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THE MONTHLY
REPORT FORM (MRF)




The Monthly Report Form, also known as the MRF, is a spreadsheet that documents
and tracks all club activity throughout the term. The MRF records almost everything
your club does including but not limited to service projects, service hours, dues
payments, attendance, member recognition, and much more. The MRF is the most
important document within CNH Key Club and should be treated as such and be
completed accurately and carefully. The MRF is submitted once every month o
your LTG who will analyze, document, and report the data to the District where
your club’s activity will be officially recorded.

Last term, our district made the fransition from Excel Sheets to Google Sheets. For
the 2022-2023 term, the Club MRF submission process has fransitioned to be
completed through a Google Form, with questions corresponding with the

different parts of the club MRF! In addition fo submitting the MRF fo your
respective Division Google Forms, be sure that your advisors and presidents are

also receiving the data in the MRF every month (i.e. early bird deadlines, email a

copy to the advisors, etc.) Although your division may have earlier deadlines, in

our district:

Your LTG will directly share your Club’s copy of the MRF, as well as your
respective Division Google Form for submission.. Make sure you use this specific
document and maintain the same naming. This document is stored in the CNH

District MRF Archive and is the only one that should be used to represent your
club.



TAB #1 | CLUB INFO |

2022-2023 Input Input Input Input CNH

Club Name Club Number Region Division District

Club Information

Input Input Input Input Input
School Address City State Zip Code Phone
Input Link Input Link Input Input
Club Website Club Reflector Group Sponsoring Kiwanis Club Meeting Time & Location
Club Officers & Advisors
The following advisors and officers are used on various reports. |These officers are not used on reports and can be changed.
Faculty Advisor: Input Name Treasurer: Input Name
Kiwanis Advisor: Input Name Vice President: Input Name Focus:
President: Input Name Vice President: Input Name Focus:
Secretary: Input Name Vice President: Input Name Focus:
Editor (Newsletters): Input Name Vice President: Input Name Focus:
Editor (Webmaster): Input Name Vice President: Input Name Focus:
Editor: Technology:  Input Name
Editor: News: Input Name
Historian: Input Name
Sergeant at Arms: Input Name
Other: Input Name

General Questions
ing questic will aut tically to the reports and will be calculated in the achi t report.)

(Note: The to the foll;

1. Do you currently have a member serving as a District Board Officer? This includes Division Lt. Governors.

2. Do you currently have a member serving as an International officer or committee member2

3. Does your Kiwanis sponsor(s) fulfill the obligations of sponsorship2 Are you connected with your sponsoring Kiwanis club(s)2
4. 1s your club a co-sponsor of a Builder's Club or a K-Kids Club?

Answer these questions with
YES/NO in the dropdown menu

4 d

Official Membership: Previous Term (March-April) (From Dues Report)

Official Membership: End of Term (as of February 1) (Check Dues Report) Answer these questions with a
Annual Achievement Report Score Previous Term NUMBER

Annual Achievement Report Score This Term

Club Communications (Yes or No)

Facebook p Club Newsletter/other publication Y

Twitter b Instagram ¥

Other Platform Y Messaging System No Y
Club Website D4

% This tab is the first task that should be completed in the MRF. This tab will compile
general information about your club that will automatically transfer over to the other
tabs in the MRF. Please be sure to fill out this talb ACCURATELY AND COMPLETELY

o If you do not know what fo input on a particular section, please leave it blank
instead of putting a response such as “N/A” or “none”

*  Note that the Club Name should be the name of the club without *high school”

o  Ex. "Newbury Park” instead of “Newbury Park High School”

*  Use_this link to find your club number, date dues processed, etc

o  https://tinyurl.com/CNHduesreport2122



https://tinyurl.com/CNHduesreport2122
https://tinyurl.com/CNHduesreport2122

2022-2023 Input Input Input CNH

Term Club Division Region District

Advisors
Name Faculty or Kiwanis E-mail Phone Number

Club Members
Name Position E-mail Phone Number Committee Grad Year Member ID* Mailing Adddress* City* Dues Paid
NO ~
NO ~
NO ~

The Club Roster - Directory section is where all advisors and active members
are inputted along with their respective contact information
o Include both dues paid and non-dues paid members
m  MAKE SURE TO DESIGNATE DUES PAID STATUS
The Club Roster section allows for you to easily carry over names ot the
Member Recognition Program and Service Record tabs
We recommend you follow a Last Name, First Name format and use the SORT
feature to alphabetize your list
o NOTE: When using this function, only the name column will change in
the service record, meaning you must adjust any existing service hours
accordingly fo match up the names and hours.

Beach
Clean
Up

Dues Event Name

Club Members Yes/NO  ---e-cemee-- >

This is an example of

*Names Will Transfer from Roster Date ------ >7/2 how the Service Record

Buzz Beehive [Total service]| 12 [ o Tab should be filed out!

arwn -~ |87

Dao, Diane NO 4
4
4

Park, Ashley NO
Fang, Marcus NO

cCoOoOhAMDM

The Service Record is where all of the individual hours for each member are
logged for each project from the Monthly Reports
o The member names, dues status, and project names are to be
tfransferred from the Club Roster
The information in this tab is also used for to track MRP, or service hour
requirements (see next page,)



The Member Recognition Program (MRP) recognizes members district-wide who go
above and beyond expectations for service in Key Club. Therefore, as a club
secretary it is important for you to update this tab monthly to ensure your members
get the recognition they deservel

Simply input an “X” under each column category that a member has
accomplished.

Awarded to any
dues-paid member
who serves a
minimum of 50
service hours and
meets 5 categories

Hours
vents |

®

Dues Paid
Servict
Training

Membership
(Auto Transters From Roster)

PLATINUM LEVEL Yes 200 4
GOLD LEVEL Yes 150 4
SILVER LEVEL Yes 100 2
BRONZE LEVEL Yes 50 2

o D b S o

vents 2
vents 3

Training
Training

N wa;

The 4 levels of recognition include:

Awarded to any
dues-paid member
who serves a
minimum of 100
service hours and
meets 6 categories
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Awarded to any
dues-paid member
who serves a
minimum of 150
service hours and
meets 9 categories

i

ents
vents
ents

Division
Division
Division Evi
Division
District

District
Event or Project Chair |

Articles/Visuals Submitted 1
Arficles/Visuals Submitted 2

oo ~=
-——nw
—-——n ™

mr.chair@cnhkeyclub.org for more information

Event or Project Chair 2
Club Committee Member

<< =<
oo <%

PLATINUM

Awarded to any
dues-paid member
who serves a
minimum of 200
service hours and
meets
10 categories

Division/District Committee Member
Club/Leadership Position
Lives Saved from MNT

Level of Recognition

100 10outof 13 PLATINUM LEVEL
9outof 13 GOLD LEVEL
20 éoutof 13 SILVER LEVEL
3 Soutof 13 BRONZE LEVEL

oo <=
8

First four rows show minimum criteria for each level of recognition: Bronze,
Silver, Gold, Platinum
Input an “X” under each column category that a member has accomplished
It is the club board’s responsibility to keep track of and update the criteria

throughout the year.
The MR committee will provide final submission deadline.
Members will receive appropriate recognition at District Convention
Contact Member Recognition Chair Suyeon Hwang at


mailto:mr.chair@cnhkeyclub.org

TAB #5 | CLUB ELECTIONS

Should be completed: January-March
CNH Board Policy 141 indicates that club elections should take place so the new officers can attend convention.
CLUB OFFICER ELECTIONS

As per Key Club Intemational Constitution & Bylaws, each Key Club may elected one President, one or more Vice President(s), one Secretary, and agne Treasurer. Since there are various focus
areas for vice presidents, the online report will also allow you to identify a focus area. Five slots have been provided for the vice president officers. If you club has more than five, please
provide your Lt. Governor with the additional information. The club may elect or appoint the position of Editor. In addition, the specific role of the editor is no longer clearly defined due to
changing technology and club needs. In order to accommodate the possiblities for the club Editor, the online report provides an opportunity to idenfify up to three editors with different focus
areas

DIRECTIONS FOR SUBMITTING ELECTION RESULTS

After the annual club elections have been completed, please submit your results online for the following advisor and officer positions: Faculty Advisor, Kiwanis Advisor, President, Vice
President(s), Secretary, Treasurer, and Editor(s). In order to make this process easier for you to complete, all of the prompts for the online club officer report is listed below. Gather the
information (name, graduation year, e-mail, and preferred phone number with area code) before beginning the online report. This sheet is set-up for you to report the information here or to
print it out and use. The L. Govermor may appreciate getting this information from here.

ELECTION RESULTS REPORT

CLUB INFORMATION President Vice President Editor
Key Club Term Name Focus Area N Focus Area
Division Grad Year Name Name
Region E-mail Grad Year Grad Year
Club Name Preferred Phone E-mail E-mail
Club Number (starts with "H") Preferred Phone Preferred Phone
Kiwanis Sponsor
Vice President Vice President Editor
MEETING INFORMATION Focus Area T  Focus Area v Focus Area
Day of the week Name Name Name
Frequency . Grad Year Grad Yeor Grad Year
Time of day E-mail E-mail E-mail
Location Preferred Phone Preferred Phone Preferred Phone

%  Elections are to be completed between the months of January-March so
that officer-elects can receive training in their position prior to the beginning
of term in April.

* The Club Elections tab is to be completed with all of the contact information
filled out for the NEXT officer board (2023-2024 Officers) by March 2023

% This tab is extremely important as it will be helpful in establishing strong
connections between the upcoming board, Lieutenant Governor, and
adyvisors early in the upcoming term

% In addition to filling out this tab on the MRF, be sure to also fill out the Annual
Club Elections Form following Club Elections

The Annual Report Tab calculates your overall AAR (Annual Achievement Report)
Score to determine your clubs eligibility to earn Distinguished or Diamond
Distinguished recognition on the International level. Most of the information on this
tab is automatically calculated from the monthly tabs so make sure you accurately
and correctly complete those tabs each and every month!



The Monthly Tabs are the main and most important tabs that you will be filling out
EVERY MONTH. These tabs include all of the information about club activity and is
where the major numbers for fundraising, service, and events will be fracked. There
will be a tab for each month of the term (April 2022 through March 2023) and you
will complete the Monthly Tab that is named after the month you will be recording
activity for.

Each month, when you complete your submission, you will be submitting data for
the month before. For example, your submission in August will have the July tab
completed, in addition to any other tabs that you might have updated.

The Data section is where basic information such as club meetings, communication,
aftendance, and dues are tracked. This section is one of the most important as many
of the important AAR score requirements are tracked in this section.

The maijority of this section can be filled out through adjusting the dropdown to
reflect the data from this month.

Important Note: The number of members present at a meeting should only be for
current dues paid members that paid the previous year. After the dues-paying
months in Key Club have opened in September/October, this section will be 0.

Membership Status
Dues-Paid Membership from Previous Term: Current: 0 New Members Paid THIS Month: Date Dues § Sent: Check#
A District or International Officer or Committee Member2 No ~ A Candidate for District or International Office2 No
Sponsorship
Sponsors fulfill obligations of sponsorship? Co-Sponsor: Builder's Club/K-Kids? Provided a program for Builder's Club/K-Kids2
Attendance: Club |
Week | Week 2 Week 3 Week 4 Week 5 Division/Region/District
General Meeting (Date) - M - - - LTG communication this month No ~
Present #: 0 0 0 0 0 Division Council Meeting No ~
Faculty Present (Y/N): No ¥ No ¥ No ¥ No ¥ No ¥ Kiwanis Division Meeting No ~
Kiwanis Present (Y/N): No = No > No > No > No > Officers Training Conference No ~
Guests Present (Y/N): No ¥ No v No v No v No v Adbvisor @ Training or E-Learning No ~
Presentation by Club LTG (Y/N): No Y No Y No Y No Y No Y Leadership Training/D at Members| Officers
Interclub (N/S/KF/KC)™: ¥ i ¥ ¥ ¥ DCON Workshops No “| No ~
Board Meeting (Date): v v v v v Division Training Events No “| No ~
Social/Special Mig (Date): - - - - - Region Training Conference No | No ~
Kiwanis: Mig/DCM (Date): ¥ ¥ ¥ ¥ ¥ Keyleader No “| No ~
Members Present (Y/N): No ki No A No Y No ¥ No ¥ Fall Rally How many?| No “[ No ~
Interclub Codes: *S=With Sponsor *KF=With Kiwanis Family (not sponsor) *KC=With another Key Club

Member Relations Reports: Special Events: Candidate| # Present | Advisors
Newsletter issues this month? # Club Elections Report filed? No ki Kiwanis Special Function: O] No ~
Member inductions? | No _~ Club Directory/updates filed? No . Banquet: Club or Division: o No ~
New Member training2 | No ~ Articles submitted to Division/CNH?2 No - Division Conclave: [ No ~ Of No ~
Meeting held during school break2 | No  ~ CNH Convention: [ No ~ Of No ~
KCi Convention: | No ~ Of No ~




Definitions to know:

*

*ok %

Service Project: Work, whether direct service or indirect service, performed that
contributes to the welfare of your home, school, and community.

Project Benefits Club: An event performed that contributes to your club such as
a fundraiser or social or creates scrapbook/year in review book

Ongoing Project: Work done daily, weekly, or monthly.

Division Project: An event that is hosted by your division.

District Project: An event that is hosted by the District.

nization

Ongoing Project
n Pre
District Project
Joint: Project hosted
w/Kiwanis
Foundation Project

Service Project
Project benefits CLUB

Funds Raised for Club - $

Funds Spent on Project

Funds Raised for Service - $

Project w/Kiwanis Family
member

Project w/ Kiwanis Sponsor

Total # of Members
Major Emphasis Focus

Total Member Hours

Project w/other orga

> Govemor Project/Focus

Project Title Mark "X"for Allcategoriesthatapply | USEACCORDINGLY

=

for ALL that apply

o
=3

$000 | s000 | $0.00

o v =

$000 | $0.00 | $0.00
enrs T enra | énra

The Project Section is where service projects and fundraising are recorded. You will
list out each service event that club members participated in and input an “X” under
each category that each event falls under. This section should be completed in

conjunction with the Project Snapshots Section in the Monthly Tab as well as the

Service Record Tab.

Service Projects and Fundraisers can be categorized as:

L R . D D D 2 o

Governor’s Project/Focus: The 2022-2023 Governor's Project is Healthier Lifestyle
Project w/ Other Organization: An event that is hosted by a school, hospital, or
non-profit organization.

Major Emphasis Focus: An event that is consistent with Key Club International’s
Major Emphasis: “Children - Their future, our focus.”

Project w/ Kiwanis Sponsor: An event that is performed with your club’s
sponsoring Kiwanis Club

Joint Project Hosted w/ Kiwanis: An event that is performed with any Kiwanis
Club.

Project w/ Kiwanis Family Member: An event that is performed with any other
branch of the Kiwanis Family.

Foundation Project: An event that is consistent with the goals and aims of the
CNH Foundation, including PTP.




The Narrative Section is where you will write Club and Project Snhapshots and provide
a Project Chair for events. In the Club Report make sure to reflect on your successes,
areas for growth, and anything new within your club!

Club Snapshot: Share your club's achievements from this month. Share your successes, Member of the Month, and other great tidbits.

insert text here]

Funds Raised: $0.00

Funds Raised: $0.00
Funds Raised: $0.00

Project
1 [insert project description] Project Chair: [insert chair's name]
Project Chair: Hours: 0
Hours: 0

2
3 Project Chair:

% DO NOT DELETE CELLS OR FORMULAS! Hide rows/columns if necessary

* If you must leave something blank, do NOT write “N/A”
* Make sure that membership numbers on the club MRF match the dues report

If you have any questions, issues, comments, or concerns, report them
using the MRF Support Form!


https://forms.gle/UbKnr2CQ4hDPyoEe9

