnyk11@optonline.net and to Governor Helen Pollari at nycirclek.@gmail.com.
Sample Minutes
NY College Circle K Club

General Meeting

Tuesday, February 21, 2006
Friends Hall, Room 208
I.  Call to Order – President Brian officially called the meeting to order at 8:00pm.

II.  Attendance – All officers were in attendance as well as 20 other members of the club.

III.  Guests – Representative from the Alzheimer’s Association was present.  She discussed several ways our club can get involved with the organization.

IV.  New Business – 8:15pm
A.  Food Drive – Next Tuesday (2/28/06) at 6pm we will be collecting non-perishable food items in the community and distributing 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 at Phillip’s Hall at 6:40pm.  Contact President Brian ahead of time if you would like to participate.  

C.  District Convention – New York’s District Convention will be held March 24-26th, 2006 in Corning, NY.  The weekend will be filled with workshops, dances, motivational speakers, and District Board elections.  For more information, go to www.nycirclek.org.  

V.  Old Business – 8:30pm
A.  Flower Sale – Last week we held a Valentine’s Day flower sale on campus to raise money for the Make-A-Wish Foundation.  We raised over $200.  Congratulations for all of your hard work and dedication.
VI.  Open Floor – 8:35pm
A. There will be a Student Government budget meeting next Wednesday at 8pm for all registered clubs.  It is in all of our best interest to attend this meeting to try to increase our budget.

B. PVC would like any interested members to volunteer at some of their upcoming events.  Please contact John Smith (smith@nycollege.edu) for details.

VII.  Adjournment – President Brian officially adjourned the meeting at 8:45pm.








Respectfully Submitted,







Dana Walsh








Dana Walsh








NY College Circle K



Submitted by: Dana Walsh


E-mail Address: nydsecretary0506@yahoo.com

From the Circle K Club of: Ithaca College
For the Month of: February

Total dues paid members to date: 21

Division to which your club belongs: Southern Tier


CONTACT:
Please check (() if the following people have been in contact with you this past month.

(Note: To check off the items below, you can copy and past the checked box above.)

(  Your Lt. Governor

(  Another member of the NY District Board - Please list who: Governor Helen Pollari, District Secretary Dana Walsh, Treasurer Debansu Ghosh, Editor Laura Small


(  Kiwanis Advisor or another member of your sponsoring Kiwanis Club

(  Faculty Advisor
PUBLICATIONS:

Please check (() if you have submitted an article for, or received a copy of, the following publications.


Circling the Empire: 
(  Received

(  Submitted

CK Magazine: 

(  Received

(  Submitted
MEETINGS:
How many meetings has your club held this month?     _3_
How many club board meetings?     _1_
How many members attend each meeting on average?     _10_
TOTAL FUNDS RAISED:

What is the total amount of funds raised by your club for this month?     ​_$200_
TOTAL SERVICE HOURS:

What is the total number of service hours performed by your club this month?     ​_81_
GOALS:

List your club’s annual goals and the progress you have made towards each during the month.

Goal 1: Increase publicity of the club.

*We accomplished this goal by having a bowling social in which members were allowed to bring friends interested in the club.
Goal 2: Increase the interaction with K family

*We have accomplished this goal by having members go to different events.
Goal 3: Have more interclub activities.

*We have not accomplished this goal yet, but there are plans to do so during this semester.
Goal 4: Increase the number of paid members by three.

*We have not met this goal, but we encourage the members to pay their dues.
Goal 5: To have 70 service hours per month.

*We have met his goal and continue encouraging members to do more service.
Goal 6: To have club officers do at least one service project a week.


*This goal was accomplished this month.
SERVICE PROJECT AND EVENT DETAILS:
(Note: Please do not repeat a service project or event in more than one category. If it can be placed in more than one category, make a note in the event description of the other categories it applies to.)

GOVERNOR’S PROJECT
Please list and describe any service projects and fundraisers your club has performed which relate to the 2005-2006 Governor’s Project – “Giving Back to the Creatures Who Give Unconditionally” this month.
	Event:
	Description of event: (include hours & # of members of your club)

	SPCA Animal Shelter
	Walking dogs and playing with cats (8 hours, 4 members)

	
	

	
	

	
	


DISTRICT PROJECT
Please list and describe any service projects and fundraisers your club has performed which relate to the 2005-2006 District Project – “Inspiring Success: Motivating Individuals with Special Needs” this month.

	Event:
	Description of event: (include hours & # of members of your club)

	Special Olympics Dance
	Chaperoning for the dance (8 hours, 2 members)

	Special Olympics Bowling
	Bowling with Special Olympics adults (20 hours, 5 members)

	Make-A-Child Smile Cards
	Made cards for sick kids during a club meeting (5 hours, 10 members)

	
	


KIWANIS FAMILY

Please list all interclub, Division, District, or Kiwanis Family meetings, social events, service projects, and fundraisers that your club’s members have attended this month.  

(Note: Recording the number of members that attended is very important. If a service project was done, please include the number of service hours performed as well.)

	Event:
	Description of event: (include hours & # of members of your club)

	Cornell Circle K Meeting
	Attended the club meeting (0 hours, 1 member)

	Cayuga Kiwanis Meeting
	Attended the club meeting (0 hours, 3 members)

	Circle K Divisional
	Attended the divisional (0 hours, 4 members)

	
	


ALL OTHER
Besides the projects listed above, please list and describe ALL other service projects and fundraisers your club has participated in this month.  Feel free to comment on their outcome or any other aspect of the project.

	Event:
	Description of event: (include hours & # of members of your club)

	Bingo at Longview Retirement Home
	Help the residents play Bingo and hand out prizes (10 hours, 5 members)

	Valentine’s Day Dance at Longview Retirement Home
	Chaperoned for the dance and talked with the residents (10 hours, 5 members)

	Valentine’s Day Flower Sale
	Sold flowers for the American Cancer Society (20 hours, 10 members)

	
	


CLUB PROGRESS:

ACCOMPLISHMENTS
Please describe any accomplishments your club has had this month and feel free to mention the efforts of exceptional members.

One of our first year members, Jamie, has been extremely dedicated and has completed a lot of service hours. We raised $200 for the American Cancer Society during our flower sale!
PROBLEMS
Is your Club having any problems?  If so, please describe them below or feel free to contact Governor Helen at nycirclek@gmail.com or your Lt. Governor to discuss them.

We are not having problems at the moment.
PRODUCTIVITY
Are your club meetings productive?  If not, how could they be more productive?  How could the District Board help you with this?

Yes, we relay information to our members and do a service project if time allows it. The District Board could help us come up with more service project ideas to do at our meetings.
MARKETING
Please describe any marketing techniques your club has utilized this past month for recruiting members, meetings, or projects.

We need help promoting Circle K on campus. Can you send us any posters that we can hang up?
UTILIZING THE DISTRICT BOARD
Has the District Board and Committee Chairs helped your club this month? How can they be a better resource for you and your club? How can they assist your club in achieving your annual goals?

We need help promoting Circle K on campus. Can you send us any posters that we can hang up? The District Board has been a big help in sending us information about District Convention.
Are there any changes of names or addresses for the Club Officers or Advisors? Please list them below.

	Previous Officer and Contact Information:
	Being Changed To:

	There are no changes at the moment.
	



      What Is A Service Hour?

           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

Survey

This survey is to aid next year’s District Secretary in counseling each of you.  Be honest and as critical as possible.  Thanks!

Directions: Please circle the answer that best suits your response to each question on a scale from 1 to 3.  1 = Disagree, 2 = Not Sure, 3 = Agree

1. Overall, I feel comfortable in my position as Club Secretary.  I recognize my duties and responsibilities and can effectively manage the position.

1

2

3

2. I believe I can accurately fill out a Monthly Progress Report Form (MPRF).

1

2

3

3. I feel comfortable with taking minutes and finalizing them in an organized format. 

1

2

3

4. I am familiar with the responsibilities of the District Secretary and his/her commitment on the club level.

1

2

3

Directions:  Please answer each question critically and to the best of your knowledge.

5. What is the best way to maintain communication with you?  (i.e. e-mail, phone, AIM, etc.)

6. How often would you like your District Secretary to contact you?

7. When and how would you like your District Secretary to remind you when MPRFs are due?  

8. What questions do you have for the incoming District Secretary?

9. Do you have any ideas or comments for the incoming District Secretary?  Would you like to see anything changed (MPRF design, communication, incentive programs, workshops, etc.)?

10.  How long have you been a member of Circle K?

11.  Is this your first District Convention? Did you attend NY Speaking this year?
12.  Do you have any other comments?  
Name (Optional): _________________

Club (Optional): _________________
Thank you for your time!  Best of luck to you and your clubs!
New York District


Circle K International





2006 District Convention





Prepared By: District Secretary Dana Walsh





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





For DS Use ONLY


( Tracker


(  K-family


( Summary





All Monthly Progress Report Forms are due by the 7th of each month!





Please submit this form to District Secretary Dana Walsh (nyd_mprf@hotmail.com), Governor Helen Pollari (nycirclek@gmail.com), and District Administrator Johnny K (johnnyk11@optonline.net) NO LATER than one week after the month for which the MPRF is being submitted.





Monthly Progress Report Form


For the NY District of Circle K International











