


First, you need a minimum of 15 new members! Persons already member of another Kiwanis        

club are not considered as a new member.

PROCEDURES

NEW CLUB ORGANIZATION

Organizational 

documents

Club name policy Organization date 

versus Charter date



Mandatory

Geographical location

City, geographical location, 

followed by the 

unabbreviated name of the 

country, state, province or 

territory

Official name

KIWANIS CLUB (OF) …

Why mandatory? 

As Kiwanis is a global 

organization, it is a way to 

locate Kiwanis Clubs all over 

the world. This gives the 

opportunity for Kiwanians to 

look up and visit Kiwanis clubs 

during their travel.

NEW CLUB ORGANIZATION
CLUB NAME POLICY 



Prohibitions

NEW CLUB ORGANIZATION

CLUB NAME POLICY 

Gender specifics

No gender specification

No individual’s name

KC shall not be named 

to honour an 

individual. 

Reputation

No name designation 

which would call into 

question the good name of 

Kiwanis



What needs to be done before the administrative process for KI is set in motion?

STEPS TO OPEN A NEW CLUB

3 ORGANISATIONAL DOCUMENTS

Kiwanis International 

New Club Bylaws

New Club 

Information Sheet
Permanent

Organization Roster

5 languages 5 languages 5 languages
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✓

✓

3 ORGANISATIONAL DOCUMENTS
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3 ORGANISATIONAL DOCUMENTS





ORGANIZING A CLUB

Organization date

The date that is mentioned on 

the New Club Information Sheet

CHARTERING A CLUB

✓ When does KI starts the actual organization 

procedure?

✓ When is a club reported?

➢ This date will be entered in the KI database and 

will be stated on the Club Charter.

Charter date

The date of the New 

Club’s Charter Ceremony. 

✓ The date of the official ceremony / party 

✓ This date is set by the club

✓ The charter date always comes AFTER the 

organization date 

➢ The charter date should be WITHIN 90 DAYS after 

the creation of the club.

What is the difference between organizing a club and chartering a club ? 



NEXT STEPS

✓ After the club name’s approval by KI…

✓ After submitting all necessary documents in good order to 

the Ghent office…

✓ And when the KI & KI-E new club charter fees have been 

paid…



NEXT STEPS

➢ KI registers the members into their database

➢ A personalized K number is attributed to the club

➢ The Charter gift* kit is produced in the States. 

What? timing?

❖The “charter gift kit” is personalized and will be sent 

to the club president.

You must take into consideration that the 

production and shipping of this charter kit takes 

about 6 weeks.



THE standard CHARTER GIFT KIT
• Kiwanis flag

• Club banner

• Gavel

• Gavel band

• Personalized gavel stand

• Charter member certificate and envelope 

(1 for each charter member)

• Single window name badge (1 for each 

charter member)

In addition, Kiwanis International offers several items which are available for purchase in the 

Kiwanis Family Store. Visit the page https://new.kiwanis.eu/wp-content/uploads/EN_gifts-to-

get-you-started_2021_03.pdf



https://new.kiwanis.eu/wp-content/uploads/EN_gifts-to-get-you-started_2021_03.pdf


➢ Charter + Pins + KI contra-signed bylaws 

will be returned to the governor or nation representative

Timing?

❖After the club has been reported by KI. 

This takes about a week after all the papers 

are sent to KI.

NEXT STEPS



ACTUAL CLUB ORGANIZATION & REPORTING

• KI receives the paperwork on January 1st | before the actual organization date

• Organization date: 10 January – KI will start the procedure on the organization 

date – the club will be reported in the month of January

• Organization date: 29 January - KI will start the procedure on the organization 

date – the club will be reported in the month of February

Providing that the 3 organizational documents are in order and the club is in good standing!

First scenario



ACTUAL CLUB ORGANIZATION & REPORTING
Providing that the 3 organizational documents are in order and the club is in good standing!

• KI receives the paperwork on January 20th | after the actual organization date 

• Organization date: 10 January 2021 – KI will start the procedure immediately 

– the club will be reported in the month of January

• Organization date: 28 December 2020- KI will start the procedure immediately –

the club will be reported in the month of January

Second scenario


