Files Systems

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.

