


My name is Abigail Jensen and I serve 
you all as District Secretary for the 2022-2023 
term! Thank you for reading this guide and 
making an effort to learn more about 
accurate reporting and the Monthly Report 
Form! This guide breaks down each tab of the 
Monthly Report Form in-depth! Please feel free 
to reach out to me with any questions, 
comments, or concerns!

Serving Across the STARS
- Abigail Jensen

ALOHA CNH KEY CLUB!
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WHAT IS THE MONTHLY REPORT FORM?

 MRF BASICS

● The Monthly Report Form, or MRF, is a club 
document that records club activity and 
information throughout the term. 

● It is the responsibility of the club secretary to have it 
be completed - club vice presidents or committees 
may also assist!

● It is found in the format of a Google Sheet 
● MRF Template Link HERE

VIEW OF THE CLUB MRF [ABOVE]
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https://docs.google.com/spreadsheets/d/1fV9_0_yokoZNzYQ97svvLhRdSJYS2UrZk2PTkN3rRQA/edit?usp=sharing


   
HOW DO YOU ACCESS YOUR CLUB’S MRF?

 MRF BASICS

● MRFs were distributed to clubs through Lt. Governors - 
contact them if you have any questions!

HOW DO YOU SUBMIT THE MRF?

● The club MRF is due on the 5th of each month at 6PM 
local time - if your division has an earlier deadline, be 
sure to follow that one!

● To submit the MRF, complete the Google Form 
submission form sent out by your division’s LTG before 
the deadline!

VIEW OF THE MRF SUBMISSION FORM
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WHY IS IT IMPORTANT TO COMPLETE THE MRF?

 MRF BASICS

● The MRF is the most essential document throughout 
the CNH District!

● Data recorded in the MRF is the only data that will be 
acknowledged by the CNH District - a blank MRF 
means that your club is considered inactive

● The club MRF is also how MRP, AAR, and other 
automatic awards are determined

● With this in mind, be sure to complete the MRF with the 
utmost accuracy!

LET’S BREAK DOWN THE 
DIFFERENT TABS 

OF THE MRF!

5



   INSTRUCTIONS TAB

● DO NOT EDIT THIS TAB!!
● Provides instructions on the submission and use of 

the document!
● Be sure that the tab is the royal blue color you see 

above!
○ If it is another color, it may be from a different 

term!
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   CLUB INFO TAB
● Complete this tab at the beginning of the term!
● Include different information regarding your club!

● CLUB INFORMATION SECTION
○ Include school & club information that is asked
○ If your club doesn’t have a website or reflector 

group, indicate N/A or leave blank!

● CLUB OFFICERS & ADVISORS
○ Include the names of all advisors & officers
○ If your club doesn’t have a specific officer 

included in this section, include N/A or leave 
blank!
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   CLUB INFO TAB

● GENERAL QUESTIONS
○ Answer the questions district & international 

officers, Kiwanis, and K-Kids/Builders club
○ Indicate Official Membership & AAR score of 

previous and past term
■ Include past term data at the start of the 

202-2024 term
■ Include the current term membership when 

dues are paid in October/November 2023
■ Include current term AAR score at the end 

of January

● CLUB COMMUNICATION
○ Indicate which communication platforms your 

club uses
○ NOTE: Using 3 or more communication platforms 

allows your club to earn AAR points
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   CLUB ROSTER/DIRECTORY
● Complete this tab at the beginning of the term, and 

update it throughout the year when new members 
join, especially after club rush!

● This is the tab is how the MRF calculates the amount 
of dues-paid members that your club has!

● ADVISORS
○ Include the names, emails, and phone numbers 

of all club advisors
○ Indicate whether each advisor is a faculty or 

Kiwanis advisor

9



   CLUB ROSTER/DIRECTORY

● CLUB MEMBERS
○ For each member of your club, include the 

following: Name, Position, Email, Phone Number, 
Committee (any on the club level), Graduation 
Year, Member ID, Mailing Address, City, and 
whether or not they are dues-paid

○ It is the most important to have this information 
for all of the officers in your club!

○ For regular members, be sure to have at least 
the following: Name, Position, Committee, 
Graduation Year, and Dues-Paid Status

○ When adding members, DO NOT REARRANGE 
PRE-EXISTING ROWS! It will interfere with the 
Service Record and MRP tabs!

○ You do not need to include members in a 
certain order, it is up to your club! (alphabetical, 
grade level, etc.)
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   SERVICE RECORD
● Update this tab on a monthly basis!
● This may be a job of a VP of Service!
● This tab is what allows individual members to 

monitor their personal service hours, and how hours 
are tracked for MRP!

● Each month, include 
names of all service 
events held or 
participated in & the 
date it was held - 
including division 
events!

● Indicate how many 
hours each member 
earned for each 
project!

● Totals for each project 
& member 
automatically 
calculate!
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   MRP TAB
● Update this tab on a monthly basis!
● This may be a job of a VP of Membership!
● This tab tracks different requirements earned by 

members towards the CNH District Membership 
Recognition Program, or MRP!

● Learn more about MRP or the specific requirements 
by going to the link HERE!

● Throughout the term, indicate when the members 
of your club achieve any of the 15 requirements 
above!

● Dues Paid & Service Hours transfer over from 
previous tabs

● If a member achieves more of a certain category 
then is included (ex. A 7th division event), you don’t 
need to indicate it!
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https://www.cnhkeyclub.org/recognition/mrp


   MRP TAB

● Indicate when members achieve a given 
requirement by including an “x” in the box for the 
respective section!

● Funds Raised for PTP is the only section that asks for 
a numerical amount!

● This information will be transferred into a MRP report 
later in the term for the members of your club to 
receive recognition!

● Ask your respective Lt. Governor or MR Chair Chloe 
Hartanto (mr.chair@cnhkeyclub.org) if you have 
any questions, comments, or concerns about MRP 
or specific MRP requirements!
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   CLUB ELECTIONS
● Complete this tab at the beginning of the term!
● Include information about your club & officers 

serving for the 2023-2024 term!
○ Previous MRFs may have asked for next term 

officers, be sure to include CURRENT officers!

● Include the names & contact information for all 
advisors and officers for the 2023-2024 term!

● Also be sure to include club & meeting information
● Completion of this tab earns your club 1 AAR point!
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   ANNUAL REPORT
● This tab is automatically completed!
● It is used to calculate your club’s Annual 

Achievement Report Score!
● Learn more about AAR HERE, and check out this 

How to Read the AAR Tab Manual HERE

● Include YES/NO for Monthly Activity (yellow 
highlighted cell) in January to indicate whether 
you’ve been updating the MRF regularly

● Check out the Kiwanis Events 
calculator to monitor your progress 
towards the Kiwanis Family Patch!

● You can view your AAR score at the 
very bottom of the tab!
○ It will not accurately reflect your 

club’s score until dues-paid 
membership is updated in 
October/November!
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https://docs.google.com/presentation/d/1dfC5aJZ3LHRl-SqvEaX7PJ0z6HvhfURc7QdMDNs5zPA/edit?usp=sharing
https://docs.google.com/document/d/1JE8jqBKj4mqfm81Yaf5KtlX-nIWlsrxJyjAzIZ1aGos/edit?usp=sharing


   MONTHLY TABS
● Complete these tabs on a monthly basis to report 

on monthly club activity!
○ Ex. For the July 5th submission, complete the 

June tab!
● Each of these tabs is identical, although a lot of the 

specific questions it will ask you only apply to 
certain months!

● Each monthly section is made up of three main 
sections:
○ Data Section
○ Project Section
○ Narrative Section
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   MONTHLY TABS
● DATA SECTION

○ This section asks for specific dates/numbers 
related to different events!
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● In months where new members pay dues, include 
the amount of dues-paid members, the date the 
dues were sent in, and the check # (if applicable)

● Also include whether your club provided a program 
to a K-Kids or Builders club in the respective month

● Indicate how your 
club communicated 
with your LTG for the 
respective month

● Indicate YES/NO to 
whether your club 
attended your 
division’s DCM 

● Indicate YES/NO to whether your club attended your 
Kiwanis DCM

● Indicate whether your club attended OTC, and if your 
advisor either attended OTC or an advisor e-learning

● Indicate whether MEMBERS (non-officers) or OFFICERS 
attended DCON Workshops, Division Training Events 
(Training Conferences & division workshops), RTC, Key 
Leader, and Fall Rally (plus amount of members who 
attended Fall Rally!)



   MONTHLY TABS
● DATA SECTION (CONT.)

○ This section asks for specific dates/numbers 
related to different events!
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● Include the dates of all general meetings
○ Indicate the amount of members present, if 

your Faculty or Kiwanis Advisor attended, if any 
guests were present, and if your division’s LTG 
attended

● Also include the types of interclubs you attend 
throughout the month
○ Codes for the different types are included 

below the chart
● Include the dates of any socials, special meetings, 

or board meetings held throughout the month
● Include the dates of your sponsoring Kiwanis 

meetings & Kiwanis DCMs
○ Also indicate whether any member of your club 

attended any of these events



   MONTHLY TABS
● DATA SECTION (CONT.)

○ This section asks for specific dates/numbers 
related to different events!
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● Indicate how many 
newsletter issues were 
released each month, 
even if that number is 0

● Indicate whether your club held a member induction, 
new member training, or a meeting during a school 
break

● Indicate YES/NO whether 
the club elections report 
(elections tab) was 
completed that month

● Indicate YES/NO to whether the directory was updated
● Indicate YES/NO to whether your club submitted articles 

to your division in the given month 

● For Kiwanis Special 
Functions 
(installations, 
banquets, etc.) and 
club or division 
banquets, indicate 
the amount present 
and if advisors 
attended

● For division conclaves, DCON, 
and ICON, indicate the 
amount present, if advisors 
were present, and if your club 
had a candidate participate



   MONTHLY TABS
● PROJECT SECTION

○ This section asks for information about all 
projects held or participated in!
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● Include the names of all 
service projects 
participated in for the 
given month - including 
division events!

● Include the number of 
members who 
participated in each 
project and the total 
hours for each project! 
Be sure this info 
matches what was 
entered into the service 
record!

● For each project, indicate what types of projects it 
counted as using “x”!

● See the next page for descriptions of each type of 
project!



   MONTHLY TABS
● PROJECT SECTION (CONT.)

○ This section asks for information about all 
projects held or participated in!
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● Service Project - events that contribute towards a 
charitable cause (not ALL events may count as a 
service events!)

● Project Benefits the Club - events that help the club (ex. 
Fundraiser for club funds)! Some events may not 
necessarily be a service project, but can still be a 
project that benefits the club!

● Ongoing Project - projects held on a regular basis
● Division Project - any event held for all the clubs in your 

division
● District Project - projects held at district level (ex. DCON 

service project), including district initiatives such as the 
Spotlight on Service Program

● Governor Project/Focus - any projects that relate to the 
2023-2025 Governor Project “Empowering Minds, 
Building Futures”

● Project w/other Organizations - projects done 
alongside other organizations, such as ASB or 
community organizations



   MONTHLY TABS
● PROJECT SECTION (CONT.)

○ This section asks for information about all 
projects held or participated in!
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● Major Emphasis Focus - any project related to the KCI 
Major Emphasis Children: Their Future, Our Focus

● Project w/Kiwanis Sponsor - projects held or attended 
by your sponsoring Kiwanis club

● Project with non-sponsoring Kiwanis club - projects held 
or attended by a non-sponsoring Kiwanis club

● Project w/Kiwanis Family member - projects alongside 
other branches of the K-Family other than Kiwanis 
(K-Kids, Builders Club, Aktion Club, Circle K, KIWIN’S)

● Foundation Project - any project to benefit the CNH 
Foundation, which includes the Pediatric Trauma 
Program or YES Initiative

● Also indicate which projects were 
fundraisers, and if so how much 
funds were raised for club & 
service

● For ALL projects, indicate how 
much funds were spent on projects



   MONTHLY TABS
● NARRATIVE SECTION

○ This section asks for reflections about the club in 
general and each project held/participated in!
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● Club Snapshot
○ Include around a paragraph long reflection about 

the club’s activity in the given month
○ Discuss club achievements, successes, areas of 

improvement, any notable events, etc.
○ This is the duty of the club secretary to complete

● Project Snapshots
○ Include a 2-3 sentence reflection on each project 

held or attended by the club
○ Discuss what happened at the project, if 

preparation was involved, and if it was successful
○ It is the responsibility of the project chair(s) to 

complete these reflections



   
MONTHLY REPORT FORM TIPS

ADVICE

● Do not delete any columns or rows! You may hide 
rows, but do not delete anything since it might 
interfere with certain formulas!

● Double check all of your information!
● If there is a specific issue with the formula or filling out 

the MRF, please contact your Lt. Governor or District 
Secretary at dsec@cnhkeyclub.org!

● Also feel free to complete the CNH MRF Q&A Form if 
you have questions about the MRF!

MEMBER RECOGNITION TIPS

● Encourage members to keep track of their own hours 
and MRP requirements - however, feel free to inform 
members who are close to achieving recognition!

● Be proactive in tracking MRP requirements!
● Check your AAR score regularly to make sure they are 

not any broken formulas! Before inputting anything, 
the AAR score will be #DIV/0!, but it will change after 
inputting meetings!
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THANK YOU SO MUCH FOR READING, PLEASE LET ME 
KNOW IF YOU HAVE ANY QUESTIONS, COMMENTS, OR 

CONCERNS ABOUT THE MRF!

mailto:dsec@cnhkeyclub.org
https://docs.google.com/forms/d/e/1FAIpQLScT26FDSKJvdLke6S7tXX_XcsGuTAjYKuyUG_xHGF2MdhCKjg/viewform?usp=sf_link

