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V. District Officer Resources

I. File System

A good filing system is one of the best tools for information storage and retrieval. Once a logical filing system is established, it should be carefully maintained and kept in a transportable box. Two sets of files, working files and permanent files, may be created.

Working files should contain folders for:

· Correspondence with each District Officer and the Administrator

· Correspondence with Kiwanis and Key Club District

· Correspondence with Counselor 

· Correspondence with Clubs

(one folder for each club to hold reports, article submissions, etc.)

· District Officer Reports 

· Bulletin Report forms or Monthly report forms

· Directory

· District Budget and Vouchers

· Board Meeting Minutes

· Bylaws and Policy Code

· CKI Constitution and Bylaws

· Board Committees

· District Convention

· Conferences and District Events

· International Convention

· CKI Magazine

· Supplies Catalog

· International Publications

· Service Initiative/Spastic Paralysis material

· Clip Art

· Motivational material to use as filler material

· Original copies of this year’s bulletins

Permanent files should contain folders for:

· Past Board Meeting Minutes

· Past Committee Work

· Past Bulletins

· Past Reports

For convenience sake, the permanent files should be as small as possible. Don’t keep unnecessary past carbon copies; only those essential to board operations or for reference need to be saved.

II. Written Communication:

A. Email Correspondence

Your primary means of written communication to individuals is email correspondence.  The purpose of writing may be to relay or provide information, to request information or action, or to respond to received correspondence.

A copy/carbon of EVERY piece of correspondence you send out should be sent to the district governor, administrator, International counselor, and anyone else who would benefit from receiving the information.  Always send a copy to a lt. Governor when writing a club in his/her division.  Likewise, send a copy to the proper Kiwanis or Key Club officials when writing to their members or clubs.  Although making copies may be viewed as a hassle, it is one of the least expensive and most far-reaching means of communication.  

When corresponding with various K-Family officers and members, keep in mind these general rules:

· Most people’s impressions of officers are formed when reviewing their work!

· Such words as club, district, convention, and committees are capitalized only in the full formal designation (e.g., Circle K Club of Chicago, or Thirtieth Annual Florida Circle K District Convention).

· Capitalize such words as president, secretary, director, and lt. Governor only when used as a title (e.g. President Keith Wilson, but Keith Wilson, president of the Davis Circle K Club).

· Avoid typos and misspellings!  Be especially careful on words like lieutenant, congratulations, committee, commitment, liaison, counseling, and candidate.  Also, always double-check the spelling of names.  It is really insulting to misspell someone’s name.  

· Watch grammar (e.g., “Everyone should turn in his books.”- not their!)!

· When including a carbon copy list, titles are sometimes more important than names.  For example, “cc: Jamie Cirfuentes, Oxford Club Secretary: Beth Gonsewski, Randolf Club Treasurer.”  If just cc: Cifuentes, Gonsewski” had been used, most people would not know who they were.  

· When sending carbon copies to a particular group of people, it is not necessary to list each name (e.g., “cc: Circle K Club Presidents, District MD&E Committee, District Board”).

· Never type a letter and handwrite the salutation.  If you must send out “form letters,” make a good copy of the typed letter and type in the full address and salutation.  

B. Letters

Each letter should include:


Return address and telephone number (if not printed on stationery)
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Date


Name, title, and address of person being written


Salutation


Body


Complimentary closing


Signature enclosures (if any)


“CC:” List those receiving carbon copies


The basic formats for letter headings are:

CLUB LEVEL


Name, Title


__________Circle K Club 


Street Address


City, State or Province, Zip Code

DISTRICT LEVEL



Name, Title


__________District CKI


Street Address


City, State or Province, Zip Code

INTERNATIONAL LEVEL


Name, Title


Circle K International


Street Address


City, State or Province, Zip Code

Points to remember when typing a letter include:

· If typing in “business” or “block” form, everything is flush against the left margin and paragraphs are not indented; otherwise, the return address, phone number, date, closing, and signature will begin at the center of the page while all else remains flush against the left margin, and paragraph indentions will be used.  

· The return address and phone number begin on line 13, with the date below.  Move down four more lines to type name, title, and address of individual being written.  The salutation begins three lines further down, with a blank line between each paragraph.  The close begins three lines after the body.  The signer’s identification (full name and title typed) begins five lines below the close.  “Enclosure” is three lines further down with “cc:” (carbon copy recipient) two lines after it.  

· If additional pages are needed, begin on line 7 of each additional page and type (flush left):

Last name of letter recipient

Page number

Date of letter

C. Memorandums

Many times an officer will have one or two bits of information to send to various people.  Often, the most efficient way to do this is to send a memorandum.  Memos should be headed flush left, beginning on line 13, in the following manner:

TO:

(recipients)

FROM:
(sender, including title)

DATE:

(date written)

RE:

(subject matter)

Do not sign the bottom of the memo.  Writing you initials after the typed name at the top is sufficient.  A “cc” (carbon copy recipients) may be added at the bottom of the memo.  Use memos only for one or two topics.  The purpose of memos is to relay information quickly.  A long memo has the potential of only being skimmed, not read.  

D. Common Grammatical Errors

· Use of apostrophes
Apostrophes are used in three ways:

1. They mark the possessive case of nouns.

Examples: Mary’s, Chris’ or Chris’s dogs.  Note: The personal pronouns, its, his, hers, ours, theirs, and whose do not require apostrophes.  

2. They indicate a contraction.

Examples: don’t (do not), can’t (cannot), we’ll (we will), it’s (it is).  Note: Contractions should NEVER be included in formal writing.

3. They indicate plurals of letters, abbreviations, and numbers. 

Examples: A’s, x’s, B.A.’s, 5’s, 1900’s.  Note: You may choose not to use apostrophes with letter abbreviations that do not use periods (VIPs) and with numbers (1700s), but be sure to use that style consistently.

· Comma splice

Comma splices are a type of run-on sentence that occur when two independent clauses are joined by a comma.  This error can be corrected in one of two ways:

1. Replace the comma with a period.

Example: I went to LTC in the fall, in the spring I went to district convention.  (revised: I went to LTC in the fall.  In the spring, I went to district convention.

2. Replace the comma with a semicolon.

Example: I loved Divisional Rally, in fact, it was my favorite event this year.  (revised: I loved Divisional Rally; in fact, it was my favorite event this year.)  Note: Transitional words (like, therefore, however, then, also, and nevertheless) or phrases (like, for example, in fact, on the other hand, and in other words) often begin a second main clause that can be linked to the first with a semicolon. 

· Fragment

A fragment is a dependent clause that stands by itself.  It can be corrected in one of two ways:

1. Connect the fragment to the related complete sentence.

Example: I enjoy participating in service projects.  As you can tell by my involvement in Circle K.  (revised:  I enjoy participating in service projects, as you can tell by my involvement in Circle K.)  Note: Subordinate clauses often begin with transition words such as because, which, as, and like, which make the clause dependent on the main, or independent, clause.  

2. Make the fragment into a complete sentence by adding the missing element(s).

Example: I enjoy participating in service projects.  For example, collecting food for the local food pantry.  (revised: I enjoy participating in service projects.  For example, I love collecting food for the local food pantry.)

· Wrong word usage

Often this error involves substituting a similarly spelled but different word for the actual word intended.

Examples:


Accept (verb: to receive or agree to) / except (verb: to exclude)


Affect (verb: to influence) / effect (verb: to bring about or cause; noun: result)


A lot (misspelling of a lot)


Among (used when more than two items are involved) / between (used when only two items are involved)


Could of/must of/should of/would of (replace with could have)

Lose (verb: to become unable to find; to fail to keep) / Loose (adjective: not firmly fastened)


Reason is because (change to “reason is that” or rewrite sentence to use “because” by itself) 


Than (used in comparisons, i.e. better than”) / then (means consequently; next; at that time)

Sources: Guide to Rapid Revision.  Pearlman, Daniel D. and Paula R.  Webster’s New World Dictionary.  Guralnik, David B., ed. 

III. Circle K Club Officer Installation Script

The following script can be used to install new Circle K club officers.  You may want to complete the biographical information for each officer and insert it into the script.

Kiwanis Club President or Kiwanis Advisor:  One of the greatest gifts our Kiwanis club can give is increased service to our community, while developing quality leaders and citizens.  It is with this in mind that our Kiwanis club is very proud to share the benefits of Kiwanis-family membership with the Circle K club of ____________________ (insert college or university name).  Without question, student involvement in community service is the best way to make a difference in our community.

Our Kiwanis club is committed to assisting this Circle K club to be successful in serving the campus and community.  Our Kiwanis club is committed to providing adequate support to the club and its members throughout this club’s existence.  Our Kiwanis club is committed to training this Circle K club’s officers to ensure that the club is equipped to manage effectively.  Our Kiwanis club is committed to working together with this Circle K club to plan and implement service projects and fellowship activities.  
With these promises in mind, it is my pleasure to install the new club officers.  As I call each officer’s name, please come forward. 

____________________(name of the bulletin editor), would you please step forward?  It is your responsibility to promote the club both internally to the membership and externally to the campus and community.  It is your responsibility to track club information and promote membership development through an effective club publication.  Also, you are charged with assisting the club with its public relations efforts.  Do you pledge to fulfill the duties and responsibilities of the office of Club Bulletin Editor and serve, to the best of your ability, the members of this Circle K club?  If so, answer I do. 

____________________(name of the treasurer), would you please step forward?  It is your responsibility to work with our Kiwanis club and the school administration to develop and maintain the club budget and receive and record dues payments.  It is also your responsibility to ensure that payment of district and international dues are made in a timely manner and that all club activities conform to the club’s available funds.  Do you pledge to fulfill the duties and responsibilities of the office of Club Treasurer and serve, to the best of your ability, the members of this Circle K club?  If so, answer I do. 

____________________(name of the secretary), would you please step forward?  It is your responsibility to chronicle the business of this club through complete, accurate, and timely minutes of the meetings of the club and its board of officers.  It is also your responsibility to complete the monthly report form on time and complete correspondence.  As secretary, it is your responsibility to document the business of the club.  Do you pledge to fulfill the duties and responsibilities of the office of Club Secretary and serve, to the best of your ability, the members of this Circle K club?  If so, answer I do. 

____________________(name of the vice-president), would you please step forward?  It is your responsibility to preside at all meetings of the club and Board of Officers in the absence of the president.  As vice-president, it is also your responsibility to oversee all committee activities.  Do you pledge to fulfill the duties and responsibilities of the office of Club Vicek-President and serve, to the best of your ability, the members of this Circle K club?  If so, answer I do. 

It is now my distinct honor and pleasure to install the person whom you have elected to lead your Circle K club as President.  Will ____________________(name of the president) please step forward?  As president, your duties and responsibilities are vast and varied.  As the chief executive officer of this club, it will be your overall duty to maintain the organization’s health during this next administrative year.  You will lead the board of officers during decision and policy-making processes, communicate with the members of the clubs, develop programs, encourage campus and community service, provide leadership development opportunities and much more.  Do you pledge to fulfill the duties and responsibilities of the office of club President and serve, to the best of your ability, the members of this Circle K club?  If so, answer I do.

(If there are additional officers, insert information about each)

At this time, I will trun the reigns of leadership over to Club President______________________
(Allow the club president to make some remarks)

Newsletters

One of your major duties as a leader is to communicate regularly with the club officers in your Division.  Your correspondence will be one of the main ways in which to express your goals, enthusiasm, and directives to these officers.  Much of what you do and how people view you will revolve around the newsletters you produce. 

In order for the newsletter to be of value, it must be sent out at least once a month.  Although the topics for each newsletter will vary, it may be helpful to include sections like “A Note to Secretaries”, or “Club News.”  These specific sections can make your newsletter seem more personalized and interesting.  Everyone likes to see their club published!

Proper grammar, spelling, and punctuation are all important aspects of well-written correspondence.  Many times you will find yourself writing the same way you speak.  DON’T.  Professional writing simply is not the same as spoken conversation.  Additionally, although you may get away with poor grammar when you speak, it becomes obvious in written form.  It will be helpful to have someone proof your work BEFORE you copy it and send it out.  If you use a computer, odds are it has a spelling checker, and perhaps, a grammar checker as well.  Just remember that they do not always catch every error, though!

Printing Newsletters: Getting your newsletter printed each month can be a problem if you don’t have access to a copier.  Possible sources include your school, church, and Kiwanis club members, among others.  Though you most likely will not get copying for free, you may be able to get it at a low cost.  Check around!

Your Image: In all areas of correspondence, remember that what you produce is a “mirror image.”  This is the image of you that will be projected to many people throughout the district.  Therefore, it is imperative that your utmost attention is given to accuracy, neatness, and timeliness.  If you writing excels, so will your reputation.  If your writing is weak, you may be perceived as a weak, ineffective leader.  

Who Do I Send It To?

· All club officers and/or members in your division

· Faculty and Kiwanis advisors of clubs in your division

· Kiwanis presidents of sponsoring clubs (and/or potential sponsors) in your division

· Governor

· Other District Board members (especially Editor)

· District Administrator

· Your adult committee member (assistant administrator)

· Kiwanis Lt. Governors in your division

· International Trustee

· Any interested person (it may spark a new club or more support!)

Suggested Newsletter Outline
Each newsletter should include: club activities, introduction of new clubs, accomplishments, names and addresses of officers, calendar and or/articles about upcoming events, important district news, resource materials available from the International office, K-relations, Circle K symbols, clip art, and other items of interest. 

March-April-May/June-July-August

· Information about yourself and your goals
· New executive board members and addresses
· Convention results
· Year wrap-up
· Reminder that their officers should already be elected (if not encourage this)
· International Convention: general information about the various happenings, district outing information
· Reminder that Circle K clubs do not have to abandon Circle K over the summer; encourage at least one social or service project to keep enthusiasm throughout the club
· Officer/Advisor Training (OAT) Conference
· Summer Social
September-October

· Membership drives
· Fall Divisional Rallies
· Leadership Training Converence (LTC)
· Service Initiative
· District project (Spastic Paralysis) information
· DUES (how much, what they’re used for, when they’re due)

· Reminder about club Monthly Report Forms (MRF’s)
November-December

· Thanksgiving and Christmas project ideas
· District Convention promotion
· Holiday Embrace
· Dues! (delinquent as of Dec. 1)

January-February

· District Convention
· Election of officers
· K-family month (Feb.)
· Circle K Week (first full week of Feb.)
· Holiday Embrace recap
Club Information 2002-2003 for ___________________(club name)

Club President

Name: 

School address:

School phone:

Permanent address:

Permanent phone:

Email address:

Year in school:

Club Vice-President

Name:

School address:

School phone:

Permanent address:

Permanent phone:

Email address:

Year in school:


Club Treasurer

Name:___________________________

School address:

School phone:

Permanent address:

Permanent phone:

Email address:

Year in school:


Club Secretary

Name:

School address:

School phone:

Permanent address:

Permanent phone:

Email address:

Year in school:

Club Kiwanis Advisor

Name:

School address:

School phone:

Permanent address:

Permanent phone:

Email address:

Year in school:

Club School Advisor

Name:

School address:

School phone:

Permanent address:

Permanent phone:

Email address:

Year in school:

Meeting

Time:

Place:


* If Permanent (summer 2002) address/phone is unknown, list the permanent residence (i.e. Parent’s home)


