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What is the MPRF?
The Monthly Progress Report Form (MPRF) is one of the most important duties that you will have as Club Secretary.  Reporting the service that your club has done is key to making this Circle K year successful.  By completing the MPRF, you are also able to relay important information to the District.  The District then relays this information to Circle K International.  For all of this to happen, the Club Secretary must get those service hours in!

Besides service hours, the MPRF has other very important information that needs to be relayed.  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 techniques from each club for the Marketing Chair, a list of K-Family activities for the Kiwanis Family Chair, and various information for your Lt. Governor.

In addition, the MPRF is used to keep track of your club’s progress each month.  By relaying your club’s goals and how well your club is doing overall, the District Board can better assist your club in succeeding throughout the year.

Remember, the MPRF is due no later than the 7th of each month.   Make sure they are sent to nyd_mprf@hotmail.com.  You will receive a confirmation e-mail soon after you send in your MPRF.  I will also look over your MPRF quickly and tell you of anything that might need to be fixed.  Also, be sure to check out the Club Secretaries website at www.geocities.com/nydsecretary0506.  Monthly MPRF tips and frequently asked questions are posted just for you!
Step 1:  Heading


This includes your name, e-mail address, club, division to which you belong to, number of current dues-paid members in your club (this is very important!), and the month that you are filling out the form for.
Example:


Submitted by: Dana Walsh


E-mail Address: nydsecretary0506@yahoo.com
From the Circle K Club of: NY College

For the Month of: May

Total Dues-Paid Members to date: 30

Division to which your club belongs: Southern Tier
Step 2:  Contact with District Board and Advisors


Under “Please check if the following people have been in contact with you this past month”, make sure you speak to the other executive officers in your club to see if they have spoken to any of the District Executive Officers or Committee Chairs.  If so, make sure you list who has been in contact with you. 

Example:


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


( Your Lt. Governor

(  Another member of the NY District Board - Please list who: Governor Helen, Secretary Dana, and Treasurer Debansu

(  Kiwanis Advisor or another member of your Sponsoring Kiwanis Club

(  Faculty Advisor
Step 3:  Publications: Circling the Empire & Circle K Magazine


Circling the Empire is the NY District publication. It does not get published every month, so there will be months that you don’t receive one.  The Circle K magazine should be mailed to your club’s mailing address.
Example:


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
Step 4:  Meetings


This section is to ensure that the club as a whole and Club Officers are meeting on a regular basis.  Make sure you accurately list how many meetings (both general and board meetings) you have held for that month.

Example:


How many meetings has your club held this month?     _4_

How many club board meetings?     __2_
Step 5:  Fundraising


For this section you’ll have to speak to your club’s Treasurer to get the total amount of funds raised for the month.  Funds raised for your club DOES NOT count towards your monthly funds raised.  Only funds raised for charities will be tallied.  At the end of the year, the amount of funds for each club will be taken into consideration when voting on the Fundraiser Award that will be given out at District Convention in March 2006.

Example:


What is the total amount of funds raised for this month?     _$376.75_

Step 6:  Service Hours


This should be the total amount of service hours from projects your club has participated in throughout the month.  Make sure the total listed here coincides with the number of service hours listed throughout the remaining sections of the MPRF.


Example:


What is the total number of service man-hours performed this month?     _313.5_ 

Step 7: Club Goals 


List your club’s goals for the year and describe the progress you have made toward achieving them during each month.  Brainstorm with your club SMART goals: 

Specific:  

Is the goal clear enough to be understood?


     

What results are expected?

Measurable:

Is there a way to measure results?




How can you determine when it is met?


Attainable:
Is the goal challenging enough to have to “stretch” it, but not so challenging that there is no way of completing it?

Realistic:

Does the goal pertain to the organization?




Does it make sense to all of the participants?

Time-Oriented:
What are the timelines for the goal?




When is it to be completed?




Does the timing fit with the needs of the organization?
Example:


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

Goal 1:  Increase club service hours to 2,000 by District Convention.  (Our club has been planning many different service projects in order to increase service hours.)

Goal 2:  Increase membership to 30 by District Convention.  (Our club has done a lot of marketing this past month and has participated in events with other clubs on campus.)

Goal 3: Increase Kiwanis Family Relations by organizing and participating in events, divisionals, and service projects.  (Members of our club attended a Kiwanis meeting and also attended a Key Club divisional.)

Step 8:  Governor’s & District Projects

List any projects your club has done for the month that fits into the categories of either the Governor’s or District Projects. 
Note:  The Governor’s Project for 2005-2006 is “Giving Back to the Creatures Who Give Unconditionally.”  The 2005-2006 District Project is “Inspiring Success: Motivating Individuals with Special Needs.”  (Please see page 15 of this manual for descriptions of these projects). More information will be provided to you.  

*When listing all service projects, make sure you state the total number of members involved in each event as well as the total number of hours for completed that project!*
Example:


Please list and describe any projects 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 total hours, 4 members)

	
	

	
	


Please list and describe any projects 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 Bowling
	Bowling and spending time with Special Olympics adults (20 total hours, 5 members)

	South Hill Elementary School Special Education Mentor Program
	Mentoring special education children (15 total hours, 3 members)

	
	


Step 9:  Interclub, Division, District, and Kiwanis Family Events


In this section, please list any projects or events that your club has participated in along with either another club in your Division or the District or another club among the Kiwanis Family branches (Key Club, Builder’s Club, Kiwanis Club).  

*When listing all service projects, make sure you state the total number of members involved in each event as well as the total number of hours for completed that project!*
Example:


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:
	# People from your club:

	Kiwanis Meeting
	3 members

	Key Club Divisional
	2 members

	Kiwanis Spaghetti Dinner Benefit
	6 members, 12 hours total

	District Leadership Training Conference (DLTC)
	5 members

	Service Project at DLTC
	5 members, 10 total hours


Step 10: All Other Projects


Any projects that do not fit into the above categories can be listed in the “All Other” section of the MPRF.  More information on the Governor’s and District Projects will be provided to you.

*When listing all service projects, make sure you state the total number of members involved in each event as well as the total number of hours for completed that project!*
Example:


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)

	Relay for Life
	Walking to benefit the American Cancer Society (120 total hours, 10 members)

	Bingo at Nursing Home
	Play bingo & visit residents (20 total hours, 10 members)

	Soup Kitchen
	Serving food and cleaning up (18 total hours, 6 members)

	
	


Step 11:  Club Accomplishments

This section is meant to relay to the District how well your club is doing.  Please write down any accomplishments you would like to share with the District Board.  You may be proud of an event you just held, your club’s service hours, or the amount of money your club fundraised at an event.  In addition, use this section to recognize any outstanding members.
*When filling out the club progress questions, remember to consult your fellow Club Officers, especially your Club President, for their input! In addition, you must fill out all of the questions completely!*
Example:


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

We completed a very high amount of service this month: 250 hours!  Also, one of our first year members, Jamie, has been extremely dedicated and has completed a lot of service hours.
Step 12:  Problems and Concerns


Use this section to discuss any problems your club may be having.  This way, your Lt.. Governor and District Executive Board can help your club more effectively and efficiently.
*When filling out the club progress questions, remember to consult your fellow Club Officers, especially your Club President, for their input! In addition, you must fill out all of the questions completely!*
Example:

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.
The club is having some problems finding projects to do. We do the same thing all the time and would like to find some other projects or events to participate in.

Step 13:  Productivity


Are your club meetings productive?  This section is to help the District Board educate and aid your club to its maximum potential.
*When filling out the club progress questions, remember to consult your fellow Club Officers, especially your Club President, for their input! In addition, you must fill out all of the questions completely!*
Example:


Are your club meetings productive?  If not, how could they be more productive?  How could the District Board help you with this?

	Our club meetings are not very productive at all.  We have meetings, but most of the time it is like a social hour.  We never get anything accomplished.


Step 14:  Marketing


This section helps the District Board see what marketing techniques are used by clubs throughout the District.  I take the information that you state here, compile it with the information from all of the other clubs, and send a summary to the District’s Marketing Committee Chair to evaluate.
*When filling out the club progress questions, remember to consult your fellow Club Officers, especially your Club President, for their input! In addition, you must fill out all of the questions completely!*
Example:


Please describe any marketing techniques your club has utilized this past month for recruiting members, meetings, or projects.
Our club put flyers up throughout the campus.  We also send out e-mails over the community service reflector at our school.  On top of that, we advertise projects through the campus radio station.
Step 15:  Utilizing the District Board

Please be honest in this section.  We want to know how well we are doing our job and what we can do to be more effective to your club.
*When filling out the club progress questions, remember to consult your fellow Club Officers, especially your Club President, for their input! In addition, you must fill out all of the questions completely!*
Example:


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?
	The District Board and Committee Chairs could help us to find a variety of service projects to keep us busy.  It would also be helpful if they could give us suggestions on how to conduct a productive meeting.


Step 16:  Contact Information


If there has been a contact information change for any of your officers or advisors make sure you list them in this section.  This way you can get all of our updates and reminders.  


If there have been any changes of names or addresses for the Club Officers or Advisors please list below.

	Previous Officer and Contact Info:
	Being changed to:

	Secretary: 

Jillian Jack

NY College

123 Hobbs Hall

New York, New York 12345

jack@nycollege.edu
	Joseph Smoe

NY College

321 Stork Hall

New York, New York 12345

smoe@nycollege.edu
(123) 555-6729

	
	


Step 17:  Submitting Your Form!

All forms must be submitted by the 7th of the succeeding month.  The MPRF must be sent to myself (District Secretary Dana Walsh), as well as Governor Helen Pollari and District Administrator Johnny K via e-mail.  Our contact information is listed below, as well as on page 3 of the MPRF.

Monthly Progress Report Form

For the NY District of Circle K International


Submitted by:





E-mail Address:

From the Circle K Club of:



For the Month of:

Total dues paid members to date:


Division to which your club belongs:


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: __________________________


(  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?     _____

How many club board meetings?     _____

How many members attend each meeting on average?     _____

TOTAL FUNDS RAISED:

What is the total amount of funds raised by your club for this month?     __________

TOTAL SERVICE HOURS:

What is the total number of service hours performed by your club this month?     _________ 

GOALS:

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

Goal 1:

Goal 2:

Goal 3:
Goal 4:

Goal 5:
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 – “Mental Health and Self Esteem” this month.

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

	
	

	
	

	
	

	
	


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)

	
	

	
	

	
	

	
	


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)

	
	

	
	

	
	

	
	


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)

	
	

	
	

	
	

	
	


CLUB PROGRESS:

ACCOMPLISHMENTS

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

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.

PRODUCTIVITY

Are your club meetings productive?  If not, how could they be more productive?  How could the District Board help you with this?

MARKETING

Please describe any marketing techniques your club has utilized this past month for recruiting members, meetings, or projects.

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?

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:

	
	




Definition of a Service Hour:

(As defined in the Circle K International Policy Code)

Section E:  Service Hours, Administrative Hours and Interclubs

1. Policy Definitions

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

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

c. 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

d. 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 board of officers.

e. Service hours should be rounded to the nearest 15-minute interval.

2. Service Hours

a. A service hour 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 services.  All proceeds raised during a fundraising activity must be applied toward a charitable entity for the fundraiser to be considered a service project.

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

3. Administrative Hours

a. An Administrative Hour is 60 minutes of work performed by a member of a CKI club on the behalf of that club.  Fundraising activities where the proceeds raised are for the general club budget are considered administrative hours, not club service hours.

b. Marketing techniques that are used to benefit the club are considered administrative hours, not club service hours.


Description of Governor’s and District Projects:

Governor’s Project, 2005 – 2006:

“Giving Back to the Creatures Who Give Unconditionally”
The 2005-2006 Governor’s Project is called, Giving Back to the Creatures Who Give Unconditionally, a project that focuses on none other than the animals that provide us comfort and support everyday.

District Project, 2005 – 2006:

“Inspiring Success: Motivating Individuals with Special Needs”
The 2005-2006 District Project is Inspiring Success: Motivating People with Special Needs. In short, members all around the district will be focusing on individuals with special needs. This can include any person of any age with a learning disability, physical disability, speech, language or communication impairment, sensory impairment, medical difficulty, or an individual with an emotional or behavioral problem.


     

The MPRF Race will take place during the 2005-2006 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 2006 District Convention in March.  Once the MPRFs have been viewed, point assessments will be announced monthly over the Club Secretaries Reflector and posted on the Club Secretaries website: www.geocities.com/nydsecretary0506.

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

Any time a member spends preparing for a service project can be included as service hours! This includes, but is not limited to, travel time and organizational meetings. The time spent at the project should be counted as well.





Service hours done outside of Circle K also count!
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*More free tips by e-mailing your District Secretary*




















Heather Howard


New York District Circle K 


District Secretary


HeatherCKI@hotmail.com





The latest on how to report club service hours, projects, events, meetings, and fundraisers accurately and without a hassle!





New York Circle K Edition





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.





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





For DS Use ONLY


( Tracker


(  K-family


( Summary





Helpful Tip:


You can copy & past more cells if you have more information to provide.





Dana Walsh


District Secretary


Home: (until mid-August)


49 Adobe Drive


Shirley, NY 11967 � School:


Garden Apt. 28, Room 2-3


Ithaca, NY 14850


Cell: 631-897-6663�E-mail:


nydsecretary0506@yahoo.com


E-mail for MPRF submission: nyd_mprf@hotmail.com


AIM: Sweetiegirl31018





Helen Pollari


District Governor


Home: (until mid-August)


74 Regal Walk


Staten Island, NY 10303� School:


29 Prospect Street


New Paltz, NY 12561


Cell: 917-379-8718


E-mail: nycirclek@gmail.com


AIM: Emgem83





Mr. John Keegan


District Administrator�Home: 190 Cherry Lane


Floral Park, NY 11001


E-mail: johnnyk@optonline.net





Helpful Tip:


You can copy and paste this symbol whenever you want to place a check next to something.





Helpful Tip:


Service hours completed by individual members count towards this total.  Just be sure to include a description of what was done!
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