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IV. Officer Position Directives

I. District Governor

Within the District Bylaws are listed the responsibilities of your office.  The following is a list of directives and suggestions that have been made by present and past district officers that will better enable you to carry out the responsibilities of your office to the fullest.

1. The District Governor shall publish a monthly newsletter.

2. The District Governor shall publish bimonthly newsletters (reports) to be distributed amongst the district boards, administrators, and counselor. 

3. The District Governor shall maintain communication with all members of the district board and the Administrator at least every other week.

4. The District Governor shall serve as an advisor-at-large to the district committee structure.

5. The District Governor shall be in attendance at all district functions.

6. The District Governor shall produce and distribute agendas two weeks prior to each district function.

7. The District Governor shall be in attendance at the Kiwanis and Key Club Conventions.

8. The District Governor shall maintain communication with Sister Districts.

9. The District Governor shall be responsible for outgoing correspondence representing the district.

II. District Secretary

Within the District Bylaws are listed the responsibilities of your office.  The following is a list of directives and suggestions that have been made by present and past district officers that will better enable you to carry out the responsibilities of your office to the fullest.

1. The District Secretary shall record and distribute minutes of Executive Board Meetings and Full District Board Meetings within fifteen (15) days if possible.

2. The District Secretary shall have and present a written report at all Executive Board Meetings and Full District Board Meetings.  An oral report shall be given at the District Convention.  The following items need to be included in these reports: Reporting Statistics, Outstanding Monthly Report Forms, and Election Report Forms.

3. The District Secretary shall see that all information from Circle K International is made available to all clubs.

4. The District Secretary shall compile a district calendar by the beginning of the school year, which will be made available to all clubs.

5. The District Secretary shall compile and distribute the District Mailing by the tenth (10th) of the month.

6. The District Secretary shall distribute at least ten (10) District Mailings to be distributed to the following:

a. Club Presidents

b. Executive Board

c. Kiwanis Committee on Circle K

d. Key Club District Board: Gov, Sec, Administrator

e. Kiwanis District Board: Gov, Gov- elect, Sec

f. CKI International Board: Administrator, Secretary, President

g. Sister District: Gov, Sec- Indiana and Mo-Ark

h. District Committee Chairmen

7. The District Secretary shall compile and publish a Summer District Directory and a Fall/Spring District Directory.

8. The District Secretary shall be responsible for all material which is to be included in the District Mailings.

9. The District Secretary shall be responsible for the collection of Monthly Report Forms and Election Reports.

10. The District Secretary shall serve as an administrator- at- large to the district committee structure along with the District Governor.

11. The District Secretary shall be responsible for the Call to Board Meeting/Convention at least thirty days prior to the event.

12. The District Secretary shall be responsible for updating the District Directory throughout the year and informing the district of all changes made.

13. The District Secretary shall maintain communication with the District Governor at least every two weeks.

14. The District Secretary shall maintain communication with other district officers and the Administration at least twice a month, by phone and/or letter.

15. The District Secretary shall attend at least one Kiwanis and Key Club district function during the year.

16. The District Secretary shall submit a monthly report to the proper officers by the tenth (10th) of each month.

III. District Treasurer
Within the District Bylaws are listed the responsibilities of your office.  The following is a list of directives and suggestions that have been made by present and past district officers that will better enable you to carry out the responsibilities of your office to the fullest.

1. The District Treasurer shall be responsible for dues and all other district income.  The Treasurer shall be accountable for such information at all times.

2. The District Treasurer shall handle all disbursements and authorizations as specified by the board of officers.

3. The District Treasurer shall submit a written financial report at all Executive Board Meetings and Full District Board Meetings as well as any other times deemed necessary by the District Governor.  This financial report shall contain the following information: Total dues paid (District and International), E.S.P. Goals, and Outreach and Spastic contributions.

4. The District Treasurer shall make available the amount of funds remaining in the budget of district officers and committee chairmen.

5. The District Treasurer shall deposit and disburse district funds with the co signature and supervision of the district administrator. 

6. The District Treasurer shall maintain contact with their committee chairperson in their role as an advisor at least twice per month: once by phone and once by mail.

7. The District Treasurer shall maintain communication with the District Governor at least every two weeks.

8. The District Treasurer shall maintain communication with other district officers and the Administrator at least twice each month. By phone and/or letter.

9. The District Treasurer shall attend at least one Kiwanis and one Key Club district function during the year.

10. The District Treasurer shall submit a monthly report to the proper officers by the tenth (10th) of each month.

IV. District Editor

Within the District Bylaws are listed the responsibilities of your office.  The following is a list of directives and suggestions that have been made by present and past district officers that will better enable you to carry out the responsibilities of your office to the fullest.

1. The District Editor shall compile, print, and distribute the District Publication. The recommended number of issues is six (6). 

2. The District Editor shall send copies of all the issues to the following:
a. Clubs (10 per club)
b. Executive Board
c. CKI Kiwanis Committee
d. Key Club District Board: Gov, Sec, Treasurer, Editor, Administrator
e. Kiwanis District Board: Gov, Gov- elect, Sec, Treasurer, Editor
f. CKI International Board: Counselor, Secretary, President
g. Sister Districts: Gov, Sec, Treasurer, Editor- Indiana & Mo-Ark
h. District Committee Chairpersons
3. The District Editor shall be in attendance at all district functions.

4. The District Editor shall attend at least one Kiwanis and one Key Club district function during the year.
5. The District Editor shall maintain communications with the District Governor at least once every two weeks.
6. The District Editor shall maintain communication with other district officers and the Administrator at least once each month. 
7. The District Editor shall submit a monthly report to the proper officers by the tenth (10th) of each month.
V.  Lieutenant Governors

Within the District Bylaws are listed the responsibilities of your office.  The following is a list of directives and suggestions that have been made by present and past district officers that will better enable you to carry out the responsibilities of your office to the fullest.

1. Lt. Governors shall promote the collection of dues, monthly report forms, club officer information, election reports, and bylaws within their division. 

2. Lt. Governors shall visit their clubs at least once per semester.

3. Lt. Governors shall attempt to publish and distribute five newsletters during their administrative year.  These will be made available to all members of their division if possible.

4. Lt. Governors shall contact their clubs at least twice per month: once by phone and once by mail.

5. Lt. Governors shall maintain contact with their committee chairperson at least once per month.

6. Lt. Governors shall be in attendance at all district functions.

7. Lt. Governors shall attend at least one Kiwanis and one Key Club district function during the year.

8. Lt. Governors shall hold a Regional Training Conference/ Division Rally within their division in the fall by October 21 and one in the spring by February 18.

9. Lt. Governors shall have and present a written report of their clubs within their division at all board meetings.

10. Lt. Governors shall maintain communications with the District Governor at least once every two weeks.

11. Lt. Governors shall maintain communications with partnered LTG and Administrator at least twice per month by phone, mail, and/or email.

12. Lt. Governors shall submit a monthly report to the proper officers by the tenth (10th) of each month.

13. Lt. Governors shall distribute information on possible projects to clubs when necessary. 

VI. K- Family Committee

1. The K- Family Chair shall compile and publish a Graduating Key Club and Graduating Circle K list.

2. The K- Family Chair shall promote all K- Family events.

3. The K- Family Chair shall be responsible for communication with K- Family counterparts (this includes Kiwanis, Key Club, Brother/Sister Districts).

4. The K- Family Chair shall set the Interclub Award criteria.

5. The K- Family Chair shall give an oral report of any committee meeting held at a District Board Meeting.

6. The K- Family Chair shall maintain communication with the District Governor.

7. The K- Family Chair shall file a monthly report to the proper officers by the tenth (10th) of each month.

VII. Membership Development & Education Committee

1. The MD&E Chair shall educate members on Circle K, the structure, the vision, objective, and history.

2. The MD&E Chair shall emphasize the role of the member. 

3. The MD&E Chair shall deal with any topic of interest to the general membership, such as leadership development, increased membership participation, club relations, speaker, and club programs etc…

4. The MD&E Chair shall educate members on how to be a “better” and more satisfied member of Circle K.

5. The MD&E Chair shall give an oral report of any committee meetings held at all District Board Meetings. 

6. The MD&E Chair shall maintain weekly communication with the District Governor.

7. The MD&E Chair shall file a monthly report to the proper officers by the tenth (10th) of each month.

VIII. Service Initiative- Spastic Paralysis Committee

1. The SISP Chair shall educate members about Spastic Paralysis and the Service Initiative.

2. The SISP Chair shall be responsible in collaboration with the District Treasurer, for collection of Spastic contributions from all clubs.  The chair shall be accountable for this information at all times.

3. The SISP Chair shall provide ideas and assistance concerning Spastic fundraisers and shall be responsible for organizing any district wide fundraisers for Spastic.

4. The SISP Chair shall be responsible for encouraging clubs to focus on the service initiative.

5. The SISP Chair shall be responsible for organizing district events that focus on the service initiative.

6. The SISP Chair shall give an oral report of any committee meetings at a District Board Meeting.

7. The SISP Chair shall maintain communications with the District Governor.

8. The SISP Chair shall file a monthly report to the proper officers on the tenth (10th) of each month.
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