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Contents

· Applications For Officer Positions
· Each candidate should submit an application for the position they are interested in pursuing to Governor Karen Ann Conway no later than District Service Day.  
· District Officer Service Agreements
· Each candidate should submit the service agreement for the position they are interested in pursuing to Governor Karen Ann Conway at the Candidates meeting prior to the 2010 District Convention.
· District Officer Candidate Information
· Important information for those interested in a District Office. Also includes directions on candidate literature.
· Evaluating your candidacy
· Not sure if a position is for you? Use this evaluation to find out! 

Application for Candidates for District Office
To be handed in to Governor Karen Ann Conway with Literature on District Service Day
Top of Form

Candidate for:  
 MACROBUTTON HTMLDirect [image: image2.wmf]
 
Governor

 MACROBUTTON HTMLDirect [image: image3.wmf]
 
Secretary
 MACROBUTTON HTMLDirect [image: image4.wmf]
     LTG
Bottom of Form
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Treasurer
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Editor

Name: ______________________________________________________________
Circle K Club: _______________________________________________________             

Address: ____________________________________________________________    

City: _________________________________ State: ________ Zip: ____________

Telephone: _____________________________________ 

Past Circle K Offices Held: ______________________________________________
I certify that I am a member in good standing of the Circle K Club in good standing listed above. I further certify that I will hold that status for the upcoming service year.

Signed: ___________________________________________Candidate
I approve the candidacy of the above Circle K member for District Office.

Signed:_________________________________________ President, Circle K Club

District Governor Service Agreement

I, _____________________________, a candidate for the office of New Jersey District Governor. Agree to faithfully perform the following duties as District Governor, should I be elected.

1. To operate under the direction and leadership of the District Administrator.

2. To attend and preside at the following meetings of the District:

a. District Board Training;

b. All Circle K District Board Meetings;

c. All Circle K District Conferences;

d. Circle K District Convention.

3. To attend the following required meetings of Circle K International:

a. The official Governors and Administrators Training Conference.

b. The Circle K International Convention; to preside at District Caucuses and attend the International Council Meeting

4. To attend the following meetings:

a. All Divisional rallies when held, and any other official or unofficial meetings when invited and schedule permits;

b. The Kiwanis District Convention, the Key Club District Convention, and the Kiwanis Mid-Winter Conference (appointing a representative when scheduling conflicts makes attendance at any of the above events an impossibility.) To address any members of the Kiwanis family when requested; To participate in any scheduled workshops and seminars pertaining to Circle K.

c. Any other events as requested by the District Administrator, serving as a representative of the New Jersey District.

5. In cooperation with the Circle K District Treasurer, the Circle K Financial Counselor, and the District Administrator, prepare the Annual budget, the District Convention Budget, and all other necessary budgets.

6. Visit as many of the clubs of the District as possible, making no less than one (1) visit to each Division.
7. Ensure that other District Officers are satisfactorily performing their assigned duties with special emphasis on reporting, record keeping and accounting for funds.
8. Ensure that plans for the District Convention are made and executed.
9. Work closely and communicate with the Circle K District Administrator, the Key Club District Governor, the Kiwanis District Governor, and his appointed representatives at all times.
10. List a tentative schedule for meetings of the District Board to be approved by the members of the Board.
11. Submit reports on a monthly basis to the international Representative and the Circle K International Office.
12. To establish a workable committee structure for the district; to appoint committee chairs from applications received at District Convention.
13. Working in cooperation with the District Board, to determine the District’s annual charity for the administrative year, and to promote support of the charity by all clubs.
14. To promote attendance at the New Jersey District Convention and the Circle K International Convention.
15. To communicate regularly with all members of the District Board of Trustees and the assigned International Trustee, to encourage activity within each division, and activity on each appointed committee.
16. To prepare an official agenda for all District Board Meetings and the District Convention, in cooperation with the Circle K District Administrator, and to distribute the agenda to all District Board Members, the Kiwanis District Governor, and Governor-Elect at least fourteen (14) days prior to the Board Meeting.
17. To publish a newsletter for the benefit of the District Board, and Club Officers and Members.
18. To submit material for each edition of Cirkling, the District Bulletin.
19. Maintain a set of files that can be passed on to the next administration.
20. Brief your successor on the duties of his/her office.
21. To abide by the accepted rules of conduct at all Circle K Functions.
 

I have read this service agreement, understand it, agree with it, and pledge to perform the duties of DISTRICT GOVERNOR to the best of my ability for the betterment of Circle K, should I be elected. 

CANDIDATE: __________________________________________
Date: ____________________
IN WITNESS WHEREOF, this contract and agreement has been signed by the candidate for DISTRICT GOVERNOR, appearing herein and represented by its duly authorized DISTRICT ADMINISTRATOR OF CIRCLE K. 

District Secretary Service Agreement
I, _____________________________, a candidate for the office of New Jersey District Governor. Agree to faithfully perform the following duties as District Secretary should I be elected.

1. To operate under the direction and leadership of the District Administrator

2. To attend the following required meetings:

a. The District Board Training;

b. All Circle K District Board Meetings;

c. The Circle K International Convention;

d. The Circle k District Convention

3. To attend all possible Divisional Rallies when held, and any other official or unofficial meetings when invited and schedule permits;
4. To attend events as a representative of the New Jersey District when requested by the Governor or District Administrator when the Governor is unable to attend;
5. To keep all records of the New Jersey District of Circle K International pertaining to the District Convention, the District Board Meetings, and any other district meetings where records or minutes are necessary; to forward copies of District Board Meeting minutes to all Board Members, the District Administrator, the Kiwanis Governor and Governor-Elect within thirty (30) days of the meeting; 
6. To have full charge of all District records, maintaining them in an orderly, up-to-date condition (these records shall be available for inspection by the Circle K and Kiwanis District Boards and the District Administrator);
7. To produce a District Summer Directory, Fall Directory, and Spring Directory, listing all clubs, their addresses and their officers as well as the addresses of the Assigned International Representative, District Officers and Kiwanis District Governor and the District Administrator;
8. To receive monthly reports from all clubs, and to maintain statistics for reporting;
9. To submit a monthly report to the Governor, District Administrator, and Trustee,
10. To distribute to all clubs and officers, the necessary report forms when requested;
11. Oversee the activities of the District Committee system;
12. Submit material for each edition Cirkling, the District Bulletin
13. Maintain a set of files that can be passed on to the next administration;
14. To abide by the accepted rules of conduct at all Circle K Functions.
I have read this service agreement, understand it, agree with it, and pledge to perform the duties of DISTRICT SECRETARY to the best of my ability for the betterment of Circle K, should I be elected.
IN WITNESS WHEREOF, this contract and agreement has been signed by the candidate for DISTRICT GOVERNOR, appearing herein and represented by its duly authorized DISTRICT ADMINISTRATOR OF CIRCLE K.
CANDIDATE: __________________________________________
Date: ____________________
. 
District Treasurer Service Agreement
I, _____________________________, a candidate for the office of New Jersey District Governor. Agree to faithfully perform the following duties as District Treasurer, should I be elected.

1. To operate under the direction and leadership of the District Administrator

2. To attend the following required meetings:

a. The District Board Training;

b. All Circle K District Board Meetings;

c. The Circle K International Convention;

d. The Circle k District Convention

3. To attend all possible Divisional Rallies when held, and any other official or unofficial meetings when invited and schedule permits;
4. To attend events as a representative of the New Jersey District when requested by the Governor or District Administrator when the Governor is unable to attend;
5. To issue a call for District and International Dues at least thirty (30) days before the due date, advising clubs of where to send dues;
6. To assist the Governor and District Administrator, if necessary, in preparing the Annual Budget, the Annual Convention Budget, and any other necessary budgets;
7. Receive expense vouchers from District Board Members and ensure that each expenditure is justified. Inform the board what portion of their budget remains;
8. Submit reports at least monthly of the current District membership statistics, including: Club membership, and percentage membership goal attained;
9. Oversee the activities of the District Committee system;
10. Hold the District Checkbook and balance it monthly;
11. Submit material for each edition Cirkling, the District Bulletin;
12. Maintain a set of files that can be passed on to the next administration;
13. To abide by the accepted rules of conduct at all Circle K Functions.
I have read this service agreement, understand it, agree with it, and pledge to perform the duties of DISTRICT TREASURER to the best of my ability for the betterment of Circle K, should I be elected. 

CANDIDATE: __________________________________________
Date: ____________________
IN WITNESS WHEREOF, this contract and agreement has been signed by the candidate for DISTRICT GOVERNOR, appearing herein and represented by its duly authorized DISTRICT ADMINISTRATOR OF CIRCLE K.

District Editor Service Agreement
I, _____________________________, a candidate for the office of New Jersey District Governor. Agree to faithfully perform the following duties as District Editor, should I be elected.

1. To operate under the direction and leadership of the District Administrator

2. To attend the following required meetings:
a. the District Board Training;
b. all Circle K District Board Meetings;
c. the Circle K International Convention;
d. the Circle K  District Convention.
3. To fulfill all duties outlined in the District Bylaws with special emphasis on promoting the interests of Circle K clubs within the District, working closely with the District Board and Program Directors, furthering the aims of increased recognition and cooperation within the Kiwanis Family.
4. Publish as least five (5) issues of the District Bulletin, Cirkling;
5. Notify the Board of Officers, all Circle K Club Presidents, and all appropriate Kiwanians and Key Clubbers of the deadline for submission of articles for the next issue of the District publication at least three (3) weeks prior to that date, and shall publish the deadlines for the remainder of the administrative year no later than June 1. Any changes in this schedule must be announced at least twenty-one (21) days prior to the original or new deadline, whichever is earlier.
6. Work with the District Board of Officers in producing periodical publications for their respective positions.
7. Maintain the district’s presence on the World Wide Web, unless another qualified individual is appointed for this duty.  The Editor or appointed Webmaster shall counsel all club webmasters within the district.
8. Submit articles to each issue of the Kiwanis District Bulletin, as well as publish the annual District Directory and District Convention Program, in coordination with the District Secretary, District Treasurer, District Governor, and Conventions Program Director.
9. Report to the District Board any District Board or cabinet member who is not submitting articles for the District Bulletin.
10. Perform other such duties as may be assigned by the Governor or District Board of Officers.  

I have read this service agreement, understand it, agree with it, and pledge to perform the duties of DISTRICT EDITOR to the best of my ability for the betterment of Circle K, should I be elected. 

CANDIDATE: __________________________________________
Date: ____________________
IN WITNESS WHEREOF, this contract and agreement has been signed by the candidate for DISTRICT GOVERNOR, appearing herein and represented by its duly authorized DISTRICT ADMINISTRATOR OF CIRCLE K

Lieutenant Governor Service Agreement

I, 


_____, a candidate for the office of New Jersey Circle K Lieutenant Governor of         



 division, agree to faithfully perform the following duties as Lieutenant Governor, should I be elected:

1. To operate under the direction and leadership of the District Administrator.

2. To attend the following required meetings:

a. the District Board Training;

b. all Circle K District Board Meetings;

c. the Circle K International Convention; 

d. the Circle K  District Convention.

3. To attend events as a representative of the New Jersey District when requested by the Governor or District Administrator when the Governor is unable to attend.

4. To make at least two (2) visits to each club within the Division.

5. To hold at least one (1) Divisional Rally during the term of office.

6. To be in contact with the officers of the constituent clubs of the Division, to compile a list of club officers’ names, addresses and phone numbers and submit them to the Governor, District Administrator, Secretary/Treasurer and the International Office.

7. To submit a monthly divisional report to the Governor, District Administrator, and Secretary outlining events, happenings, service performed, and problems within the Division.

8. Assist in collection of District and International dues and monthly reports from clubs which are past due.

9. Establish communications and foster relations with Kiwanians and Key Clubbers within the Division.

10. Assist Kiwanis in building or reactivating Circle K Clubs within the Division.

11. Assist Circle K Club Presidents when requested and keep them informed of all District and International Functions. Speak about Circle K at Club, Divisional, and District meetings when requested.

12. Promote interclub meetings within the Division.

13. Encourage clubs to submit material for Cirkling
14. Submit material for each edition of Cirkling, the District Bulletin.

15. Maintain a set of files that can be passed on to the next administration.

16. To abide by the accepted rules of conduct at all Circle K Functions.

I have read this service agreement, understand it, agree with it, and pledge to perform the duties of LIEUTENANT GOVERNOR to the best of my ability for the betterment of Circle K, should I be elected.

CANDIDATE: 






  Date: 

_____
___

IN WITNESS WHEREOF, this contract and agreement has been signed by the candidate for LIEUTENANT GOVERNOR, appearing herein and represented by its duly authorized DISTRICT ADMINISTRATOR OF CIRCLE K.

District Officer Candidate Information
TIME REQUIRED TO FULFILL A DISTRICT OFFICER POSITION
District officers must be willing to commit 5 to 10 hours per week on average to their Circle K responsibilities. Certainly the time spent on Circle K work will vary from week to week depending on travel, special events, and other personal and academic obligations; however, 5 to 10 hours per week is the average time spent on Circle K work.
KNOWLEDGE OF THE ORGANIZATION
As a District officer, you will be expected to understand all facets of Circle K International, especially our district. You should be familiar with the various levels of our organization, and how they interact. As a District officer, you will make decisions that benefit the entire district, as well as the clubs you may be directly working with.  

RESOURCES NEEDED TO FULFILL DISTRICT OFFICER RESPONSIBILITIES   

· Telephone
· Computer
· Answering Machine
· Files
· Internet access
· Reliable Transportation
· Consistent e-mail
· Access to Instant Messaging is helpful
 

 

Each District officer must have unlimited access to a telephone. Access to an answering machine would be helpful, though it is not required. Access to a computer will enable the District officer to document records and correspond efficiently with the clubs of the district. A majority of correspondence is through the Internet; therefore, it is essential that candidates have reliable access. 

Each District officer will receive files from his/her predecessor. In these files will be past monthly reports from clubs, contact information, and any other pertinent paperwork. It is the responsibility of the outgoing and incoming officer to get together in order to exchange files and any other information. Each officer must maintain files during the current year to be passed on to your successor.  

CAMPAIGNING FOR DISTRICT OFFICE
To truly be effective in your campaign, you must do research to determine the needs of the clubs in our district and then use that information to develop your platform. You will need to rally your greatest supporters to be a part of your campaign team and design a strategy to make Circle K members aware of your qualifications and platform. 

You must be prepared to share information about yourself: your past experiences, skills, qualifications, and motivation for pursuing a District Officer position. (Utilize the Assessing Your Candidacy Form in this packet.) You will need to submit your campaign literature no later than District Service Day to be approved by the District Governor and the District Administrator. This literature shall be two pages and include the things listed above in addition to other qualifications you feel will help you within reason. Your campaign experience at convention will be very intense and will require some stamina and perseverance. 
Governor, Secretary, Treasurer, and Editor candidates will be elected in the House of Delegates.  An unsuccessful candidate for Governor may run for Secretary, then Treasurer, and then Editor. 
CAMPAIGN LITERATURE
All Candidates shall submit Literature to be approved by Governor Karen Ann Conway and Administrator Bill Cater on District Service Day. It should be two pages and contain your qualifications for district office, Kiwanis family attendance,  a picture of yourself, and most importantly, your platform. Please feel free to use graphic standards if you wish to present a well-designed page in the candidates packet.

The following are the campaign-related events at District Convention:
District Officer Candidates Meeting (Friday prior to Opening Session)
During this meeting, you will turn in any paperwork, go over procedures for caucusing, and receive your caucus schedule.

Caucuses (Friday after Candidates Meeting, Saturday after Breakout Sessions.)
Candidates for District office may participate in the first and second rounds of caucuses provided they have submitted the District Officer Service Agreement and Financial Report by the posted times.
In order to participate in the Friday Caucus, you must submit the required forms by the beginning of the Candidates Meeting. In order to participate in the Saturday Caucus, you must submit the required forms to the District Administrator or District Governor by 12:00 PM or no later than 30 minutes prior to the beginning of caucus, whichever is the latter.

House of Delegates (Saturday Evening)
Nomination and Election for District Governor will be held. A candidate must receive a majority of ballots cast to be elected. If no candidate receives a majority, a run-off will be held.
Nomination and Election for District Secretary, Treasurer, and Editor will be held. The same procedure for electing the District Governor will be held.
Joint Board Meeting (Sunday following Farewell Brunch)
A joint board meeting of the 2009-2010 and 2010-2011 District Boards will be held. All 2009-2010 and 2010-2011 Club Presidents are also invited and encouraged to attend.

Assessing Your Candidacy for District Office 

As you consider pursuing a position on the New Jersey Circle K District Board, you should spend time evaluating your motives, objectives, skills, training needs, past performance, future aspirations, time you can commit, and level of moral support from your club, sponsoring Kiwanis club, and district. 

Consider the following questions to help you decide whether you have the time, energy, and commitment to fulfill the position requirements of an District officer and to prepare yourself for your campaign, should you decide to run for District office: 

1. What time constraints will you have during the 2010-2011 academic year (other co-curricular activities, course load, job, personal and family obligations)?
2. How many hours will you be able to devote to Circle K District work on a weekly basis? __________________ hours/week. How will you utilize this time?
3. Why are you interested in pursuing a District officer position?
4. Review the position requirements for District Officers and identify the skills and personality characteristics necessary to be an effective District officer:
5. Which of the skills and personality characteristics in question #4 do you possess? Describe situations or tasks in which you have demonstrated these skills and the outcome of that experience.
6. Which of the skills and personality characteristics in question #4 do you not possess? How would you compensate for the lack of these skills?
7. What have you gained personally and professionally through your involvement in Circle K International?
8. What past experiences qualify you for a District Officer position?
9. What do you hope to learn and gain through the experience of being a District officer?
10. Toward what issues, programs, and needs do you believe our district needs to direct some attention?
11. In what areas of organizational operation do you need further training?
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