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I f | havendt i toyou ardady engnameyiss e | f
Stefanie Chow , your 2011-2012 CNH Circle K District

Treasurer ! Born in Philadelphia and living in Sacramento, |

am currently majoring in Management S cience during my

third year at UC San Diego. | served as the External

Fundraising Chair for my home club last year, planning our

annual Masquerade Ball event with the help of my incredible
chairs and committee. <3

| remember how special my year was when | planned
Masquerade Ball. | could not have done any of what | did
without the help and support of the UCSD Circle K Board and
general members from across the CNH District. Through this
experience, | realized the importance of having District support
within reach, and | want to provide as much assistance as
possible through constant and open communication and
especially this Treasurer and Fundraising Manual.

If you find anything missing in this manual or think any of the articles can be improved, please

contact me or any of the Finance & Fundraising Committee members, and we will implement

changes to this manual throughout the year.  Remember that many of the articles in this

manual are only suggestions, and it is up to YOU to decide what is best for you andyo  ur club. |

hope this manual, along with the support of District Board, can successfully guide all of you

through your term this year, because-FILDEDS GOI NG TO I
AMAZING YEAR. (Quoted from David Rozul, current Paradise LTG. Yes, | remember to cite my

sources.)

As always, let me know if you need help or advice, inside or outsideof Ci r c |l e K. I know yo
anincrediblejob t hi s year, and ofyoueery&®don'€3o0 meet all

With Love and Service,

Stefanie Chow

Stefanie Chow
CNH Cir cle K District Treasurer
schow.circlek@gmail.com | (916) 390 -8388
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MEMBERSHIP DUES | INTRODUCTION
by Stefanie Chow

In the fall, your number one priority as treasureri s collecting membership dues! Why is
this important? Well , here are a few reasonsé

1. Paying dues on-time ensures that your club is still active ( officially recognized by
Circle K International)
2. Onlydues-paidmembers count in the ooffi cdwehaveimhember of
CNH District. Wedve already reached 2,000 memb
3. Asking potential members to pay club dues is where advertising member benefits
comes into play! This can make or break whether or not someone decides to join.
(Plus, members cannot enjoy all the benefits of Circle K until they pay dues!)
4. Collecting dues in the fall saves a LOT of trouble later ~ when members sign up for
District events like FTC and DCON , since all attendees must be dues -paid.
5. Part of membership dues may go towards financially supporting the club, such as
service projects and/or fundraisers.

(Need tips on recruitment? Contact our District MD&E Chair
Jackelyn Rivera at rivera.jl3@gmail.com !)

The next few sections will guide you in determining how much dues should be and how to
submit these dues to Circle K International. Remember that each club has different needs,
so please make sure to contact the District Treasurer if you have any questions about this
portion o f the manual!
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MEMBERSHIP DUES| MEMBER BENEFITS
by Stefanie Chow

To encourage members to join Circle K , read this sample list of membership benefits.
Remember to talk to members about what would motivate them to pay dues, then explain
what Circle K doe s to accomplish that. If you have trouble listing more reasons, think about
your own reason for paying dues and the benefit you get from  being a part of Circle K!

WHY SHOULD | PAY DUES AND JOIN CIRCLE K?

If you were in Key Club or KIWINS, this is the perfect opportunity to
10 continue within the Kiwanis Family. Even if you had little or no involvement
in high school, Circle K is a great place to start!

Each new member receives a set of m embership materials , including a pin
and membership card.

Part of the dues money goes towards funding service projects and fundraisers
on the club level.

All dues -paid Circle K members are eligible to apply for scholarships offered

by Circle K and Kiwanis.

Meet members from all over the District! This is wherei  nterclub events come
into play!

Networking with Circle K and Kiwanis members across the Cal  -Nev-Ha
District may prove beneficial in the professional world.

A~ 01 O N 00 ©

All dues -paid Circle K members are eligible to  run for office on the District
and Internationa | level.

Participants in all District events such as Fall Training Conference and
3 District Convention must be dues -paid. Workshops, icebreakers, and other
fun activities await!

Through hosting workshops and chairing projects , there are many
opportuni ties to development your leadership abilities throughout the year.

N

1 Life -long friendship s <3
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MEMBERSHIP DUES | DUES STRUCTURE
by Stefanie Chow

At a minimum, all Circle K clubs must  pay the International and District Fee,

incorporating this into the am ount they charge each member. After entering contact
information for all dues -paid members onto the Membership Update Center (explained on
page 8), a total amount to be sent to Circle K International  will be generated.

The International Fee must be sent wi th the first payment , and the District Fee will be
included for each member that is inputted into Membership Update system.

‘ Type of Institution International Fee District Fee Minimum Membership
2-Year Institutions $450 $9/member 10
4-Year Institutions $600 $9/member 15

District and International fees go towards organizing District and International events,

paying administrative and travel costs, marketing Circle K in general, providing insurance
for all Circle K membe rs, and helping to charter clubs around the world!

In order for a Circle K club to remain within GOOD STANDING , it must pay the
International fee plus the District fee for the minimum amount of members listed in the
table above anytime between OCTOBER 1ST d NOVEMBER 30TH.

Any club who does not pay their first batch of dues by November 30th will obtain the status
of SUSPENDED and become subject to a reactivation fee. Please contact the District
Treasurer if your club needs to be reactivated!

For more infor mation, please visit: http://www.circlek.org/Join/Membership/ClubFees.aspx

As a reminder, all members who wish to attend District events such as Fall Training
Conference and District C onvention (with the exception of Crazy Kompetition for Infants)
must be dues -paid!
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MEMBERSHIP DUES | DECIDING DUES

by FiFun Committee

The main thing to remember is that the MEMBERS should decide club dues i not the board.
As previously mentioned, club dues must incorporate District and International Fees.

Below are some factors for members to consider when deciding on club dues. However,
remember to emphasize that a portion of membership dues goes back to the club for service
and leadership opportunities.

The financial stability of your club. Does your club need to increase membership

1 dues to cover administrative costs? Remember that higher club dues may  deter some
potential members from wanting to  join and pay! (Be sure to advertise membership
benefits well.)

The amount of paid and unpaid members from previous years. Was there a large
2 group of members in the previous year who could not pay because they thought the
dues were too high? Take this into consideration.

3 College budgets. How much would a ¢ ollege student really be willing to pay to join a
student organization ?

4 T-shirts . Many clubs include the fee of t -shirts in their membership dues. Make sure
to include information about this on the membership form.

Contribution to DFIs. Thisyear,$ 2 from each memberds FTC
5 registration fee will be donated to the Eliminate Project to pay for immunization

costs combatting maternal neonatal tetanus. Members may choose to do the same

with club dues.

How will you pay for the International fee  ($450/$600)? Some Kiwanis clubs may
6 pay this fee, and Circle K clubs often fundraise for this amount so their members do
not have to pay extra.



Circle K International

MEMBERSHIP DUES | SUBMITTING DUES
by Stefanie Chow

And nowéthis is the manual ngfortThefbtllevingseatidhwié al | bee
teach you how to submit your International and District dues after you have collected them
from your members.

1 Go to www.circlek.org andcl i ck on OMEMBERSHI P UPDATE

Circle K Internafionol DISCOVER JOIN NEWS CALENDAR TOMORROW FUND MEMBERSHIP UPDATE CENTER

SERVICE = LEADERSHIP | FELLOWSHIP = RESOURCES

THE LATEST 1IN CIRCLE K

MMER READTN MPORTANT

If you have your club key number and password  (should be sent to your school by

early September), click on oMEMBRoHIRBSSthid P UF
2 information , contact the District Treasurer for your key number and follow the

instructions on requesting a new password.

See image on the next page!
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DISCOVER | 1OIN MNEWS CALENDAR | TOMORROW FUND MEMBERSHIP UPDATE CENTER

Circle K Infernationol

Mcore Reasons to
Join

Alumni
Are You In Key Club?
Community. Benefits

Don’t stop
serving Clubs should update their membership rosters and generate dues

invoices online via the secure website. Confidential password and access
information is mailed to each CKI club in late August or early September.

Membership

To update your club's information, log in and use the key number and More Membership
password information that was sent to the school.

ELIMINATE Chartering

matemal /neonatal tetanus

If a club has not received its confidential password and access Club Fees
Lz ign by mid-September of each year, or has lost the password,

@ ew password. Please provide the club’s name and key number
inyour request. Membership Update Center

Dues Information

3 Enter your Club Key Number and Password.  Click Login.
(The listed club sample account will be used for this part of the manual.)

Welcome to the Senvice Leadership Programs Membership Update Center.
All alpha characters must be UPPERCASE.
The Password must be 8 characters.

Club Key Number

Password

Meed help, please contact Member Senvices, membersenices@kiwanis org or call 1-800-549-2647x411

For first time users, or those wanting a preview on how to use the Membership Update Center, please enter one
of the following club numbers and passwords provide below. This is a "sample” club and does not affect any of
the main database for our Senvice Leadership clubs.

Name User Password

Circle K International C00000 MDPWMDPW
Wktion Club 000000 MDPWMDPW
Key Club International H00000 MDPWMDPW




Circle K International

4 Once |l ogged in, select 0Click hered6 to be

Kiwanis

International

Service Leadership Programs Membership Update

Welcome
Main | Printable Roster | Export Roster | Club Advisors | Help logout

the Circle K International Membership Update Center.
Click here tg)begin.

FaN

As a club user, you may:

® view entire club roster

make changes to club member and club advisor information
view and update club information

export club members and club advisors associated with club

.
.
.
® Generate Invoice

I f this is your first time using théfnde mkb
5 and you have no member sMakesurate reael theinstrustieris e ¢ t
on this page before emailing any questions to the District Treas  urer!

Step 2. This section allows you to delete members from your membership roster.

Do you have any members you wish to delete?

@Yes (ONo

submit

If you answer Yes, the member list will appear. To delete a member, click the member's name and then click
‘Delete’ at the top of the page.

Deleted members will be indicated with an asterisk (*). Please note: deleted member records will not be
removed from the membership listing and will not be included in the total number of members billed.

When you have finished deleting members, there is a link to click at the bottom of the member list that states:
CLICK IF YOU ARE FINISHED DELETING MEMBERS

If you delete a member, and later realize that you did not want them to be deleted, you can "un-delete” them.
Click on the deleted members's name (indicated by **). Then click the "undelete” button. Then click "cancel” to

get back to the membership roster. The asterisks will disappear, and the member will be added back to "active’
status.”

If you have adds or changes you must proceed to step 3 (after completing step 2) to properly generate an
invoice

10
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Youmust click odeleted6 for any membe(Thist hat
includes those that have graduated!) Once deleted, there will be two asterisks (**)
next to the names of those members that have been deleted. When you are finished,

O click the ALL -CAPS text at the bottom.

IMPORTANT : If you skip this step and continue to-generate your invoice (pay for your
members), you may be charged extra, and-your membership roster will be inaccurate.

Office Address State/Prov
2860043 ** Boone. Daniel 1234 Test Street Nowhere IM
2860045 Bowie, Dave 1234 Test Street Nowhere M
delete 2860041 Curig, Marig 1234 Test Strest Nowhere IN
delete 2850054 Fawkes Guy 1234 Test Street Nowhere IM
delete 3365319 Gates, Bil 1234 Test Street MNowhere IM
delete 3365318 Jacob, John 1234 easy st Indianapolis IN
delete 3365336 Jefferson, Thomas NO ADDRESS MNowhere IM
delete 2860050 Csbourne, Oswald 1234 Test Street Nowhere IN
delete Person, Test 1234 Place 5t Indianapolis I
delete 2860038 Poe, Allen 1234 Test Street Nowhere IN
delete 2860042 Tesla, Micolai 1234 Test Strest Nowhere IN
delete Test, Nancy 1234 easy st Indianapolis I
delete 2860051 Wil Henry 1234 Test Strest Nowhere IN
delete 3365337 Wallace, William 1234 Test Street Nowhere IN
delete 3365316 Washingten, George 1234 Test Street Nowhere IN
delete 2860039 Watt, Henry 1234 Test Strest Nowhere IN
18 records found 1 Page 1 of 1
Mote: * User is currently inactive/deleted.
1 CLICK IF YOU ARE FINISHED DELETING MEMBERS ?
The nextpagewillask i f you woul d | o add or ed

7 entering information for new members.

See image on the next page!
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Step 3. This section allows you to add or edit member records on your membership roster

Do you wish to add new members and/or edit existing members?

@Yes 'No

submit

If you answer Yes, the member list will appear.

To add a new member: Click "Add’ at the top of the member list, fill in the form, and click ‘Update”.
To update a member: Click the member's name, make updates, and then click ‘Update’.  If you click the
wrong member's name, click 'Cancel’ and the member will not be updated.
When you have finished adding and updating members, there is a link to click at the bottom of the member list
that states:

CLICK IF YOU ARE FINISHED ADDING AND UPDATING MEMBERS

After you have made all of your deletes, adds and changes you must proceed to steps 4, 5, 6, and 7 in order
to properly generate an invoice.

Toadd member s, click the o0Adddé button | oc

IMPORTANT : ONLY add members if they have paid membership dues, because any

8 member whose information is entered into the Membership Update Center may
accidentally be included in the invoice generated at the end of this process, meaning
you will have to pay for them even if th ey did not pay.

Club Members
Club: Circle K International
To add a new member. Click "Add" below, fill in the form and click "Update”
Aicld
18 records found 1 Page 1 of 1
Field: Member D w» Type: Contains -
Member ID Name Office Address City State/Prov
2860043 ** Boone. Daniel 1234 Test Street Nowhere IN
2860045 Bowie, Dave 1234 Test Street Nowhere IN
2860041 Curie, Marie 1234 Test Street Nowhere IN
2860054 Fawkes. Guv 1234 Test Street Nowhere IN
3365319 Gates, Bil 1234 Test Street Nowhere IN
3365318 Jacob, John 1234 easy st Indianapolis IN
3365336 Jefferson, Thomas NO ADDRESS Nowhere IN
2850050 Osbourne, Oswald 1234 Test Street Nowhere 1N
Person, Test 1234 Place St Indianapolis IN
2850038 Poe, Allen 1234 Test Street Nowhere N
2850042 Tesla, MNicolai 1234 Test Street Nowhere IN
Test, Mancy 1234 easy st Indianapolis IN
2850051 Will, Henry 1234 Test Street Nowhere IN
3365337 Wallace, Wiliam 1234 Test Street Nowhere IN
3365316 Washington, George 1234 Test Street Nowhere IN
2850035 Watt, Henry 1234 Test Street Nowhere IN
16 records found :: Page 1 of 1
MNote: ™ User is currently inactive/deleted.

12



Circle K International

For each member, input as much information as you can. Information such as phone

9 number and email is not necessary. The only item t  hat will be used is the mailing
address, in order to send Kiwanis newsletters to membe rs. When you are finished,
click oUpdate. 6

Member Entry Form

| Update | | Cancel |

Club Circle K International

Member 1D 3365336

Office -

Name Thomas Jefferson

Suffix

Address NO ADDRESS

City MNowhere

Country . .
State/Province United States » Indiana -
Postal Code 46507

Email Address

Domain Not Found
Graduation Year (yyyy)
Phone (#s only) [ ) -
Date of Birth (mm/dd/yyyy)
Gender Male -
Create Member
Create Date
Update Member

Update Date
|

Once you are finished inputting information for all members, click the text in ALL
9 CAPS at the bottom of the page.

See image on the next page!
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2860050 Osbourne, Oswald 1234 Test Strest Nowhere IN

Person, Test 1234 Place St Indianapelis IN
2360038 Poe, Allen 1234 Test Street Nowhere IN
2860042 Tesla, Micolai 1234 Test Street Nowhere IN

Test, Mancy 1234 easy st Indianapolis IN
2860031 Wil Henry 1234 Test Street Nowhere IN
3365337 Wallace, Wiliam 1234 Test Street Nowhere 1N
3365316 Washington, George 1234 Test Street Nowhere IN
2860035 Watt, Henry 1234 Test Street Nowhere IN

16 records found :: Page 1 of 1

Mote: * User is currently jnactive/dslstad

CLICK IF ¥YOU ARE FINISHED ADDIMG AMD UPDATING MEMBERS

10 Click oOYemué to cont.

Kiwanis

International

Service Leadership Programs Membership Update

Welcome
Main | Printable Roster | Export Roster | Club Advisors | Help logout

Step 4. Have you made all of your additiens/corrections and deletions?
@Yes (Mo
submit
To review you additions/corrections and deletions, you can go to the ‘Printable Roster link at the top of the

page, to print and review the roster before generating an invoice. This will allow you to make certain that all
roster updates have been completed.

If you answer Mo, you will be taken back to Step 2. From there, you may continue the process or logout.

14
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The next page will provide (1) a list of members who you are currently invoicing and
are about to submit dues for and (2) a list of members that are already in the system

11 and have already been invoiced. Thereis anoptont o ounchecko6 memb
dues you have not received but whose information you have entered into the system.
When you are done and would |Iike to gene

The following list is members that need to be invoiced. if you would like to not invoice a member, please
uncheck them. Click continue when you are finished.

'?;gf:e MemberlD  Name Address city StatelProv  Invoiced
2860045 Dave Bowie 1234 Test Street Nowhere IN Selected
2860041 / Marie Curie 1234 Test Street Nowhere IN Selected
2860054 Guy Fawkes 1234 Test Street Nowhere IN Selected
3365319 / Bill Gates. 1234 Test Street Nowhere IN Selected
3365318 John Jacob 1234 easy st Indianapolis IN Selected
3356331 Thomas Jefferson NO ADDRESS Nowhere IN Selected
Nancy Test 1234 easzy st Indianapolis IN Selected
2&5$1 Henry Wil 1234 Test Street Nowhere IN Selected
3365337 William VWallace 1234 Test Street Nowhere IN Selected
3365315 George Washington 1234 TestStreet  Nowhere N Selected
2860035 Henry Watt 1234 Test Street Nowhere IN Selected

This list represents any member that has been invoiced already for this year.

Member ID Name Address City State/Prov Invoice Date
2860050 Oswald Osbourne 1234 Test Street MNowhere IN 09/03/2011
Test H Person 1234 Place St Indianapolis N 0803201
2860038 Allen Poe 1234 Test Street Mowhere IN 09/03/2011
2860042 Nicolai Tesla 1234 Test Street MNowhere N 09/03/2011

12 Click 0Yesd6 to continue!

Step 5. Are you ready to generate your invoice?
@Yes O No
submit
Generating an invoice will produce an invoice containing the number of members in the club and the total
amount of dues to be remitted. Please be sure you have completed adding, deleting, and editing your

membership roster before printing the invoice. Once the invoice has been generated, you will not be able to
generate another invoice.

After April 15th, your invoice will generate at the full rate of dues; you will need to manually adjust your total
amount due based on the pro-rated dues amount.

If you answer MNo, you will be taken back to Step 2. From there, you may continue the process or logout.

15
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Make sure to read ALL the instructions before continuing! There are two ways to pay
13 for your members: (1) via PayPal or (2) via sending a check from your club. Select the
appropriate link for your method of payment.

[ ——
HIEER

Invoicing
READ ENTIRE PAGE CAREFULLY BEFORE GENERATING INVOICE !
Do not generate an invoice until all member and advisor records have been updated, and the club is ready to pay

its dues and fees. If you are not ready to generate an invoice, click here to return to Step 1. From there, you
can continue the process or logout. All information you have entered will be saved.

Please Note: You do not need a PayPal account to make your payment.

PayPal accepts payments from all Visa, Mastercard, Discover and American Express cards, as well as some
other localized payment types. However, if you want to pay by electronic check you will need to setup a paypal
account.

After paying via PayPal, you must return to the Membership Update Center to complete the member
roster processing.

p’6. Click here oy
Cier )
Print the invoice using the file/print option fram your browser.

After printing, click the "CONTINUE" link in the middle of the invoice.
|Numher of members: |‘11

|Internationa| Rate: |EUU.UU

[District Rate: [10.00

|T0ta| Dues and Fees: |?1[J

printable invoice.
y via PayPal Online.

Upon generation of the club invoice, all member record additions and updates will become permanent.

Changes to member and advisor records will be made within 1-3 weeks after invoice generation.

Next, you will se e a summary of the dues that you are paying. If this is your first
time, international dues (described in the article on dues structure) will be included.
You will also be charged $9 for each member, so check to make sure this is correct!

14 Onceyouhaveconf i r med t hat the OTOTAL DUES AND
select 0CLI CK HERE TO PRINT6 to print yo
club check.

See image on the next page!
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KIWANIS INTERNATIONAL
Senvice Leadership Programs
3636 Woodview Trace
Indianapolis, IN 46268 USA
317-875-8755, ext. 411

INVOICE
2011-2012 CIRCLE K INTERNATIONAL DUES
C00000110910

Club Mumber: CO0000

Club Name and Address- Faculty/Facility Advisor: Test Person

Circle K International Sponsoring Kiwanis Club:  TestKiwanisClub

123 Place St. Kiwanis Club Number:  K00000
aanapolis. IN 46202 District.  TestDistrict

1. CLUB INFORMATION
A. Paid members for 2011-12: 11
B. Print club contact name:
C. Print contact phone number:
D. Print contact email address:
2. DUES INFORMATION

Descrioti 2011-12
escription Amount Pavment
. L (_ >»> CLICKHERE TOPRINT<<< )

Intemational Dues |\ ,q <00 00 | Us 600 00 |
- Tier A

District D 1JS 10.00 Us 10

istict Dues__| | AFTER PRINTING, YOU MUST CLICK HERE TO FINISH

TOTAL DUES AND FEES | 710 THE PROCESS.

(IRS TAXID:  01-0772160)

DO NOT SEND CASH. DO NOT MAIL A COPY OF YOUR CLUB ROSTER WITH PAYMENT.
Make check or money order payable to Circle K International. Mail one copy of the invoice with your payment
to:

Fill out all the cardholder and payment informat ion on the invoice that you will send
along with your club check.

IMPORTANT : You MUST print an invoice for your own records, because you will be
15 asked to bring a copy of your invoice, proof of payment, and membership roster to

Fall Training Conference as proof that all attendees from your club are dues -paid
members.

See image on the next page!
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Circle K International
PO Box 6069 - Dept 122
Indianapolis, IN 46206-6069 USA

Fill in the following information if you wish to pay by credit card:
_ American Express __ Discover __ Mastercard __ Visa
Cardholder
MName:

Account Number:

Authorized
Signature:

Expiration Date:
Cardholder Phone
Number:

KIWANIS INTERNATIONAL INVOICED MEMBERS
Senice Leadership Programs

3636 Woodview Trace 00000110310
Indianapolis, IN 462638 USA

317-875-8755, ext. 411

1 John Jacob
2 George Washington

15 Click 0Yeso6 to continue!

Kiwanis

International

Service Leadership Programs Membership Update

Welcome
Main | Printable Roster | Export Roster | Club Advisors | Help logout

Step 6. Did you successfully print your invoice?
@Yes O MNo
submit
Please be sure the invoice printed correctly. If you answer YES, you will not be able to generate another
invoice, and membership information will be sent to the Kiwanis Family database.

If you answer Mo, you will be taken back to Step 1. From there, you may continue the process or logout.

18
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16 HOORAY! You have finished submitting your dues for this round! Remember, do
NOT mail a hard copy of the roster with your invoice.

Kiwanis

International

Service Leadership Programs Membership Update

Welcome

Main | Printable Roster | Export Roster | Club Advisors | Help logout

You have successfully generated an invoice.

AHARDCOPY OF THE ROSTER IS NOT REQUIRED.
DO NOT MAIL ROSTER WITH INVOICE.

Click here to logout.

If you have any questions about the dues process, email the District Treasurer or
watch this amazing video put together by past District Treasurer Kevin Young!

http://www.youtube.com/watch?v=i -ZnfBIT3E4

19
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MEMBERSHIP DUES | UPDATING ADVISOR INFO
by Stefanie Chow

The biggest two questions that treasurers have are:
1. What if | never received my club ID & password?
2. What if | never received membership materials for my club?

Your club ID, password, and membership materials are sent to your = CLUB ADVISOR.
(What a clever way to encourage you to interact with your advisor!)

On the Membership Update Center, there is an option to change contact information
(including address) for your club advisor.

International

Service Leadership Programs Membership Update

Welcome
Main | Printable Roster | Export Roster{{ Club Advisors J) Help logout

Welcome to the Circle K International Membership Update Center.
Click here to begin.

If you have received your club ID and password via mail already , this means that your
advisor information is up -to-date.

If you have your club ID but NO password  since the club ID stays the same every year
(ask your treasurer from last year !), there is a feature on the Circle K website that allows
clubs to request a new password: http://www.circlek.org/Join/Membership/Update.aspx

If you have not received your club ID and password , check with the District Treasurer
(who will request this information from the District Administrator). Once you have received
this information and can log onto the Membership Update Center, make sure to update
your club advisor information so you can receive your membership mate  rials!

If you have NOT received your membership materials  or have any questions regarding
membership materials, contact Member Services at memberservices@kiwanis.org .
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MEMBERSHIP DUES | AUDITING ROSTERS
by Stefanie Chow

Before each District event suc h as Fall Training Conference and District Convention, the
District Treasurer will audit a list of registered attendees from each school. Each member
who attends FTC or DCON MUST be a paid member! There are three ways to ensure that
all your attendees are paid for.

After logging onto the Membership Update Center, there are options to view a
OPrintable Rosterd6 and an OExportable Roster.
reference, but the more accurate method is found to be the one described below.

Click your way through the
Membership Update Center,
bypassing any questions asking
to edit information. You will
come to a page
following is a list of members
that need t o(Ste
11 in the previous article on

the Membership Update
Center.) There should not be
any members listed in that ' -
section. If there are, dues for those members have not yet been sent.

Bel ow this section, the page will say: o0Thi s
been invoiced al r €adthe fosiar thet will bse crose ahreckéd

with the members that registered for any District event (except Crazy Kompetition

for Infants). If the club has a member attending a District event NOT on this roster,

the club treasurer must provide proof that this member has been paid for (after

paying dues) or the event attendee must pay club dues on the day of the event.

If there are any questions or complications, please contact the District Treasurer!
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TAX INFORMATION | 990-N TAX FORM
by Stefanie Chow

Ew, taxes. Fortunately, Circle K is not involved in PAYING taxes. As treasurer, you are

only responsible for protecting the tax -exempt status of your club through the 990 -N form,
which must be filled out on a yearly basis. Here is some basic information and some FAQs
to help you train your successor on filling out the tax form  next year !

Small, tax -exempt organizations earning $25,000 or less
Who needs to file? (all Circle K clubs); Circle K clubs whose funds are NOT
held by the school (has off -campus account)

Submit 5 months, 15 days after the end of your fiscal

i 2
When is the form due” year (often May 15th)

Where is the form located?  http://epostcard.form990.org/

Email the District Treasurer if your Employer
Identification Number (EIN) and password were not
given to you by the previous treasurer.

Who has my login
information?

If your club is new, and you require an Employer

How can | apply for o S
Identification Number (EIN), contact your Kiwanis

I?
an EIN* advisor, who should assist you with this.
What mailing address When the 990-N tax form prompts you to enter a mailing
do | use? address, use the maili ng address of your Kiwanis club.

If you fail to submit the 990 -N form for th ree years, your
club loses its tax -exempt status, and you will be kept
from applying for another EIN for a period of time.

What happens
turn in the tax form?
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BUDGETING | CLUB BUDGETS
by Vicki Lai

When creating a budget, you want to underestimate
and overestimate the amount of money being spent. If available, look over the budget from
the previous year for guidance.

Here are some basic things you should consider including in your budget:
INTERNAL & all club income & expenses
EXTERNAL & all charitab le and service related funds

INCOME EXPENSES
Leftover from the previous year Dues submitted to District & International
Membership Dues New Member Install Expenses
Kiwanis Sponsorship End of the Year Banquet Expenses
New Member Instal lation Conference Reimbursements
End of the Year Banquet Gas Reimbursements
Fundraising Events T-Shirt Costs
Donations & Additional Funding Club Cards and other marketing materials
T-Shirt Sales Officer Expenses
Grants (i.e. Tomorrow Fund) Family Sy stem Expenses
INCOME EXPENSES
Leftover from previous year Submitting DFI and other charity money

Fundraising events
Donations & Funding
Happy/Sad Change
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While these are the basic headlines for your budget, it is critical that you include a
breakdown or specifics per headline.

For Example:

FUNDRAISERS

Korean BBQ $200.00 $213.69
Recycling $100.00 $69.40
Kiwanis Takeover $100.00 $206.00

Make sure you periodically update the budget. T  his will give you an idea of what the club is
spending money on. It is a good idea to use Excel when creating a budget because you can
have it automatically sum up values. Just make sure that your Total Income stays higher
than your Total Expenses.

Also provide regular updates to the rest of your board
members about the budget, especially their officer
budget, and notify them of any drastic cuts or boosts
in funding that might require reallocation of funds.

See a sample budget on page 38.
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BUDGETING | OFFI CER WISHLISTS
by Kenneth Lee

One important duty of a treasurer is to
ensure tha t each board member has a
budget that can meet the needs of
whatever he/she wishes to accomplish
during that year. After creating an
estimated budget for each board
member, di stribute a wish list to each
individual. H ave board members
anticipate all the money they wi Il need,
divided by each event and based on
pastevents.(I f i tf6s a new
to estimate the costs .) Review each
wish list and see if it fits into your
overall budget !

See a sample wish list on page 3 9.
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TREASURER TOOLS | BANK ACCOUNTS
by Stefanie Chow

There are two types of Circle K bank account s: on-campus and off-campus. Which one is
better, you ask? Here are some things to consider if your club does n ot already have an
account established:

NOTE : You MUST be an officially chartered club to start a Circle K bank account. This
includes having a sponsoring Kiwanis Club. You are NOT allowed to open a bank account
under the name of Circle K without being an  official club.

On-Campus Off-Campus
School files 990-N tax forms for the club | New treasurer is responsible for filing
each year the 990-N tax form each year
Deposit and withdrawal forms are typically | Deposit and withdrawal process is often
required by the school quicker and simpler
Easier access, since the account is located Might require greater transportation
on-campus time to visit the bank

As you can see, there is not too much of a difference between on -campus and off -campus
accounts. The main discrepancy is a safety issue. Because universities require more
paperwork and justification to depositing and withdrawing funds, there is a lesser chance of
embezzlement. The best type of account for each club is for the executive board to decide.

In the event that your Circle K bank account is off -campus, here are some tips to ensure the
safety of club funds:

1 Require all withdrawals to be approved by both the treasurer and the president  (or
perhaps an advisor)

1 Use a central mailing address such as your school mailing address (if your Center
for Student Involvement provides that service)  or Kiwanis Club mailing address

1 Keep records public so financial information cannot be hidden

Define embezzlement to eliminate ambigui ty about what is allowed or not allowed

1 Remove personal information from accounts to make sur e you are not blamed for
future incidents

=
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TREASURER TOOLS | MEMBERSHIP FORM
by Richard Pham

Why do we need a membership form?

The most important thing that membe  rship forms accomplish is helping to create a club
roster. Knowing your dues-paid members will make events allowing only dues-paid
members much easier to organize . For example, when organizing events, already having
contact information on record will  save a lot of time. Als o, by having record of what cities
your members live in will help you  efficiently organize rides as an officer.

What are some things that should be included on the form?

There are two basic kinds of in formation you need on your form: personal information and
contact information. Personal information is name, birthday for possible birthday wishes
and other goodies such as age. Contact information  consists of e-mail address for club
updates, phone number for immediate contact, and residence information to know where
your members are located. A membership form can be very simple, but it can contain much
more informatio n that your officers may need.

However, be mindful of the time it takes to fill it out and whether or not the information
you wish to gather will really be of use to officer s. Put things on the form that you think
would benefit your officers in their attempts  to have an outstanding CKIl year.

See sample membership forms on pages 40 and 41 .

What should be turned in with the form  and what incentives do members have to
turn in their membership form?

Membership fees should be turned in along with the application, along with other things

such as t-shirt money. It is crucial that the form and club dues are collected at the same
time to ease future complications that may involve members saying that they remember
paying but as an officer have no record of it.

What are some other things that may be included on the membership form  ?

Release of Liability and a Picture Release form are also u seful, especially if you plan to use
photos of members for marketing purposes. If your club has a family system, you might
encourage new members to apply to be a part of a family by attaching the application (if

you have one) to the new member form.
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TREASU RER TOOLS | REIMBURSEMENTS
by Stefanie Chow

After creating a budget for your club, you need to find a way to track how your board
members spend on behalf of the club and ensure that the correct amount of money is
transferred from the club account to the b  uyer. Reimbursements can be very tricky.
There are many factors to take into consideration, and reimbursements can easily
become canplicated. Not every school creates a special reimbursement policy, but
this would be extremely helpful for board members! (A sample reimbursement
policy created by Hans Meimban can be found on page 42.)

Here are some factors to consider when deciding on how YOUR reimbursement
system will work é

Remind board members to KEEP ALL RECEIPTS! This is the most
1 important piece of mag ic that makes reimbursements work. Without receipts,
you have no proof that any purchase was actually made.

For everything that does not require a receipt, such as gas mileage, start
2 keeping track of which member drives to which event(s). Excel is SUPER
useful for this!

When is the latest that a board member can request reimbursement? What if
3 a board member gives a receipt to the next treasurer, thinking he/she should
still be reimbursed? Should this still be accepted?

What will be reimbursed? Ensure that board members do not use their

4 budgets to purchase personal items. All items should directly benefit the club
members in the name of service, leadership, and fellowship. Also, what types
of events will mileage be reimbursed for?

5 For gas reimburs ements, will you reimburse one -way or round -trip?

6 How will the reimbursement request be approved? Will this be decided only
by the treasurer or the rest of the executive board?
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TREASURER TOOLS | TREASURER FAQS
by Stefanie Chow

Specific questions invo Iving dues processing can be answered more effectively through
individual conferences, but for those miscellaneous concerns you might have from time to
time, | hope these FAQs will help you!

Q: |l dve never been treasurer before. Where do

A: There are a few main duties you should focus on. Once elected, start working with
your executive board on the club budget, which will  outline the income and expenses
of your club throughout the year. As for dues, create an effective membership form
and have members decide on how much dues will be. After collecting a good amount
of dues, generate an invoice using the Membership Update Ce nter.

Q: What is a typical amount that a club charges for dues?
A

There readVvegr agoegiomodd® amount clibaues Glabs ge f or
throughout CNH have charged anywhere from $10 to $60. See the manual article

that lists different factors to consider when deciding dues.  (Remember that

MEMBERS decide on how much club dues are!)

Q: Do you recommend that the club t -shirt is included with the dues?
A

While it is not required to sell the clubt  -shirt while collecting dues, the shirt itself is

a symbol of being a part of the club, and members officially become a part of the club

when they pay dues. This also ensures that all members have at -shirt by FTC and

DCON. However, focus on making the shirt design GOOD so people will want one,
evenifyoudondt include it with membership. Al so
Circle K so members are aware that they are paying for more thanat  -shirt. (:

Q: When is a good time to submit dues on the Membership Update Center?
A

Anytime between October 1st and November 30th and whenever the club has

enough money to pay both the International and District fee for the amount of
members specified in the dues structure. (Also keep in mind that all FTC attendees
must be dues-paid.) Essentially, o nce it looks like most of your old and new members
have paid their dues, start submitting them!
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If members have not been invoiced from the previous year, what do | do?

Perform an audit of your members (see the appropriate article)  to check which

members have not been invoiced. (The Membership Update Center will list all
members that still need to be paid for.)

Our club does not have a fu ndraising chair. Do we need to have one?

You do not need to have a fundraising chair, but it is typically easier to delegate all
such duties to another person if your club depends on fundraising. (It takes a LOT of
work off the treasurer.) However, if  your club does not do much fundraising, it is
probably not necessary.

Where do | send registration money for District events  ?

See the CNH Circle K website for District event information. However, you will

typically write a check made payable to O0CNH C
District Office.

Where can | find the Circle K insurance policy?

[Information provided by District Administrator Camille Goulet.]

The insurance is primarily focused at providing you with a defense for third p arty
claims. In plain English, it's designed to protect you if someone else sues you for
something that happened while you were at a Circle K event. It has a VERY small
medical expense component if you are injured and have no other insurance . Like all
insuranc e palicies, not all activities are covered.  For example, athletic competitions
are excluded, which is why it's essential that you have waivers from every individual
for such an event. Although we can readily provide a Certificate of Insurance to
show Circle K is insured, you should not agree to a third party being an "additional
insured," which has a particular meaning. If you need assistance obtaining
insurance information from Kiwanis International, you should go through your
sponsoring Kiwanis club.

Il would |Iike to plan a fundraiser, but an orga
| provide a tax ID number. Where can | get one of these?

Talk to your Kiwanis club first, then forward any concerns to the District Treasurer.
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HANDLING MON EY | FUNDRAISER BUDGETS
by Stefanie Chow

To ensure that each fundraiser you plan is a success, it is a good idea to  keep track of
everything you plan to spend money on and all the ways you plan to earn money. Similar to
the Club Budgets article on page 12, keep separate columns for your revenue and
expenditure. For each item, include the following:

= =4 =4 =4

=

T

Microsoft Excel is extremely useful for
budgets because it essentially totals your
revenues and allows you to decide whether
or not that fundraiser is worth holding.

For a sample fundraiser budget, see page 46.

If you are looking for more one -on-one help
in creating a budget, contact the District
Treasurer to set up a confe rence! (:

Description of the item

Unit price and quantity

Estimated and actual income and expenditures

Any notes for the next person who reads the budget and wants to hol d the same
fundraiser (notes on the item and the event itself)

Name of vendor for reference, if applicable (i.e. DJ, casino company, catering)
Whether or not these items can be donated
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HANDLING MONEY | SENDING REVENUE
by Stefanie Chow

So you just had a fundraiser. How do you get the money from your club to any of the
District Fundraising Initiatives?  (The DFls are Pediatric Trauma Program, UNICEF: The
Eliminate Project, and Not For Sale.) Have the treasurer collect all the proceeds and send
them in the form of a club check (payable to CNH CIRCLE K ) to:

CNH Kiwanis District Office
Attn: Bruce Hennings
8360 Red Oak Street, Suite 201
Rancho Cucamonga, CA 91730

Fundraising dolls at FTC and DCON will be presented based on the amount of DFI money
that is sentin  ON-TIME to Bruce Hennings!

For more information on each of the District Fundraising Initiatives, please see the DFI
manual for the 2011 -2012 Circle K ye ar! If you have not received a copy, please email the
District Treasurer. Thank you!
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HANDLING MONEY | CREDIT CARDS
by Stefanie Chow

Credit cards. Now THATO®6S an idea! What i f you
customerssaidt hey di dacaghbn thiem?Now you can ask them if they would
like to use their credit card!

ot o d SQUARE!

https://squareup.com

Square Card Readers are sent for FREE,
and they are compatible with iPhone, iPod,
and Android! Check out the w ebsite for
details, but this may be something to
consider when you do not want to handle
cash at an event!

HOWEVER, Square takes 2.75% from
each purchase, so make sure to weigh
convenience over revenue. Whether or not
you use credit card, invest in a recei pt
book (can be bought at any office supplies
store) so each customer receives proof of
purchase.

If you have any questions about how this works, ask here!
https://help.squareup.com/
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TACKLING LOGISTICS | EVENT PLANNING BASICS
by Nam Hoang

WHAT

What is a fundraiser? A fundraiser is an event to help raise money toward s any cause,
whether charity or your own club. A fundraiser can be a carwash, eat -for-service at a local
restaurant, lemonade stand, and many ot hers. CREATIVITY is key !

WHO

Determine the size of the event. T he bigger the event , the more people that will be needed
to help out. Even with small events, having more people than needed is always better than
havi ng | e sall:daylfundraiser,0lse suaerto create different shifts, you can even set
the shift to slightly overlap each other to make sure there is at least 1 person present.

WHERE

One of the bigger problems for off -campus fundraiser is the location. Location is very

important when it comes to planning because you want a place that will lure as many

people asyoucan.Al so, without a | ocati on , Forgxamplecifgoudt hol d
club were to do a fundraiser for Yogurtland, i tos
mall r ather than one in the suburb.

WHEN

Timing is also an important part when planning an event like an ice cream fundraiser in
the summer is a lot better than one in the winter. Another part of timing is to make sure
you have enough time to advertise your ev ent and recruit members to help.

WHY

Be prepared to answer customers question on why vy
for, and any other question that they might have. Fundraising for a charity makes it easier

for people to donate, but even if it for administrative purpose, explain to your customers

what you plan to do with the money.
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TACKLING LOGISTICS | FUNDRAISING CHECKLIST
by Nam Hoang

PLANNING

1 What type of fundraiser are we doing?

1 What are we selling?

1 Where are we doing it?

0 Isthe locat ion available on the
date of the event?

0 Is a deposit necessary?

o Arental fee?

0 Permits or insurance required?

When are we doing it?

How many are helping out?

What is the purpose of the event? (i.e.

Where is the money going?)

1 Isit appropriate or desirable to
include the Kiwanis Family in
planning/attending?

M Record all contact information!

= =4 =9

BEFORE EVENT

1 Make a budget for your event (projected expenses and income)

0 What is our breakeven point?

0 What safety nets do we have?

o How will money and items worth money be accounted for in advance of the
event? At the event? After the event?

0 What non -personal account will be used to process income and expenses?

9 Consider registration process if applicable

0 Advance registration? At the door registration?

o Will there be diff erence in price
between these two?

1 Advertisement: (Facebook, flyers, word
of mouth)

o0 What audience are you
promoting to? (i.e. club
members, campus, community,
other Circle K clubs, Kiwanis
Family)

o How and where and how much
will it cost prior to the event  ?
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o How and where and how much will it cost to publicize after the event?
If the event can be open to the district, make sure to put in an Event Request Form
Sponsorship (i.e. donation of prizes from local company)
Check to see if there are any equipment or supplies required
Detailed plan of all the shifts if itods
Does this event require security or other regulations?

DAY BEFORE EVENT

= =4 =8 =4 =

DAY OF EVENT

)l
T
T
T

AFTER EVENT

T

= =4 =8 -4 =9

Confirm with all the volunteers

Specific details: Dress code, tasks for volunteer, etc.
Make sure all equipment is ready for use

Have all directional signage ready

Who will take pictures and otherwise document the event?

Pick up any last minute supplies

Set up EARLY!

Keep record of all sales

Clean up (leave the area cleaner than
before you arrived)

Return any equipment that you
borrowed/unused.

Fill out CERF for event

Get receipt and reimburse for supplies
Update the budget

Cost/benefit analysis (should we do this event again?)
Thank all volunteers and patrticipants !
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TACKLING LOGISTICS | LARGE SCALE FUNDRAISERS
by Grace Go

This is an example planning guide for organizing a large scale fundraiser. The example is

from UC Berkeleyds Charity Showcase. The purpose
chairs get in the mindset of not only plann ing a large -scale fundraiser, but also any other

project. | hope this will serve as a reference to you as to how to go about approaching a

large -scale project. Points to emphasize are:

1. Start planning early A months before your event!

2. Delegate! Becauseyoudon 6t have t o do ev errcogmmiteemsther¢s our sel f
for you! (A lso consider having subcommittees .)

3. HAVE FUN!

Good luck on your projects!

Large Scale Fundraiser Planning Guide

Event: Charity Showcase

This is a pretty big event where you ask differ ent performing clubs to come out. We also ask
our members be MCs to announce each performer. Pretty straightforward: we get food,
performers, location, publicize and sell tickets!

To Do List
When you have been appointed and are planning your term

1 Meet with the predecessor to get advice.

1 Create an excel sheet for planning hours. Keep track of everyone who helps.

1 Create a projected budget sheet. Approximate all the funding you expect to get and
expenses and profits that you plan to make. For Charity Showcase , expenses include
food and decorations. Profits are from ticket sales.

September

1 Decide how many people you want to have at Charity Showcase and look for a room
to hold the performance.
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1 Decide on what entertainment to have. Have a subcommittee to ask on ~ campus
performing groups to come!

1 Send out donation letters and fill out donation application online. Ask your
committee members to help ask! This event will need monetary and food donations.

1 Ask your committee to get ideas on and delegate tasks for theme s, decoration, flyers,
etc. Use Google docs to share ideas. Use doodle.com to see when people in your
committee are available to have meetings if you are planning during break.

October

9 Ask for food donations from local grocers and restaurants.
1 Consider app ointing sub -chairs. This not only delegate tasks but it helps get the
members more involved. Sub -chairs can be in charge of decorations, donations,
publicity and food. For publicity, invite Cirec

November

=

Have workdays to make decorations
Start a Facebook event before the event. This not only gets the word out fast but it
gives you an estimation of how many people to expect.
Make reservations for the place you plan to table.
Put up fliers around campus 2 weeks before Charity Sho wcase
Start tabling and ticket sales on week before event.
Day(s) before the event
0 Set up a mandatory volunteer meeting to go over event details and individual
volunteer duties.
0 Buy all supplies. Gather supplies in one of a few locations.
o Follow up on room reservation
91 Day of Charity Showcase
o0 Afternoon: Have sub -chair pick up food
0 Make sure to bring cash box
o0 Arrive at the room 3 hours before to set up event. Make sure all sub  -chairs
and volunteers arrive to set up as well.
1 After Charity Showcase
o Collect all planning hours and receipts, and CERF the event.
0 Return borrowed or unused supplies.
o0 Show your appreciation to those who have helped you.
o Organize all your Charity Showcase material for the next Fundraising chair.

=

= =4 =4 =4
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TACKLING LOGISTICS | SMALL SCALE FUNDRAI SERS
by Garvey Su

Small Event Example: "Food or Drink Sale”

1. Start with an idea.

Small -scale fundraisers usually work best when you attract customers, and one easy way is
through food! One suggestion is have a food sale in conjunction with tabling or f  lyering,
especially during summer or the start of the school year. Consider the following when
creating your idea:

WHO are you targeting?

If you hold food sales on your school campus, then remember your primary targets are all
college students, who are al ways on the go! Have plates for foods like tacos or wraps for
foods like spam musubi. Offer a cap for the cup if you sell drinks. That way, students can
save the meal if they have class immediately.

WHAT are you offering?

For college students, on -campus foods can be quite expensive or common, so take advantage
by selling cheap and unavailable foods! Spam musubi and freshly -made lemonade, for
example, can be bought cheap and sold at a low and appealing cost. You can even sell both

or make a bundle deal, suc h as the price of 4 spam musubi for 6! College students love

deals!

WHEN and WHERE is your event?

Look for places where traffic is highest. Take advantage of every situation: sell lemonade
during the spring/summer, or sell something hot during the winter. Sell in a visible and
popular location and time. And always remember to follow your school rules about food
sales so you don't have any health regulation problems! Personally, | did not do this and our
sale was shut down due to lack of a permit, causing u s to lose a potential $50. You do not
want this to happen and lose profit!

2. Create a budget.

Start your planning with a realistic, yet high goals. Aim for profits $5 -$10 higher than the
last food sale, for example. Avoid net cost by asking club members for supplies! Many will
be happy to donate items for you, such as cups or napkins. Buy things from a cheap store
instead of the overpriced campus store. Purchase in bulk for future event investments. |
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myself saved $20 on the same food sale | did a month | ater. There are many ways to save
money, so research and look for them!

3. Delegate tasks.

Don't try to stay for a food sale for 7 hours by yourself and end up skipping classes. Create
working shifts with your club to split the time. Remember to have help in setting up,
managing the cash, selling, publicizing, and cleaning up!

4. Publicize, publicize, PUBLICIZE!

The MOST IMPORTANT POINT of a food sale is to grab attention. Create flyers or spread
the word a week early in advance. Create sign -up sheets or forms to contact people on the
day of the sale as a reminder. Use every resource, such as Facebook events. Creating a
bright and attractive poster for your table/booth will help as well! Personally, | even had a
few club members create a chant or song that attracted a huge group of thirsty students for
lemonade!

Reminders:
1 Keep all receipts so that your club can reimburse you. Don't use your own money;
college is expensive enough as it is!
1 Work with your club and committee! No one has to do the job alone, and even small
events are no exception!
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FUNDRAISING TOOLS | FUNDRAISING IDEAS
by Stefanie Chow

Successful fundraisers are all about CREATIVITY! Thisisa  short list of basic fundraising
ideas, but the real money -making is when you add your own twist t o attract customers!

Auctions 6 From date auctions to service auctions,
have people bid on (appropriate) services like
baking, dinner, cleaning, and much more!

Car Smash o People pay money to smash a car
with a sledgehammer. Makes for a great finals de -
stresser. Lots of safety regulations are involved,
but itds doabl e!

Car Wash d Need Isaymore? ( You can wash all the cars that won
fundraiser describe above!)

Charity Dance 8 The best part about a charity dance is having a theme! There are so many
activities you can have at a charity dance, from a raffle and karaoke to casino tables and
the actual dance!

Concert/Band 0 Invite performers from the
community, YouTube, and elsewhere to sing or
play instruments on stage!

Craft Sales & Host workdays where members
can make some sort of craft keepsake (like
hemp bracelets) to sell.

Eat -For-Service 8 Contact a local restaurant or
fast food place (i.e.
see if they will allow your Circle K to host a
night where people can present a flyer and the
food place will donate a percentage of purchases to your club!

Food Fundraisers o You can sell ANYTHING! Root beer floats, spam musubi, Korean BBQ,
popsicles, fried chicken , baked goods, strawberry lemonade ét he possi bndless!t i es ar e
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Holiday Sales 6 Sell candy grams! Chocolate roses for

Val entineds Day (or condom roses fo
snowglobes for winter, murder mystery for Halloween, etc.

Kiwanis Takeover @ Oftentimes, Kiwanis clubs will allow
their Circle K to host on e of their meetings per year, and
your club receives all the funds raised from that meeting!

Movie Nights & Have people pay to watch a movie (charge
for concessions)éor maybe charge th
Horrible Movie Night or Horror Film Night)

Tournam ents & Everyone likes to compete
and win prizes! Examples include poker
tournaments, dance tournaments, video
game tournaments, etc.

Yard Sale 6 Great way to get rid of
miscellaneous items! Talk to Kiwanians
about donating items sitting in their garages
as well!
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FUNDRAISING TOOLS | FUNDRAISING FAQS
by Stefanie Chow

You may have questions that cannot be answered by the content in this manual, but as

with any classroom setting, there are probably others who hav |e the same questions. Here
are some common ones you might encounter during your term. This list will be constantly
updated throughout the year, so keep the questions coming!

Q: | have never hosted a fundraiser before . Where do | start in my duties as

fundraising chair?
A: Make a game plan for the year. Create a list of all the  fundraisers you want to host
throughout the year (because you are limited by time!)
and work w ith your board to put together a calendar of
when you would ideally like to hold each of those
fundraisers. From there, start working on event
outlines for your upcoming fundraisers, making a list of
everything that needs to be done. If you need additional
help, think about starting a fundraising committee if
you dondt already have one!

Q: | attend a commuter school. No one stays on-campus outside of class, so fundraisers
involving selling items on -campus is especially difficult. What types of fundraisers
would be successful in this situation ?

A: Though large -scale fundraisers require more work than a simple food fundraiser or
eat-for dservice, they can be more rewarding in the long run, especially for
commuter schools. Holding events that span over several hours will make the LONG
drive to the event worth it. Examples include game or sports tournaments,  any
overnight event, and events with LOTS to do (DJ, casino games, raffle).

Q: 16m not creative at ALL. Ho
fundraising ideas?

A: The key to creative fundraisers is taking something
ordinary and putting a twist on it! ~ For example, when

selling food, make the food wacky (but tasty) looking, and
advertise the food sales by distributing DFI information
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with it. (Remember to always a dvertise your cause!) Hold brainstorming sessions

with your fundraising committee or club board.
and give the group 10 minutes to think of a fundraiser relating to that topic. If

youdre compl et el yoother fund@ising chaies an the Didtriat briset

up a conference with the District Treasurer!

Q: How early should | start pl anning an event?
A

As early as possible! With time, you are able to proceed with event planning at a
slow and detailed pace. Much like studying habits, do a little bit every day, and it
accumulates into a wonderfully detailed project in the end!

Q. | would like to plan a fundraiser, but an orga
| provide a tax ID number. Where can | get one  of these?
A

Talk to your Kiwanis club first, then forward any concerns to the District Treasurer.

Q: Can | fundraise for oth er causes that are not DFI s?
A

Yes! Although meeting fundraising goals for DFIs are important, clubs can fundraise
for their own causes as well.

Q: Do we receive awards for raising money for District Fundraising Initiatives? Where
can | find more information about DFIs?
A: The DFI manual contains basic resource information on each of the DFls, as well as

information about fund raising dolls, which were created to reward schools for
fundraising for DFIs!

:%
d
VA
a
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FUNDRAISING TOOLS | REQUESTING DONATIONS
by Gerard Gaw & Stefanie Chow

THE BASICS

WHO: The three big WHOS are (1) Who are
these donations for? (2) W ho will the
donations be from? (3) Most importantly , who
will you help you ask for these donations?

Make sure to keep track of who you are
asking for d onations. The easiest way to do
this is to create a sp

1 Company name (and department, if
applicable)

9 Store or mailing address (including
directions, if you are driving there) i

1 Contact name and phone number & email address (can be fllled in aft er speaking with

the store manager)

Date requesting donation

Method of donation request (i.e. mail, online, walk  -in)

Donations requested (know exactly what you want the company to give you!)

$3$ value of donation (to be filled in after donation is received )

Status of donation (whether or not a donation was given)

Additional notes (i.e. deadlines, URL)

=A =4 =4 -4 -4 4

WHAT: This is the main course that you serve when soliciting donations from others. It's

like the cream of the crop, the Chuck Norris to your average human, the Omnimon to your
Digimon, basically it's what runs through a person's mind when they think "What am |
donating to?" This can be as simple as describing the cause of your event, whether raising
money for charity or for administrative purposes. (Which do  you think will be more likely to
receive a donation?)

WHEN / WHERE: When and where is your event happening? Consider asking for donations

locally. Make sure you check with each company to know how far in advance you must
request donations.
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HOW: How you can ask is limitless and is only bounded by one's
imagination. As thus, anything can do; just a few example would
include: face to face interaction, door to door, special events,
personal letters, phone calls, mail, media advertising, etc.;
anything can wo rk.

This link can also show you possible ways to solicit donations: n
http://www.raisersharpe.com/handbooks/H6  SAMPLE 101 Compelling Asks.pdf

To formulate a game plan for asking requesting donations in -person, ensure that you have
drivers, d ivide your crew into smaller groups , and assignh a set of stores to each group. Pair
up experienced members with less -experienced ones. Make sure each group has what they
will need t o ask for donations (i.e. donation letter, map, your cell phone number).

Make sure to outline donations letters before you dive into writing them, just like any other
piece of writing! Here are some things you should include:

Date of request

Address of company

Self-introduction (who are you?)

What is Circle K International? (include statistics and examples of service projects)
What event do you need donations for?

Description of event (i.e. date, charity, general information)

Charity purpose (if applicabl e)

What donations do you need?

What will the donations be used for?

How will the company be recognized? (i.e. inclusion in marketing/publicity, poster)
Where should donations be sent? (i.e. address)

Deadline for donations

Mention that Circle Kis a non-profit organization

Contact information

THANK YOU!!

=4 =4 =4 =4 -4 4 -8 -8 -8 -f a8 8 oa

Though this may be a LOT of information, try to condense the donat ion letter into one
typed page on official Circle K letterhead, found on the CNH Web site.

See a sample donation letter on page 47.
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The following is a guide on how to approach a store in -person. Keep in mind that e ach
individual has his/her own style of inquiry, so vary those to make the most effective impact.

1) Ask to speak to the manager.

2) Introduce yourself (and whoever else you are with).

3) Summarize UCSD Circle K.

4) Summarize the event (and the non -profit charity, if applicable).

5) Tell the manager what kind of donations are needed. ( BE SPECIFIC !)

6) How will you compensate for the donation (or recognize the company)?

7) Thank the manager, no matter ho w he/she responds.

8) Leave your contact information, if needed.

Note: Keep in mind that some stores will automatically refer you to corporate, meaning

chain stores like Target, Costco, and Raley's will ask you to contact their national or
international bran ch and forward your request to them, instead of asking locally. Save time
by knowing which stores require inquiries at the corporate level. If unsure, call ahead of

time. Corporate requests should be sent 3 -4 months before the event you need donations for.
Do not wait until two weeks before an event to ask for donations, then find out that

inquiries must be made at the corporate level. Mark this detail on your spreadsheet

initially to keep track of the timing of all donation requests.

Update the spreadsheet you made previously as you ask for donations. Also, if the
committee or organization keeps a record of hours and mileage, be sure to document those
as well.

For walk -in requests, s tore managers may immediately hand you a donation. Other times,
they will ask you to call back or, if you request early enough, they may ask you to contact
them at a later date. Keep track of which stores you need to follow  -up with and what date
you will need to call them. (Don't forget to get their name and contact information ) For
mailed requests, if no response is received in 3 -4 weeks, consider calling the location you
asked. (Mail can get "lost" sometimes.) If definite answers are difficult to extract from
managers, ask for recommendations of other places you should check for the particular
donated item you are seeking.

Most importantly, s how appreciation for donors. ALWAYS send thank you cards to
companies that donate. Distribute these after the event. Include how much money was
raised (for a fundraiser) or generally how successful the event was. If possible, include
pictures of the event. Genuinely appreciate all your donors, as this will encourage them to
continue donating to your cause in future years.
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WHY: The why is self -explanatory and all depends on you; the only wa y a donation will
happen is because you feel that this donation is worthy of your time and you convince
others that that cause is worthy of their donation. This resolve, thus, constitutes not only
your willingness to even begin asking for donations but als o continues to fuel your drive
and attracts others as the "asking for donations" continues.

HELPFUL HINTS

1 Always work in groups .

9 Dress in appropriate attire, use appropriate language,
and thoroughly detail your cause.

1 Ask for don ations ANYWHERE AND EVER YWHERE.
Here is just a small list of possible places you can ask
for a donation:

- Grocery and shopping stores
- Banks

- Local businesses

- Fast food locations

- Movie Theaters

1 Googleodonation requestsoé of Il ocal chain stores in
and that will oftentimes take you to a webpage giving you more information about how
those stores handle donation requests

1 Probably the most important of all: NEVER STRESS ABOUT DONATIONS YOU
DON3 T .GleTeason they call this a donation is because it not  only because it helps
those less fortunate but also because it reflects the willingness of o thers to give during a
certain time, so don't be disheartened if you don't receive too many donations; it could
really just depend on the external circumstances (like the economy) which you can
account for next time.
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FUNDRAISING TOOLS | SHOWING APPRECIATION
by Don Ta & Stefanie Chow

WHY IS APPRECIATION IMPORTANT?

Appreciation is a form of recognition to others, encouraging them to continue doing

whatever it is you are thanking them for. It shows that an individual was a valuable part of
your mission or project (or life in general) and that you care about how he or she helped you.
(One of the best parts of appreciation is inspiring others to pay it forward.)

WHO SHOULD WE APPRECIATE?
., Family

., Friends

. Volunteers (general members)
, Volunteer Coordinators

, Board Members

., Kiwanians

., Advisors

, Co-Workers

., Organizations

, Vendors

., Professors

. EVERYONE!

ARE THERE DIFFERENT WAYS OF SHOWING APPRECIATION?
How you show appreciation should depend on whether the person you are showing
appreciation towards is a professional acquaintance or entity or a personal one.

Above all else, company sponsors like to see the impact their contribution has made. When
showing appreciation for them, y ou should generally provide the following.

. Handwritten Thank -You Letter

. Photo or Gift illustrating the benefits of their contribution.
. Invitation to the event they contributed to if applicable.

. Certificates of appreciation.

Handwritten letters are a general rule and should always be provide  d. The rest are just
additional ways you can further show your appreciation.
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For personal contacts, however, using your
creativity when showing appreciation can go a

long way. Most people have little use for a thank -
you letter, but if you spend the effort  to give them
a neat or memorable token of appreciation, they
would be further inclined to help you. Handmade
cards or gifts, t -shirts, or even a verbal
announcement are just some ways you can show
your appreciation. Always remember that any
i | form of apprec iation is better than none. No

matter how you decide to show appreciation though, always be sure to reference what the
recognition was for, so the individual will know why they got the recognition, encourage

them to participate again, and hopefully encoura ge others to help in the future.

OTHER IDEAS FOR APPRECIATION
. Flowers (or Other Plant)
. Post-it Note

., Thank You Card

. Wrapped Candy Bar

. Verbal Recognition

. Newsletter Shout -outs
., Hugs & Kisses!

. Gift Basket

. Video or Movie

., Member of the Month

., Lunch Date

, Photo Frame

., Holiday Gram

. Baked Goods

, Home-cooked Food

. Gift Card

. Appreciation Dinner

. Plaque or Medal

. Buy -a-Brick (Engraving)
, Name Event or Award

. Scrapbook
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FUNDRAISING TOOLS | CHAIRING A COMMITTEE
by Stefanie Chow

YOU ARE NOT ALONEéwhen it comes to pl aaveang fundr e
Fundraising Committee, and if you dondt have a fu
easy to start one! Here are some tips on how to s

Choose committee members! Commi tt ees are either berepel
1 must apply to be on a closed committee, such as the District Convention committee.

Members can freely join open committees. You just advertise the date and location,

and whoever shows up will comprise your committee!

Keep a roster! Remember that be ing on a committee counts towards the Member
2 Recognition Program (MRP) so keep a roster of who attends your committee
meetings.

Set goals! As a fundraising chair, brainstorm all the fundraisers you want to hold
3 this year and create a calendar containing all the fundraiser dates you ideally want.
This will help you plan out what to discuss at committee meetings as you

4 Hold meetings ! Feel free to use the guide in the next section on how to run
successful committee meetings.

Delegate and achieve! Your committee wants to help you achieve your goals, so

5 make them a part of your planning. Give them tasks such as creating flyers or
coordinating volunteers. Eventually, encourage members to even chair their own
fundraiser!

Train potential successors! Your job is not only to hold fundraisers but also to pass

6 on your event planning knowledgetot hose on your committec
feeling to see the fundraising committee succeed in the next year because of what
you taught them!

Show appreciat ion! Members are not forced to join your committee. They join

7 because they want to. Remember to constantly show appreciation for them, whether
you bring snacks to in -person meetings or distribute thank you cards at the end of
the Circle K year.
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FUNDRAIS ING TOOLS | COMMITTEE MEETINGS
by Stefanie Chow

Holding committee meetings is its own art. From in -person to online, there are tons of ways
to interact with your committee members and keep them involved. Read below for tips on
how to stay organized with co mmittee meetings!

How will you be holding meetings?

In -person or online? If you hold in -person meetings, make sure to designate a location
AHEAD of time (make on -campus reservations if necessary) and advertise both the location
and date to your club membe rs via Facebook, emails, general meeting announcements, and
word of mouth.

When school is not in session and you would still like to  hold meetings online, choose an
online program that members can download and chat in the same room. Some of these
programs include:

AIM (only chat, no video) - http://www.aim.com

Skype (chat, no group video) - http://www.skype.com

Tinychat (limited chat, group video) - http://tinychat.com

Meebo - http://www.meebo.com/

Google+ - https://plus.google.com

Free Conference (phone) - http://www.freeconfere nce.com

Just Google for more options!

= =4 =4 -4 —a - -9

Online Meeting Tips

To ensure top quality when you are NOT meeting in person, make sure all your committee
members are wear headphones and mute their microphone whenever they are not speaking
to eliminate unnecessary background noise. Encourage them to chat in a quiet environment
(no common rooms or public areas), and be sure to find somewhere that has decent internet
connection to minimize lag as you run the meeting.

Basic Etiquette

Stay professional and friendly , but always be yourself! Meeting are about efficiency and

bonding. While you want to complete all the busin
Politely ask side conversations to be saved until
to have a li ght sense of humor and let members joke once in a while . Remember that THEY

52


http://www.aim.com/
http://www.skype.com/
http://tinychat.com/
http://www.meebo.com/
https://plus.google.com/
http://www.freeconference.com/

Circle K International

are giving up their time to attend your committee meeting, so make it worth their time but
also remember that they must respect you too !

Being a Leader

Remain open-minded. The benefit of having a committee is to gather many different
opinions for YOU as the event planner to make executive decisions. While members may
dislike times when their ideas are not accepted, remember that you must do what is best for
the event you are planni ng and the cause you are raising funds for. Always acknowledge
the opinions of ALL your members, whether or not you follow them in the end.

Meeting Content

f Dondt oOwingdé any c davaspetific goals foreach mestiggs so members
know you accomplished something by the end. Otherwise, what is the point of meeting?

1 Avoid o0open f orandtytoadskgudedssestiona instead. Brainstorming
sessions can often lead to awkward silences, or they can serve as a chance for your
committee mem bers to speak up! Have backup suggestions of your own to avoid any
awkward moments.

1 Always ask committee members to present their ideas before saying your own. This way,
members will not be tempted to agree with whatever you say.

Pre-Meeting

Send out the agenda before the meeting so everyone knows what will be discussed. This is a
great way to ask members to have ideas ready on certain topics before coming to the
meeting. Also, remind members about etiquette and set rules like leaving early!

Regulating Meetings

Kindly restrict side conversations and limit tangents. Stick to your agenda, and if one

member starts talking about something else, inform him/her that you will discuss this later

or add it to your agenda for next time. Also, stimulate discussion! Encourage quieter

members to share their opinions and dondt | et a f

Taking Minutes

Take minutes yourself, have your co -chair take minutes, have your committee members

take turns taking minutes, or take minutes lat er . To record minuters quicke
the-bl ankd6 agenda pr e Patlinead thebtapitsoyouevbuld fikd to discuss and

53



Circle K International

all the questions you want to have answered throughout the meeting. Include reminders to
yourself, so you don't have to go back and forth between subjects. See example below.

MASQUERADE BALL COMMITTEE MEETING CASINO TABLES
[Friday, July 2nd, 2010 @ 9:00 PM] The Dilemma _: Should we use the same
company?
Meeting Start Time _:
Attendees : PROS ‘ CONS
VOTING ON A DJ L
1 How are we going to vote? The Decision : ??
9 Information to include on the ballot:
1 DEADLINE = ?2? PHOTOGRAPHY
1 Options (companies/individuals)
EVENT TAGLINE L
1 Top three choices: 2.
1.
2 DECORATIONS
3. List all ideas :]

1 How are we goi ng to vote? Theme colors : crimson, black, gold, white

1 DEADLINE = ??

Meeting End Ti_me:

If your co-chair takes minutes, make sure to coordinate with him/her beforehand so you are
both on the same page during the meeting. You may ask a committee member to take
minutes, but th is might distract him/her from participating in discussion. Lastly, if your
committee meeting is purely through online chat, you can focus on your meeting and go
through the chat later, summarizing and taking minutes as you read through the chat.

See a sanple meeting agenda and set of minutes on pages 48 -50.

Post-Meeting

Send detailed minutes, especially to those members who could not make the meeting. Make
the minutes fun but easy to read (use fonts and colors). Finish unfinished discussions! If
somethin g during the committee meeting takes too long to decide, resume discussion via
email thread or at a future meeting.  Delegate tasks! Send an email assigning each
committee member to complete a certain task that will help the planning of fundraisers.

This wi Il keep them active and involved in the committee. Lastly, thank everyone!
Appreciate your committee because they took time out of their schedule to support you (:
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APPENDIX | SAMPLE CLUB BUDGET
Provided by Kenneth Lee (UC Berkeley)

Circle K International- UC Berkeley 2010-2011 Budget

Line | | 2010-2011 Budget | 2009-2010 Actual 2010-2011
No. lDescriptinn fincome Expense [income Expense Net Budget Balance
1 IPrevious Balance 52,643.79]
a Carry over from 09-10 $2,643.79 $1,160.00
2 *Cullected Dues $321.00
a)I Int’l.@%25/member (107 $2,675.00| 52,675.00]
members)
b Int'l flat dues $600.00 $600.00|
C Dist. @$9/member (107 $963.00 $963.00| $963.00 $963.00)
members)
d Club @53/member (107 $321.00 $321.00
members)
3 Fall Banquet $0.00f
a)I Dinner for 70 members $1,400.00| $1,400.000 $1,500.00| $1,400.00
@ $20/member
4 IFaII Training Conference -$2,700.00]
a Member Contribution $2,880.00( $2,880.000 $2,880.00| $2,840.00
($60*48) I
b)I Club Contribution (48 $1,200.00) 51,000.00)
Members)
ol Kiwanis Contribution (48 | $1,500.00] $1,500.00] $1,500.00] $1,500.00) $0.00
1Members} ‘$28'26
5 IFundraisers for Club $800.00 p182.07)
c Kiwanis Takeover $800.00 $834.00 $83.831
6 1ASUC Funding $3,425.00)
Membership Recognition $20.00| §53.7
)IProgram EI
il Newsletter $155.10) $159.39]
kil Project Coordinator $126.00) S0.00I
) Public Relations $120.00) $133.74]
ml|  Scrapbook $85.78] $95.86]
nll Single Service $380.00| $123.18]
o;I Spirit & Social $270.00) $208.00]
pll_Technology $10.00 59.88]
11 Internatlunal Convention -5400.00f
Member Contribution $400.00]  $400.00| $0.00 $0.00)
Club Contribution $400.00| 50.00)
Kiwanis Contribution
otals $24,432.79 523,559.28| $25,755.00( $22,011.36 -S3,125.49|
otal Amount Requested 4000I
Net Balance Without -3126.49|
Kiwanis Support
Net Balance With Kiwanis 873.51
ISupport
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APPENDIX |S AMPLE WISH LIST

Circle K International
University of California, Berkeley
Cal-Nev-Ha District

DUE SATURDAY, APRIL 3, 2010 BY 11:59PM
Via email and one hard copy at the following board meeting

Sample Budget Wish List 2010 -2011

Name: Position:

A In the following chart, please overestimate (i.e. guess a cost that is greater than you
expect the item/service will cost) your costs instead of underestimate, but be as accurate
as you can.

A For the chart, list only those ev ents you are planning that will either require or acquire
money, and please use the following form:

-<Event Name > For example: -Calapalooza
-<Items: Costs> -Copies: $.05x500=%$25
-<Underestimated Income> Paints: $3.25x6=$19.50

Candy: $2.39x10=$23.90

>\

I f you need additional supplies thatMiscbo froat f al |
the event name and continue in the same form as above.

Highlight any item that you expect can be donated in  red.

If you need more space, feel free to attach another page.

> >

Fall 2010 Spring 2011

If you have any additional questions feel free to call me at (  714) 326-3127 or email me at
Kenlee236@gmail.com. Thanks fo r all your help and | look forward to putting together a
wonderful budget for the year~
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APPENDIX | SAMPLE MEMBERSHIP FORMS

CKI

Circle K
International

Membership Application Form (Sample #1)

Personal Information

Name:

Last First Ml

Year: Birthday: / / Sex: M/F

Contact Information

Phone Number: ( ) -

E-Mail:

What city do you live in?

Other Information

Do you have a car on campus? Y/N
If yes, are you willing to provide rides? Y/N
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UCSD Circle K
2010-2011 Membership Application (Sample #2)

PERSONAL INFORMATION (Please Print Clearly)

Last N ame First Name Mi
Year: Birthday: / / Sex: M/[F Email:
AIM: Type of Service Projects | Prefer:

T-Shirt Size (Circle one): SM L XL

Tank Top Size (Circle one): S M L XL

**xx |f you would just like a T -shirt the cost will be an additional $10to m  embership dues
**xx |f you would like a tank top instead ofat  -shirt the cost will be an additional $12.00 to
membership dues

***x |f you would like botht  -shirt and tank the cost will be an additional $15.00 to
membership dues

MEMBERSHIP INFORMATION

Requirements: Pay dues, attend one social and service event. (Please meet all
requirements prior to submitting)

Annual Dues: $35 ($10 International + $9 District + $16 Club)
*Please make all checks payable to UCSD Circle K

Membership includes:
91 Free rides to service projects!
1 Free lunch every Friday!
1 Ability to go to District Events ( like District Large Scale Service Project and
District Convention)
1 Lasting friendships, leadership opportunities and so much more!!

CLUB PARTICIPATION

Please name a social and a service event you have attended with us.
Social:

Service:

DATE RECEIVED: / /
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APPENDIX | SAMPLE REIMBURSEMENT POLICY

CIRCLE KINTER NATIONAL
UNIVERSITY OF CALIFORNIA 3 RIVERSIDE

REIMBURSEMENT POLICY FOR EXPENSES

Created by Hans Meimban

1. Purpose
The purpose of this policy is to provide guidelines for member reimbursements of expenses
for the Circle K International : University of Calif ornia Riverside organization. This policy
follows what the 2011 -2012 Elected Board deems as the plan rules for reimbursement.
Expense reimbursements must meet the following criteria:

1. Expenses must be relevant ! to Circle K International: UC Riverside.

2. Expenses must be adequately accounted for within a reasonable period of time 2.

3. Amounts that are advanced that exceed expenses that have been accounted for
must be returned to the club within a reasonable period of time.

4. All expenses must be preapproved by 3/5 of the Elected Board.

5. Members must submit request for reimbursement via the Reimbursement Form
within 14 days of purchase of items.

As long as these rules are met, members will be able to receive a fair reimbursement for
personal expenses made on behalf of the organization.

2. Scope
This policy applies to all paid members of the Circle K International: University of California
Riverside organization. The guidelines for this policy address specific types of transactions,
including but not limited to the follo  wing:

1. Travel
a. Travel costs may include but are not limited to gas reimbursements or
parking.
2. Supplies

a. Supplies may include but are not limited to supplies for a service event,
fundraiser, etc.
3. Member of the Month Dinners

I'n order for an expense to be Arelevantodo to Circle K |
with the mission and objective$ the organization.

A fireasonable period of timeodo denotes that those resp
transactions within @ays of transaction. Advanced expenses, on the other hand, must be returned by the end of
week 5 of the curremguarter or week 10, whichever falls within that time period.

59



Circle K International

3. Responsibilities For Reimbursem ent
Members (general and board members) should familiarize themselves with this policy. They
should also familiarize themselves with the types of expenses that are eligible for
reimbursement and with the process behind reimbursement. Officers (club and dis trict) may
not authorize reimbursement of their own personal expenses or personal expenses of other
officers.

It is the responsibility of those approving reimbursement to ensure the following:

1. Expenses are incurred for the benefit and interest of the org  anization

2. Expenses are reasonable and incurred as outlined in this policy

3. Documentation is complete and concise, with ORIGINAL receipts to include
names, titles, and purposes for the expense. Copies of all records must also be

kept.

4. Reimbursement claims mu st be submitted within 14 days of incurring an
expense.

5, The ORei mbur sement Formé must al so be compl e
proper rei mbur sement . The foll owing must be
For mo: in order to be considered fully compl e

a. Name

b. Total amount of expenses

c. Date

d. Receipt

e. The purpose(s) of the expenditure

4. Approvals Of Reimbursement
The ORei mbur sement Form, 6 together with proper doc
Treasurer for review within 14 days of purchase of the goods for reimbursement. The
reimbursement must be approved by 3/5 vote of the Elected Board. Upon approval,
reimbursement to the member must be made within 14 days of approval. All expenses must
be preapproved by 3/5 of the capurchaseofgopds.ar s EI|l ect e

5. Travel
1. Service Events 3

a. Mileage will be calculated as noted on the CERF of the event. If no CERF has been
submitted, no reimbursement will be given.
b. Reimbursement for driving to service events will be given during the brea k
between each quarter.
c. Drivers will be reimbursed $0.20 USD / 1 mile driven for the sake of service events.
d. Reimbursement for driving to service events will be given to drivers regardless of
whether or not they filled out a Reimbursement Form. Howev  er, if no CERF was
submitted, then no reimbursement will be given for that event.

? Please refer to section 5.3 to see exceptions to attending certain service events.
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e. Drivers who do not have any passengers in their car while driving to the service
event will not be reimbursed. A minimum of 2 passengers must be in each car
pending the count of attendees of the service event.
i. If two or less attendees to the service event, then the driver will be
reimbursed.
ii. If in the case that the number of attendees is more than two but a driver
must take one passenger, then all drivers will be rei  mbursed.
2. Social Events
a. Drivers will not be reimbursed for social events.
b. Drivers may consult with their passengers for their own personal reimbursement.
3. District Events
a. Fall Training Conference (FTC)
i. Costs for driving expenseswil be included in a memberds co
event.
i The extra <cost wi || be determined by
Appointed Board.
b. District Large Scale Service Project (DLSSP)
i. Refer back to section 5.1 (Service Events)
c. Spring Training Conference
i Costs for driving expenses wil/l be inclu
event.
i The extra cost wi || be determined by
Appointed Board.
d. District Convention (DCON)
i. Costs for driving expenseswillbe i ncl uded in a memberds cos!
event.
i, The extra <cost wi || be determined by
Appointed Board.
e. International Convention (ICON)
i. Costs for attendance will be alleviated as much as possible.
i. Theamountal | evi ated will be determined by th
Board.
f. Large Scale Service Project (LSSP)
i. The cost for attending this service event will be alleviated as much as
possible.
ii. The amount alleviated will be determined by the current year 6s Elected
Board.
4. Weekend of Awesomeness Weekend (WaW)
a. A flat fee of $7.00 USD will be charged to each non -driving attendee.
b. This fee will be taken from each passenger and given to their respective drivers.
c. The organization will not reimburs e for travel to WaW, whether there be a service
event during the weekend or not.
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6. Supplies
1. Purpose
a. The purpose of this section is to detail the reimbursement for Board Members and
general members who pay for extra goods outside of a Board Mem ber ds previ ousl
outlined budget or out of a gener al member ds ow
2. Board Members
a. If a Board Member pays for goods outside of their approved budget for the benefit
of the organization and wants reimbursement, that Board Member must subm it a
request for reimbursement via the Reimbursement Form.
b. Board Members may request for an extra lump sum of money from the Treasurer if
their own funds for the quarter have been expended. A hand  -written request must be
submitted to the Treasurer for r eview by the Elected Board.
c. Extra expenses must be preapproved by 3/5 of the Elected Board.
3. General Members
a. General Members must request preapproval from 3/5 of the Elected Board before
making any kind of expense.
b. General Members must submit a Reimbursement Form in order to receive
reimbursement for the expenses they have made for the organization.

7. Member of the Month Dinners (MoM)
The current monthdés Member of the Month is entitle
organization in upw ards of amount to $20 USD.

8. Conflict
In the event that a dispute shall arise, the dispute should be settled in the presence of the
current year 0s El ected Boar d. | f conflict still

through 3/5 vote of thecurrent year ds EIl ected Board.

9. Liabilities
Circle K International at UC Riverside and its officers do not assume any liability arising
from this policy. There are no implied promises regarding reimbursements or any financial
renumeration.

10. Amendments

This policy and any parts of this policy can be amended through approval of 2/3 of the
current yeards Board.
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APPENDIX | SAMPLE FUNDRAISER BUDGET
Provided by Vicki Lai (UC San Diego)
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