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Who 1s the Financial Secretary?

# Accountant of the council.

# Responsible for complete and accurate financial records.
» Ensures financial standing of the council 1s 1n good order.
# Third degree Knight 1n good standing.

» Appointed by the Supreme Knight for 3 years.
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What Does the FS Do?

Collects and receives all moneys;
pays to Treasurer.

Keeps accounts of each member.

Draws orders on the Treasurer for
payment of all claims.

Notifies Supreme Secretary of
names and addresses of council

officers. (Form 18)5)

# Assists with completing and
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submitting council forms.
Submits IRS Form 990.

Attends council meetings and
exemplifications.

Assists with council budget.

Initiates council liability insurance
coverage.



Best Practices

Separation of duties.

Establish taxpayer identification number (EIN).
Open a council operating bank account.
Reconcile operating account at least monthly.
Track income and expense transactions.

Create a council budget.



Council Monetary Procedure

ES Receives Money
Receipt Exchange Between FS and Treasurer

FS Gives Cash to Treasurer

> Treasurer Deposits Cash



Budget

v Prepare a budget to start the fraternal (calendar) year.

# Use last year’s income and expense activity.

# Send to all council members — Notice of Motion.

# Vote at the first council meeting in July (Jan.) — 2/3
mayjority.

» Pay bills without motion at council meeting.



Paying Budgeted Bills

FS Receives Bill VYoucher Given to
Treasurer
F%Prellalares Treasurer Writes
oucher Check
Bill Reveiwed Voucher Signed by §

by Trustees GK, FS & TR



Paying Non - Budgeted Bills

FS Receives Bill FS Reads Bill at Voucher Given
Meeting to Treasurer
ES Prepares Bill is / ' Treasurer
Voucher Approved by / Writes Check
Council 4
Bill Reveiwed Voucher Signed by

by Trustees GK, FS & TR C‘f\;ﬁz



Dues Billing Process
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Refer to Affiliate Member Initiative Guidebook (11231).
Appendix B — Interim Member Billing Procedures.
Use Member Billing Application of Officers Online.
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Report sent to

15t Notice 24¢ Notice Engagement Committee
15 days before billing period 30 days later 30 days after 2nd

Dec. 15 Jan. 15 Feb. 15

i KNIGHTS ST STEPHEN DEACON AND MARTYR CO 10420 4% KNIGHTS ST STEPHEN DEACON AND MARTYR CO 10420 ?{L%EPHEN DEACON AND MARTYR CO o KNIGHTS Page ! of 1
{ oF coLumaus {p oF coLumaus 0, {J OF COLUMBUS o 1.2
**SECOND NOTICE** IN SERVICE ONE. IN SERVICE TO ALL
Retention Committee Report
Statement Date: 12-15-2022  Amount Enclosed: Make Checks Payable to: Statement Date: 01-15-2023  Amount Enclosed: Make Checks Payable to:
Member #: 5259139 BalanceDue:  30.00  Kof C 10420 Member #: 4654421  BalanceDue: 3000  Kof C 10420 Members in Danger of Being Suspended
Billing Period: 01-01-2023 - 12-31-2023 Billing Period: 01-01-2023 - 12-31-2023 Member Information Contact Notes
Merrill , Mark R Amount Due: 30.00 Date: |
Send Payment to Financial Secretary: N . 465 Hollywood Dr Status:  Second Notice T
pled pista oSl Miguel Allen e ment 0Pl ey Horizon iy, TX 79926-656
11920 Paseo Real Circle 862 Round Oak ‘
El Peso, TX 79936-6743 El Paso, TX 79936-3704 El Paso, TX 79928 11920 Paseo Rea) Cice Email: - MARKMERILL@YAHOO.COM

El Paso, TX 79936-3704

Res Phone: Proposer:
Cell Phone:  915-603-6067 Proposer Tel #:




[Liability Insurance

Councils are responsible for providing their own General
Liability insurance.

Churches normally do not cover council meetings or
activities on their premises or offsite.

Councils also need an Umbrella Policy (D&O) to cover its
officers.

See Officers Desk Reference — Council and Assembly Issues.



IRS Form 990

#» Every council in the US must file an annual return with the
IRS.

# The type of return depends on the amount of gross receipts
generated by the council.

*$50,000 or less, electronically file Form 990-N
*>$50,000 by < $200,000 file Form 990-EZ
* > than $200,000 file Form 990



FS Compensation

% From the local council, not less than 8% and not more than
10% of the monies collected from dues from both insurance
and associate members of the council.

# From the Supreme Council, $0.40 for each life insurance
certificate registered through the council at the end of the
calendar year.



Major Reports

Report Name Report #| As Of File Date
Officers Chosen for Term 185 June 30
Service Program Personnel Report 365 June 30
Semi-Annual Council Audit 1295 June 30 Aug 15
Semi-Annual Council Audit 1295 Dec 31 Feb 15
Columbian Award Application SP-7| June 30 June 30
Annual Survey of Fraternal Activity 1728 Dec 31 Jan 31



Thank You




