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	Instructions to Clubs for completing the form – Zonta International – District 12


We appreciate your assistance in completing this form.  The collated data from clubs will help inform your club and the District on Zonta’s membership trends and the wide range of service, fundraising and fellowship activities undertaken throughout our Districts.  We will be able to share these with you through the District newsletter and Website and through the work of the District Board, especially through your Area Director.  The information will also assist the Governor to complete the report to the International Board.  We are aware that you need to access information from a variety of sources - please take this report to your last board meeting of each quarter, and take the time to complete as accurately as possible.  It will assist you to also see the great value your time and service are to both your local and international community.  It may also assist to point out the gaps you have in your programming for new members, fundraising, and importantly fellowship occasions.  Thank you.

Beverly J. Morrow

District 12 Governor

The Club Database Report Form is to be completed at the end of each quarter/period as indicated below, in order for the Lt. Governor and other district leaders to complete their reports to International and/or the Governor.  Please forward to your Area Director, within 5 days of the beginning of the next quarter/period (except for Period 1).  If you can complete it earlier, this would be appreciated.
Period Covered by Report               Your Report is Due

Period 1:  June – Aug, 2006
Oct. 6, 2006

Period 2: Sept. – Nov., 2006
Dec. 5, 2006

Period 3: Dec. 2006– Feb., 2007
Mar. 5, 2007

Period 4: Mar. – May, 2007
June 5, 2007

Period 5: June- Aug., 2007
Sept. 5, 2007

Period 6: Sept – Nov., 2007
Dec. 5, 2007

Period 7: Dec.2007 – Feb., 2008
Mar. 5, 2007

Period 8: Mar. – Apr. 2008
May 5, 2008  (please note: we  won’t have the last month of data, which is normal because of the timing of the Zonta International Board meeting held before the International Convention.  Comparisons in the next biennium will start with May 31 membership and a blank slate for service).

Induction of new members

· Please provide the name of each member that has been inducted during the period. 

· Consult the classification manual to ascertain their correct classification. 

· Age - Please tick the appropriate box. Note that their actual age is not required, only the age range that they fall within.

· How did they learn about Zonta? This is intended to advise us where we are finding new members.
· Remember your Treasurer will need to send the same information to ZI Headquarters in the Member Report Form and to advise the District Treasurer of their induction together with the joining and membership fees.

Resignations of members

Similar information is required for this as Induction.  
Total Paid Members- they have paid their ZI and District dues

What is your club's goal for membership over the next quarter/year?  This draws together the total number of members at the beginning of the period (obtained from your last return) with the additions and resignations that occurred during the period and relates them to your target for the quarter/year.  Those on leave of absence should be included. 

Activities Clubs have been engaged in during the reporting period

· Our objective is to be able to promote the work of Zonta.  Clubs are engaged in a range of activities relating to our mission and we want to draw this information together to show how collectively Zonta clubs are advancing the status of women world wide.  The biennial Footprint of Service records the contributions clubs make to their communities.  Recording the club activities will enable all of our clubs to contribute to this record. Last biennium only 24% of Zonta Clubs provided this information. This Club Database form replaces the Footprint of Service form. 

· What is meant by “activity”?   This includes all service, awards (Young Women in Public Affairs (YWPA), Jane M Klausman (JMK), Amelia Earhart (AE), and local club and district awards), fundraising, advocacy, leadership training, fellowship and any other undertakings your club has been engaged in during the period. 

· Please include preparation for a pending activity noting the date it is to take place. Be sure not to double count for the next reporting.  

· Service and Fundraising- Please estimate the hours for each activity.  

· Service hours: 

You are being asked for information about the total service hours your club has devoted in the reporting period.  Service is distinguished from fundraising.  Service is actual hours spent delivering an activity to individuals or groups outside of Zonta.  Do not include hours spent at Club meetings.  

For the period under review include the total number of hours the club has taken part in service.  It is not fundraising.  Include the time members spend on service projects adopted by the club.  The time determination is based on the time commitment for the project, rather than the number of participants.  For example, if a club has agreed to provide volunteers at a women’s rape crisis centre for 10 hours per week for 3 weeks, then the hours recorded will be 30 hours (10 hours at 3 weeks).  It does not matter if one member spends 30 hours or 5 members spend 6 hours.  

Service hours does not include time members spend on project(s) that the club has not adopted, even though these may be consistent with  Zonta’s aims.  Include the hours spent planning for the service activity. 

Please specify the purpose of the service using the following categories, improving women’s: health, education, economic status, preventing violence against women and enhancing women’s self esteem.

· Fundraising is where the intention is to raise money.  Include the hours spent planning and undertaking the fundraising activity.  Include the net total monies raised as a result of the fundraising. 
Kindly provide in US Dollars. Note that you are being asked for the “net monies raised”- that is funds raised after expenses have been deducted.   Districts may permit clubs to report the monies raised in their own currency and then convert the total into US$.   Please check with your Governor/Area Director. 

Identify where these funds are to be allocated-

· Local projects/community recipient/awards/District Project – ( and name them)

· Zonta International Foundation Funds (if directed for a specific program or the International Service Fund) (name them)

· Advocacy refers to the actions that clubs or districts take, in accordance with the Zonta Advocacy Policy, in support of or in opposition to a cause, argument or proposal in order to improve the legal, political, economic, educational, health and professional status of women and to advance the implementation of the Objects of Zonta. It may include influencing laws, legislation or attitudes to effect a positive change. See Zonta International’s Advocacy Definitions and Policies for guidelines. Clubs are asked to record the number of advocacy actions.  For example, the number of times a mailing was made, a speech was given, a public event was held (or in which the club participated).

· Fellowship relates to time spent socialising and enjoying the fellowship of other Zontians.  These occasions exclude club, committee and board etc meetings.  

· Individuals affected:  Record the number of individuals affected by the activity, do not include club members participating in the activity.

· Advise what media coverage occurred.  (Remember you can use the Zonta District web page for this purpose and also send information to ZI Headquarters for The Zontian).
Please return the completed form to your Area Director. Use additional space if needed.  Many thanks. 

