Illinois -Eastern Iowa District Service Agreement

District Governor
All members of this district who wish to serve as Governor agree to the following contract. It is understood that the failure to observe the following agreement could result in the removal from office in accordance with the Circle K International Constitution and Bylaws and the Illinois -Eastern Iowa District Bylaws. This contract outlines the minimum performance requirements that the Governor must maintain to remain in office.

The Governor agrees to do the following during his/her term of office:

1. Abide by, fulfill, and enforce all policies and procedures as set forth in the Constitution and Bylaws, Policy Code, District Bylaws and any Kiwanis District Board Procedures pertaining to the operation of the Circle K District.

2. Perform all duties and responsibilities as specified by the International Bylaws, Article V, and the current district bylaws.

3. Agree to be a registered student for at least 75% of the administrative year.

4. Attend the district convention, CLE, the Circle K International convention, the Summer Social, the Kiwanis district convention, Kiwanis Midwinter Conference, Kiwanis Lieutenant Governor training, Holiday Embrace, Key Club district convention, the LTC and all duly called meetings of the Circle K district board of officers.

5. Attend the International Governor and Administrator Training Conference (GATC).

6. Make at least one visit to each division.

7. Coordinate and facilitate the training conference for incoming district officers, in cooperation with the District Administrator.
8. Schedule and preside at a minimum of 3 meetings of the district board of officers. At each District Board Meeting, the governor shall submit typed reports with appropriate district letterhead.
9. Produce and distribute a newsletter to all district board members at least 4 times during the year, and in each club mailing.

10. Produce and insure distribution of a governor's newsletter in each district mailing.

11. Produce an article in each issue of the district publication.

12. Submit an article for the Kiwanis district publication at least once each quarter.

13. Submit expense reimbursement requests to the District Treasurer within thirty (30) days of incurring expense.

14. Structure committees, assign committee chairs and supervise all district committee activities.

15. Complete and submit all reports required by the Circle K International Board including monthly governor's reports and Counselor Visit Assessment Reports.

16. Monitor progress of all district board members and offer advice and counsel as appropriate.

17. Communicate with the board of officers, the counseling International Trustee, and the Circle K International Administrator, to keep them fully informed of district activities.

18. Communicate at least bi-weekly by phone and copy all correspondence to the district administrator.

19. Maintain files with proper documentation and submit them to the Governor-elect prior to the new board training conference.

20. Work with the district treasurer and the district administrator to prepare the annual budget, the convention budget and any other necessary budgets of the district.

21. Send replies to questions and requests within seven days of their receipt. 

22. Correspond with Kiwanis Family counterparts within the first month of office.

23. Ensure that the plans for the district convention are made and executed including advising district officers of their responsibilities.

24. Appoint the On-To-International Chairperson (OTIC) for the promotion of the International convention.

25. Ensure that the other district officers are satisfactorily performing their assigned duties.

26. Actively work towards promoting and achieving the goals set by the District Board of Officers.

27. Promote all international programs such as Service Initiative, Community Service and Awareness Week, and Kiwanis Family Month.

28. Be an advocate for the Illinois-Eastern Iowa District Project: The Spastic Paralysis Research Foundation.

I have read the District Governor Service Agreement outlining the minimum duties and responsibilities of the office, and I am willing and able to faithfully execute those duties. I realize that failure to complete the above duties can result in my removal from office, or other action as deemed necessary, by the District Board of Officers. I also realize that my Circle K club and I must remain in good standing with Circle K International at all times during this administrative year. I must resign my position immediately if my club or I lose our good standing.

SIGNED: _____________________________________ 
Date: ___________________________

Candidate

This agreement has also been reviewed and is understood by the following:

SIGNED: _____________________________________
Date: ___________________________

District Administrator

Illinois -Eastern Iowa District Service Agreement

District Secretary
All members of this district who wish to serve as Secretary agree to the following contract. It is understood that the failure to observe the following agreement could result in the removal from office in accordance with the Circle K International Constitution and Bylaws and the Illinois -Eastern Iowa District Bylaws. This contract outlines the minimum performance requirements that the Secretary must maintain to remain in office.

The Secretary agrees to do the following during his/her term of office:

1. Abide by, fulfill, and enforce all policies and procedures as set forth in the Constitution and Bylaws, Policy Code, District Bylaws and any Kiwanis District Board Procedures pertaining to the operation of the Circle K District.

2. Perform all duties and responsibilities as specified by the International Bylaws, Article V, and the current district bylaws.

3. Agree to be a registered student for at least 75% of the administrative year.

4. Attend the district convention, the district officer training, the Circle K International convention, the CLE, the LTC and all duly called meetings of the Circle K district board of officers. 

5. Distribute copies of the proceedings and/or minutes within thirty (30) days after meetings of the district board of officers and after district convention. Send copies of all correspondence to the district governor and district administrator.

6. Compile and distribute a district directory containing names, addresses, telephone numbers and emails of all district officer and club presidents twice a year, one prior to CLE and the second before September 15th.

7. Maintain the district and district board reflectors.

8. Submit a report at board meetings in the manner deemed appropriate by the District Governor and Administrator.

9. Submit all name and address changes of district officers to the International Office within ten (10) days of receipt of this information.

10. Establish and maintain a schedule of ten (10) regular mailings to the clubs within the district containing information on district operation, upcoming events, and other information critical to the operation of clubs.

11. Produce and insure distribution of a Secretary's newsletter in each district mailing.

12. Submit expense reimbursement requests to the District Treasurer within thirty (30) days of incurring expense.

13. Maintain files with proper documentation and submit them to the Secretary-elect prior to the new board training conference.

14. Maintain accurate records of all club monthly reports submitted.

15. Send replies to questions and requests within seven days of their receipt. 

16. Correspond with K-Family counterparts within the first month of office.

17. Actively work towards promoting and achieving the goals set by the District Board of Officers.

18. Promote all international programs such as Service Initiative, Community Service and Awareness Week, and K-Family Month.

19. Be an advocate for the Illinois -Eastern Iowa District Project: The Spastic Paralysis Research Foundation.

I have read the District Secretary Service Agreement outlining the minimum duties and responsibilities of the office, and I am willing and able to faithfully execute those duties. I realize that failure to complete the above duties can result in my removal from office, or other action as deemed necessary, by the District Board of Officers. I also realize that my Circle K club and I must remain in good standing with Circle K International at all times during this administrative year. I must resign my position immediately if my club or I lose our good standing.

SIGNED: _____________________________________ 
Date: ___________________________

Candidate

This agreement has also been reviewed and is understood by the following:

SIGNED: _____________________________________
Date: ___________________________

District Administrator

Illinois -Eastern Iowa District Service Agreement

District Treasurer
All members of this district who wish to serve as Treasurer agree to the following contract. It is understood that the failure to observe the following agreement could result in the removal from office in accordance with the Circle K International Constitution and Bylaws and the Illinois -Eastern Iowa District Bylaws. This contract outlines the minimum performance requirements that the Treasurer must maintain to remain in office.

The Treasurer agrees to do the following during his/her term of office:

1. Abide by, fulfill, and enforce all policies and procedures as set forth in the Constitution and Bylaws, Policy Code, District Bylaws and any Kiwanis District Board Procedures pertaining to the operation of the Circle K District.

2. Perform all duties and responsibilities as specified by the current district bylaws.

3. Agree to be a registered student for at least 75% of the administrative year.

4. Attend the district convention, the district officer training, the Circle K International convention, the CLE, the LTC and all duly called meetings of the Circle K district board of officers. 

5. Issue a call for district dues, advising clubs where to send dues payments and membership forms, and the amount of dues.

6. Maintain accurate payment records of all dues payments unless otherwise dictated by the Kiwanis District Board.

7. Submit a written report of income and expense at all meetings of the district board of officers and at the district convention.

8. Submit a written report of income and expense to the district administrator every other week. Send copies of all correspondence to the district governor and district administrator.

9. Produce and insure distribution of a Treasurer's newsletter in each district mailing.

10. Complete and submit all reports required by the District Governor, including all monthly reports by the 10th of the month.

11. Maintain accurate system of expense reimbursement, expense ledger entries and monitoring of budget amounts to insure all expenses are within budget, unless the Kiwanis District Board places these duties upon another individual.

12. Work with the district governor and the district administrator in preparing the annual budget, the convention budget and any other necessary budgets of the district.

13. Assist the district administrator in compiling a fiscal year-end report as soon as possible after the close of the year unless otherwise dictated by the Kiwanis District Board.

14. Keep district dues, convention receipts and other funds in appropriate savings and checking accounts as dictated by the Kiwanis District Board.

15. Report, by August 1, the amount of district dues, collection procedures and date of pro-rating of dues to the International office.

16. Notify all clubs "Not-In-Good Standing", in writing, of their status, twenty (20) days prior to the district convention and the reason for such status.

17. Maintain files with proper documentation and submit them to the Treasurer-elect prior to the new board training conference.

18. Assist club treasurers in developing and maintaining sound budgets and accounting practices.

19. Send replies to questions and requests within seven days of their receipt.

20. Correspond with K-Family counterparts within the first month of office.

21. Serve as the fund-raising and accounting consultant to all clubs in the district.

22. Assist in managing and promoting Kiwanis OUTREACH donations.

23. Actively work towards promoting and achieving the goals set by the District Board of Officers.

24. Promote all international programs such as Service Initiative, Community Service and Awareness Week, and K-Family Month.

25. Be an advocate for the Illinois- Eastern Iowa District Project: The Spastic Paralysis Research Foundation.

I have read the District Treasurer Service Agreement outlining the minimum duties and responsibilities of the office, and I am willing and able to faithfully execute those duties. I realize that failure to complete the above duties can result in my removal from office, or other action as deemed necessary, by the District Board of Officers. I also realize that my Circle K club and I must remain in good standing with Circle K International at all times during this administrative year. I must resign my position immediately if my club or I lose our good standing.

SIGNED: _____________________________________ 
Date: ___________________________

Candidate

This agreement has also been reviewed and is understood by the following:

SIGNED: _____________________________________
Date: ___________________________

District Administrator

Illinois -Eastern Iowa District Service Agreement

District Bulletin Editor
All members of this district who wish to serve as Bulletin Editor agree to the following contract. It is understood that the failure to observe the following agreement could result in the removal from office in accordance with the Circle K International Constitution and Bylaws and the Illinois -Eastern Iowa District Bylaws. This contract outlines the minimum performance requirements that the Bulletin Editor must maintain to remain in office.

The Bulletin Editor agrees to do the following during his/her term of office:

1. Abide by, fulfill, and enforce all policies and procedures as set forth in the Constitution and Bylaws, Policy Code, District Bylaws and any Kiwanis District Board Procedures pertaining to the operation of the Circle K District.

2. Perform all duties and responsibilities as specified by the current district bylaws.

3. Agree to be a registered student for at least 75% of the administrative year.

4. Attend the district convention, the district officer training, the Circle K International convention, the CLE, the LTC and all duly called meetings of the Circle K district board of officers. 

5. Write, publish and distribute at least five (5) issues of the district publication for all paid members of the district and such other individuals who are affiliated with I-I Circle K, during the year.

6. The editor shall have the right to determine editorial content and themes with the concurrence of the governor, administrator, and the district board.

7. Operate within budget for the most economical way to print and distribute the publication.

8. Submit expense reimbursement requests to the District Treasurer within thirty (30) days of incurring expense.

9. Complete and submit all reports required by the District Governor, including all monthly reports by the 10th of the month.

10. Assist all clubs in publishing newsletters for their members and counsel as appropriate.

11. Communicate with the governor and district administrator to keep them fully informed of district activities. Send copies of all correspondence to the district governor and administrator.

12. Maintain files with proper documentation and submit them to the Bulletin Editor-elect prior to the new board training conference.

13. Send replies to questions and requests within seven days of their receipt.

14. Maintain regular correspondence with Kiwanis Family counterparts, including submitting articles to each issue of the Key Club and Kiwanis District publications and the Circle K International publication.

15. Assist the appropriate district chairperson in maintaining and promoting the district web site and ensure that current versions of the District publication are posted on the web site.

16. If a separate district chairperson is not assigned, the editor is responsible for updating the web site. 

17. Coordinate efforts to build new Circle K clubs, and reactivate weak clubs in, cooperation with the Kiwanis Bulletin Editor and sponsoring Kiwanis clubs.

18. Actively work towards promoting and achieving the goals set by the District Board of Officers.

19. Promote all international programs such as Service Initiative, Community Service and Awareness Week, and K-Family Month.

20. Be an advocate for the Illinois-Eastern Iowa District Project: The Spastic Paralysis Research Foundation.

I have read the District Bulletin Editor Service Agreement outlining the minimum duties and responsibilities of the office, and I am willing and able to faithfully execute those duties. I realize that failure to complete the above duties can result in my removal from office, or other action as deemed necessary, by the District Board of Officers. I also realize that my Circle K club and I must remain in good standing with Circle K International at all times during this administrative year. I must resign my position immediately if my club or I lose our good standing.

SIGNED: _____________________________________ 
Date: ___________________________

Candidate

This agreement has also been reviewed and is understood by the following:

SIGNED: _____________________________________
Date: ___________________________

District Administrator

Illinois -Eastern Iowa District Service Agreement

Lieutenant Governor
All members of this district who wish to serve as Lieutenant Governor agree to the following contract. It is understood that the failure to observe the following agreement could result in the removal from office in accordance with the Circle K International Constitution and Bylaws and the Illinois-Eastern Iowa District Bylaws. This contract outlines the minimum performance requirements that the Lieutenant Governor must maintain to remain in office.

The Lieutenant Governor agrees to do the following during his/her term of office:

1. Abide by, fulfill, and enforce all policies and procedures as set forth in the Constitution and Bylaws, Policy Code, District Bylaws and any Kiwanis District Board Procedures pertaining to the operation of the Circle K District.

2. Perform all duties and responsibilities as specified by the current district bylaws.

3. Agree to be a registered student for at least 75% of the administrative year.

4. Attend the district convention, the district officer training, the Circle K International convention, the CLE, the LTC and all duly called meetings of the Circle K district board of officers. 

5. Make at least two visits to each club in the division.

6. Maintain a minimum of 3 active contacts (visit, email, phone call) per club each month.

7. Ensure all club officers receive proper training and materials to effectively complete his or her term of office.

8. Schedule and preside at two or more gatherings with all the clubs within the division.

9. Produce and distribute a newsletter to all clubs in the division at least 2 times each semester.

10. Submit an article in the district publication, at least once each quarter.

11. Submit expense reimbursement requests to the District Treasurer within thirty (30) days of incurring expense.

12. Complete and submit all reports required by the District Governor, including Lieutenant Governor's reports by the 10th of the month.

13. Monitor progress of all club officers and offer advice and counsel as appropriate.

14. Communicate with the governor and district administrator to keep them fully informed of district activities. Copy all correspondence to the district governor, district administrator, and any assigned member of the Kiwanis committee as directed.

15. Maintain files with proper documentation and submit them to the Lieutenant Governor-elect prior to the new board training conference.

16. Send replies to questions and requests within seven days of their receipt.

17. Maintain regular correspond with Kiwanis Family counterparts.

18. Promote interclub meetings within the division.

19. Organize a regional training conference to be held before November 15th. 

20. Coordinate efforts to build new Circle K clubs, and reactivate weak clubs in cooperation with the Kiwanis Lieutenant Governor and sponsoring Kiwanis clubs.

21. Actively work towards promoting and achieving the goals set by the District Board of Officers.

22. Promote all international programs such as Service Initiative, Community Service and Awareness Week, and K-Family Month.

23. Be an advocate for the Illinois -Eastern Iowa District Project: The Spastic Paralysis Research Foundation.

I have read the District Lieutenant Governor Service Agreement outlining the minimum duties and responsibilities of the office, and I am willing and able to faithfully execute those duties. I realize that failure to complete the above duties can result in my removal from office, or other action as deemed necessary, by the District Board of Officers. I also realize that my Circle K club and I must remain in good standing with Circle K International at all times during this administrative year. I must resign my position immediately if my club or I lose our good standing.

SIGNED: _____________________________________ 
Date: ___________________________

Candidate

This agreement has also been reviewed and is understood by the following:

SIGNED: _____________________________________
Date: ___________________________

District Administrator

Illinois -Eastern Iowa District Service Agreement

District Chair
All members of this district who wish to serve as District Chair agree to the following contract. It is understood that the failure to observe the following agreement could result in the removal from office in accordance with the Circle K International Constitution and Bylaws and the Illinois-Eastern Iowa District Bylaws. This contract outlines the minimum performance requirements that the Lieutenant Governor must maintain to remain in office.

The District Chair agrees to do the following during his/her term of office:

1. Abide by, fulfill, and enforce all policies and procedures as set forth in the Constitution and Bylaws, Policy Code, District Bylaws and any Kiwanis District Board Procedures pertaining to the operation of the Circle K District.

2. Perform all duties and responsibilities as specified by the current district bylaws.

3. Agree to be a registered student for at least 75% of the administrative year.

4. Attend the district convention, the district officer training, the Circle K International convention, the CLE, the LTC and all duly called meetings of the Circle K district board of officers. 

5. Produce and distribute a newsletter to all clubs in each district mailing.

6. Submit an article in the district publication, at least once each quarter.

7. Submit expense reimbursement requests to the District Treasurer within thirty (30) days of incurring expense.

8. Submit a report at all board meetings in the manner deemed appropriate by the District Governor and Administrator.

9. Complete and submit all reports required by the District Governor, including District Chair reports by the 10th of the month.

10. Communicate with the governor and district administrator to keep them fully informed of district committee activities. Copy all correspondence to the district governor, district administrator, and any assigned member of the Kiwanis committee as directed.

11. Assist in the presentation of all applicable workshops at the CLE, LTC and District Convention.

12. Maintain files with proper documentation and submit them to the District Administrator prior to the new board training conference.

13. Send replies to questions and requests within seven days of their receipt.

14. Maintain regular correspond with Kiwanis Family counterparts.

15. Actively work towards promoting and achieving the goals set by the District Board of Officers.

16. Promote all international programs such as Service Initiative, Community Service and Awareness Week, and K-Family Month.

17. Be an advocate for the Illinois -Eastern Iowa District Project: The Spastic Paralysis Research Foundation.

I have read the District Chair Service Agreement outlining the minimum duties and responsibilities of the office, and I am willing and able to faithfully execute those duties. I realize that failure to complete the above duties can result in my removal from office, or other action as deemed necessary, by the District Board of Officers. I also realize that my Circle K club and I must remain in good standing with Circle K International at all times during this administrative year. I must resign my position immediately if my club or I lose our good standing.

SIGNED: _____________________________________ 
Date: ___________________________

Candidate

This agreement has also been reviewed and is understood by the following:

SIGNED: _____________________________________
Date: ___________________________

District Administrator

March 1, 2002


