NEBRASKA KNIGHTS OF COLUMBUS

Financial Secretary Training

WA

So, you are the Financ_:ia}‘_'i;;é‘?ecretary / Learn the FS'ways, you will

EX)



PLAN OF INSTRUCTION
-

What is a Financial Secretary?
Officers Online
Member Management

FAQs
0 Forms and Programs 0 Printing Cards
0 Supreme/State Assessments £ IRS Form 990
¢ Audits ¢ Other Tips

¢ Affiliate Membership Initiative




WHAT IS A FINANCIAL SECRETARY?

 Assists in Managing the Councill

* Appointed/Bonded by Supreme
PP y =>up Administration

« Appointed (not Elected) for 3 Years _
« Collects Dues and Other Monies

« Continuity When There is Turnover Brought In
- Keeper of the Council Seal » Creates Vouchers to Spend Council
Funds

« Keeper of the Membership Roll
* |nitiates Retention Actions
« Constitutional Roll and Day-to-Day
Management * Order Supplies w/ Grand Knight

- Interface with Insurance Agency « Complete and Submit IRS Form 990

Along with Treasurer and GK provides Financial Transparence




WHAT YOU ARE NOT...

An Elected Member of Your Council
Awards Monitor

Program Director

Membership Chairman

Retention Chairman

Leadership
based on Charity,
Unity and Fraternity

But...They Can’t Do Their Job Without You Doing Yours




SUPREME MAIN PAGE

LEARN MORE

CONTACTUS  SAFE ENVIRONMENT PROGRAM

Knights of
7 Columbus’ JOIN  DONATE

WHO WE ARE WHAT WE DO GET INVOLVED

LUINITY

Annual Report of the Supreme Knight

139TH SUPREME CONVENTION




Knights of
Colﬁmbus' SIGN IN

Please enter your username and password and click on the “Sign In”
button to sign in. Fields marked with an asterisk (*) are required.
You must be a registered user to access this portal.

Username is Required.

Password*

Remember Me

SIGN IN

PASSWORD RESET ACCOUNT ASSISTANT




MEMBER MANAGEMENT

OFFICERS ONLINE

OFFICERS
ONLINE

A KNIGHTS
&7 oF coLumMBUS

Only approved
officers with log-in
privileges have
access to this page

T

/ Officers Online
Hi Michaer vac g oast Login: 10/27/2021 at 1:27 pm

b Urgent Messages

N
Nebraska \/ 40 > #1966 (Plattsmouth) >
£ y

v Supporting Applications

NOTE
FS/FC are the
only members to
have full access to
council/assembly
information

CHANGE PASSWORD

LANGUAGE: ENGLISH w

Change Role: Financial Secretary -

Some members
have multiple roles

h

Prospect: Someone
who joined through
the supreme portal

and is eligible to
join your Council

Candidate: Latest

Officers Desk  Office Of Youth Home Member Member Billing By Laws Knights Gear Supplies
Reference Protection Corporations Management Online Online
e
Canadian
Supplies
Online
Membership Reports Forms ‘ Publicati. 1s Prospect Candidate

Awards Progress

way to add a
new member




NAVIGATING SUPPLIES

« Can no longer charge supplies to your council

* Requires credit/debit card...see Officers Desk Reference!

Officers Online

Hi Michael Vaughn | Last Login: 4/10/2022 at 3:13 pm Change Role: m

Email: customersupport@webbmasoT g
Available M-F 8AM-6PM EST

Toll Free: 1-833-591-7770

Direct Phone Line: 1-443-541-8550
Need help navigating the site? Watch this video for helpful information.

Council Program and Supply Purchases (e.g., Coats for Kids)
from Suppl
checkout. This includes Coats for Kids. Councils and assemblies are now able 10 obtain a credit of debit card in their name for approved expenses. information is
available under Financial Matters in the Officers Desk Reference.

When purchasing ites Online or Knightsgear individuals can no longer select “Charge Council or Assembly” at chex All orders must be paid in full at

MY 7.RDERS LOGOUT

Email y for Sate E Roles
in order to be counted towards a council's Safe Environment compliance, Grand Knights, Program Directors, Family Directors, and Community Directors
unique email address entered as their “Primary Email” in Member Management

NS
Nebraska /\ 40 » #1966 (Plattsmouth)

v Supporting Applications

42 e g

Officers Desk  Office Of Youth Home Member Member Billing By Laws Knights Gear

Reference Protection Corporations Management Online Online Awa rd

Canadian
Supplies
Online

[ I

o
2]




NAVIGATING SUPPLIES

Officers Online
4 Mchoel Voughe | Last Login: 4102022 8t 313 pm crangeroe: ([

AN
2ZES& Knights
RY Gear

Supplies

= = e e ENGLISH
COMPANY, INC.

SHOP BY CATEGORY ON SALE CONTACT US

The English Company
https://www.kofcsupplies.com/

RE < \1GHTS (08
Ceremonial Supplies ‘: ‘ CO MBUS :

Plagues ! FRATERNAL SUPPLIES
Jewels, Baldrics, etc -

THE ENGLISH COMPANY WILL NOW CONTRIBUTE A PORTION OF
ONLINE PURCHASES TO KNIGHTS OF COLUMBUS CHARITIES



https://www.kofcsupplies.com/

COUNCIL STATEMENT

Officers Online

Hi Michael Vaughn | Last Login: 4/10/2022 at 3:13 pm

¥ Urgent Messages

Council Program and Supply Purchases (e.g., Coats for Kids)

When purchasing items from Supplies Online or Knightsgear individuals can no longer select “Charge Council or Assembly” at checkout. All orders must be paid in full at
checkout. This includes Coats for Kids. Councits and assemblies are now able to obtain a credit or debit card in their name for approved expenses. Information s
avallable under Financial Matters in the Officers Desk Reference

Email Addresses Mand y for Safe E Roles
In order to be counted towards a council’s Safe Environment compliance, Grand Knights, Program Directors, Family Directors, and Community Directors must have a
unique email address entered as their “Primary Emall” in Member Management

Nebraska > 40 > #1966 (Plattsmouth)

v Supporting Applications

Officers Desk Member

Reference

Office Of Youth Home
Protection

Member Billing By Laws

Corporations Management Online

Report Name

Canadian
Supplies
Online

orms Publications Prospect Candidate

Forms || Publications || Prospect || Candidate

Membership Roster

Membership Roster - January

Membership Roster - July

Financial Statement

Safe Environment Member Status
Safe Environment Participation Rate Report

Council Billing Statement (Past)

Date

4212022

17172022

72021

313112022

PDF

B

Excel

@_j
@]
@_j

|
(=0




COUNCIL STATEMENT

@ K~iguTs oF (COLUMBUS COUNCIL STATEMENT-SUMMARY AMDPAYMENT COUFON

DATE |sT|CoOUMNCIL LocATOMN QUOTA GAIN LOSs MET ATTAINED
- 04401 /24 ¥ 1964 | PLATTESMOUTE MEMEERSKEIF & 4 a 4 a6 G0 %
« Ready by the first of the month e
F YOI HAVE ANY QUESTIOMNS REGARDIMNG
- YOUR COUMNCL STATEMIENT FLEASE CALL
« Retained for 18 months MRS Y -
PLATTSMOUTH ME 551 48-5666 FoR BLLMNG (203 752-4382
* No longer mailing statements
SUMMARY MEMEBERSHIP BY CATEGORY INCLUDED IM TOTAL
- - NEMBER INFORMATION DATE ASS0C 1Nz INACT TOTAL HoM HL EXM
* Must be able to log into Officers [ e Tonsl wf o] o] o] P o]0

SUMMARY ACCOUNTS
ANANCIALINFORMATION | DATE | PercamTa | SATHOHCADNIT siprEs TOTAL

.
AWOUNTS 04,701 /22 0.00 0.00 0.0 0.00
OUE 0.00

SEMIANMUAL AUDIT FORW Mo. 1295 - RECEIVED.

Y N eW ad d ress to re m it fu n dS to REMEMBER To SUBHIT RSYP & FOOD FOR FAMILIES REFUMD APPLICATION.
Supreme

TAIR TOR POATION MA OO WOL ADC JA0 S SOL Aadr =14
- - L] TREAE AN THS POATIGN wiTH PATRENT W
* Monthly emalil reminding when

PLEASE MMAKE ALl cHECKS PAYABLE To:
\ ELE LPOM RECERT KMNIGHTS OF COLLMBUS SUPREME CoumMCL
Council statement is ready | e | wcarion
HE 196 PLATTSMOUTH l TOTAL AMOUNT DUE:| S .0

WAL THIS colPoN WITH Your REM foE Fa:

EMIGHTS OF coLUMBUS-COUMCL ACCOUNTS
PO BOX 382172 BO00000025003965a000000000403223Y

PITTSBURGH PA 15251-B172




OFFICERS DESK REFERENCE

Definitive guidance on the interpretation of the Constitution and
Laws of the Order...repository of information

One stop shop for virtually all questions

FSs and FCs should pay particular attention to the sections on
Membership Issues and Financial Issues

— Peruse all sections from time to time

PayPal, Square, debit cards, etc. all have guidance and
requirements




MEMBER MANAGEMENT

Official Way of Tracking Funds

Facilitates Movement of Funds

Initiates, Collects, and Tracks Annual Dues and Assessments
Tracks Membership

Produces Membership Cards

Dynamic Data Base
— Scalable for Your Needs

Provides Documentation for Audit




MEMBER MANAGEMENT (CONT)

- 000/
« System Is Secure (HTTPS)

« System will not “Balance your Books”
— Still Need an Active Treasurer

» Access through Officers Online

* Divided into Three Main Sections
— Councill Activities
— Member Management

— Member Billing (really all billing!)
All Councils Should Be Using Member Management




MEMBER MANAGEMENT

COUNCIL ADMINISTRATION SECTION
e

* Notifies Hierarchy Who in Charge

» Tracks Council Officers and Committee Leads
* Provides Basis for Dues, Assessments, and Special Rates

« Updates Officers and Committee Leads After Elections
— Both Forms are Due by June 30th

» Updates Go Directly to Supreme

* Provide updates to State Executive Secretary
Updates Immediately Upon Change




MEMBER MANAGEMENT
COUNCIL ADMINISTRATION SECTION (CONT)

| Espaiiol | Frangais % Home | Contact Us | Logout

OF COLUMBUS l Go Print this screen @

N SERNCE 10 ONE. I SERVICE 10 ML

—

% KNIGHTS Find a Member by Last Name:

T omomouime | tberiting | enbor orogonent | counsatmintotion | rincotorn

AL Lt e ] Council Administration - Council Information

* Council Information

Council

Council 1966

Electronic Version of SF 185 and 365
“Update and Done” 08-1919

‘ Reset

| Key Contacts | Detail Info | Address Info | Meeting Info | |

e ______________[Name____________|Telephone #'s ]

402-296-5422 (R)

Financial Secretary Michael G Vaughn 402-297-5434 (C) E4
. 402-235-3518 (R) r
e A Johnson
Grand Knight Georg 402-541-6049 (C) L4

‘ Display All

| Key Contacts | Detail Info | Address Info | Meeting Info | |

Detail Information

Country:

United States

Phone: Fax Number:
[Ext. | | \ |

wadld -raninciladminRinav¥YmiDac—=¢Cfrahama nauv¥YmiDacstl 1 ocal Connecil Wehcites




MEMBER MANAGEMENT

MEMBER MANAGEMENT SECTION

Manages all Council Personnel
Up to You to Determine Detall

- For Example; Birthdays,
Spouse Info, etc.

- Print Section Allows for
Specialized Lists

Divided Into:

- Fraternal Information
- Personal Information
- Public Information

Prints Only Items Related to
Member Management

| Espafiel | Frangais £ Home | Contact Us | Logout|

KNIGHTS Find a Member by Las
OF COLUMBUS

- O et s, | e e, e TR

gy v ot ollowing

® Active Members

Remirsdoieia |

Last Name: ) -or- Member #:

Saarch Tips

Former Members

Must be in the Member
Management Tab
To Print Info from it




MEMBER MANAGEMENT

MEMBER BILLING SECTION

Tracks Receipts and EXpenditures | rindamember by tast name:
Flexible in Determining Where to
Bin the Action Council Billing & Accounting - Council Ledger '.....‘_I
Two Sources of Receipts and o 00000001
Expenditures  ——— Council 1966
Council Location: PLATTSMOUTH Jurisdiction: NE
_ M em bers District: 040 Date of Institution: 06-08-1919
— Vendors —
By Date | By Transaction Type || By Income Account || By Expense Account | By Event |

Flexible Ways to Accomplish — =
Dues’ Vouchers MM-DD-YYYY MM-DD-YYYY

1 HIH Council Transactions - Processed
Frint only Member g e e e e e S
— Membership Cards, Receipts,

VO UCh e rS, etC ] Council Transactions - Pending

- Hand Receipt for Vouchers
and Receipts




MEMBER MANAGEMENT

MEMBER BILLING SECTION - ASSESSMENTS

‘.-..“ 13 : KNIGHTS Finda ber by Last Name:
\¥7 OF COLUMBUS |

| Print this screen @ a
Y I SERGE 70 OnE. I SERVICE T3 ALL BAPERT
I = ericas I

+ Council Ledger

Council Billing & Accounting - Enter Dues Assessment

M

+ Assessments g )
HTH + Enter Assessments $ FATHER SHINE Council 1966
Changes bllllng CyC|e to o PeETm TS Council Location: PLATTSMOUTH

Jurisdiction: NE

District: 040 Date of Institution: 06-08-1919

Date cannot be
earlier 15 Dec but you

2"d Notice, Knight Alert
and Intent to Retain

Reseat
Billing Cycle Can Cheatl
Billing Period: Billing Status: As of Date:
[Jan 01, 2021 - Dec 31,2021 v | 1st Notice : E
Curent Billng Cyce Schedle Regular dues cannot
Bimtaaser S — be zero
Dues Amounts for Billing Period - Supreme
[ e | Amomo s
Changes dues and Reuar | | 3000 ¥
Honorary El| NOTE
a”OWS yOU tO add Honorary Life 0.00]| M k " d
ake sure all dues
SUb C|aSSGS Dues Amounts for Billing Period - Council \

[ ((swbCass) | Amounttospsv | amounts are accurate

Active Lty Militas;

15.00 .
Seminarian 009 before assessing
Student 15.00)

‘ Class List

Reseat




MEMBER MANAGEMENT

MEMBER BILLING SECTION ASSESS OTHER

< Home | Contact Us | Logout

% st ()

I N pr—

Council Billing & Accounting - Enter Other Assessment Emmnﬁ

| Espafiol | Frangais

KNIGHTS Find a Member by Last Name:
OF COLUMBUS

- Council Ledger

They are limited in

Assess Other allows for
voluntary assessments.

4 Home | Contact Us | Logout

% rionen® ()
“
I Ty Eyve e —— T T

+ Coundil Ledger

| Espafiol | Francais

KNIGHTS Find a Member by Last Name:
OF COLUMBUS

duration

+ Assessments .
FATHER SHINE Council 1966
Council Location: PLATTSMOUTH

District: 040

* Enter Assessments
Jurisdiction: NE

Date of Institution: 06-08-1919

FATHER SHINE Council 1966

Council Location: PLATTSMOUTH
District: 040

Jurisdiction: NE
Date of Institution: 06-08-1919

Other Assessment

Date to Apply: Charge to:

By Date || By Assessment Type

M-DDYYYY show from: to:

Type: Assessment Indicator: [12-01-2020 ] [11-03-2021 |
WMDY MDD TrYY

@ voluntary O Mandatory
Valid thru Date:
—
[T —

Description:

@ Special O Miscellaneous

Amount:

Reason for Assessment:
v

128 character limit

H TS Find a Member by Last Name:
IMBUS

Assess Other

dd Reason for Assessment

Council Billing & Accounti

T ET——— T

Assessment History

Date Assessment Reason for Valid thru | Tot
Appl Type Date Adjustments

. 12-15-2020 nnual Dues 150.00  2,970.00

Print this sc i for Millt
12172020 Misc Assessment oo eetoo o Y 63319021 8.00  840.00
12-05-2020 gt *suck a Month 03-31-2021 1200 1,260.00

ng - Assessment Detail

FATHER SHINE
Council Location: PLATTSMOUTH
District: 040

+ Assessment History
Assessment Details

Uncollected Voluntary

Council 1966

Jurisdiction: NE
Date of Institution: 06-08-1219

<

Charge to:
|All Billable

Miscellaneous

[Assessment Indicator:
[Voluntary

Check “Forgive” box and an

Assessments must be

Assessed Amount:
8.00

|valid thru Date:
03-31-2021

adjustment is made for each

Total Adjustment:
8.00

Reason for Assessment:
|Archdiocese for Military Services

forgiven

Total Billed:
840.00

Description:
Council Support to the Military Chaplain Sandaa

member who elects not to support

Date Forgiven: | 04-12-2021

<< Back

O Forgive




FORMS AND PROGRAMS

- 000/
* Who is Responsible?

Most are Electronic: Scan/Email, Fax or Mall

 Due Dates

— Identified in Knightline, Council Statements, and
Websites

What about Charitable events like One Rose, One
Life, BAM, RSVP, etc.?

Forms: SF7, Audits, etc.




SUPREME DUE DATES

FORMS AND REPORTS

Due Date Form/Report

June 30 Report of Chosen Officers for the Term (#185)
OR the Officers Screen on Member Management

Service Program Personnel Report (#365)*
OR the Service Personnel Screen on Member Management

August 15 Semiannual Council Audit (#1295)

September 15 District Deputy Report (#944)

January 31 Annual Survey of Fraternal Activity (#1728)*

February 15 Semiannual Council Audit (#1295)

June 30 Columbian Award Application (#SP-7)*

Immediately Membership Document (#100)

If Required Notice of Intent to Retain (#1845)

As Required ENWIesTor the Stare Ccouncil Service Program Awards Contest (#STSP)
and Family of the Year Contest to your state council

Monthly Family of the Month (#1993)

* Indicates Star Council Award Requirement

Form 450 has been eliminated



STATE DUE DATES
___

Due Date Description

1-Sep July State Per Capita Assessment

1-Sep July Supreme Per Capita Assessment

1-Sep First ICC Submission

31-Jan Intellectual Disabilities (Tootsie Roll®)
Program Report

1-Mar January Supreme Per Capita Assessment

1-Mar January State Per Capita Assessment

1-Mar Final ICC Submission

1-Mar Award Nominations




SUPREME AND STATE ASSESSMENTS

(DUE UPON RECEIPT)
e

Assessments
State Supreme Grand Total
Jan Per Capita $4.87 §1.75
Jan Catholic Advertising S0.50
Jan Culture of Life $1.00
Jul Per Capita $4.88 §1.75
July Catholic Advertising S0.50
July Culture of Life $1.00
Total $9.75 $6.50 $16.25

Honorary Life does not pay any dues
Disabled do not pay dues
Honorary Members do not pay Culture of Life so dues are $2.00 less




AUDIT

- 000000000 ]
 Audit is Required Semi-Annually

« Conducted by Grand Knight and the Trustees

* Requires Close Coordination Between Auditors, Treasurer,
and FS

* FS Needs to Produce the “Ledger” of Receipts and Vouchers
» Treasurer Produces his Ledger to the Auditors
* Documented and Signed on Audit Form

« Completed Audit is Forwarded to Supreme

See Pages 13-16 Leadership Resources



. KNIGHTS
" OF COLUMBU

KNIG
SEC

7TS SEMIANNUAL COUNCIL AUDIT REPOR

| FOR PERIOD ENDED DECEMBER 31, 2018

F02 01966 06/30/2018 ouesy: AuGusT is ) F FO2 01966 1213172018 oue by: resnvany is
councno. o @ _STATENebraska counci vo. [l i " gtare NE

SCHEDULE A — MEMBERSHIP
ADDITIONS INS. |ASSO.| TOT. | DEDUCTIONS |
tart of period

FOR PERIOD ENDED JUNE 30, 2018

NS. [asso] ToT. |

e Suspensions | Tots
| | Deaths | |
| t

Withdrawals

| | ]
Transfers—assoc. to insurance 5 {
Transfers—ins. to associate ! | i

JCTIONS

Total membe

om other council
Transfers—assoc. to in
Transters—ins. to associate

|
Re-entries | Tranfers to other councils l__‘_ i
Total for period | Total deductions — | = |
Minus total dec 1 Do not include inactive insurance members in this section.

tions -
Number members end of period L,, t See Knights of Columbus Leadership Resources (#5093) bookiet.

SCHEDULE A — ALTERNATIVE
Our council uses Member Management/Member Billing. The requirement for completing Schedule A is satisfied.

SCHEDULE B — CASH TRANSACTIONS

Golf Toumament  § 12,

_$ 12 Total receipts
Free-Will Donation 8¢ 4.

FINANCIAL SECRETARY TREASURER
on hand beginning of period s 0.00 Cash on hand beginning of period  § 4,456.83
Cash received—dues, initiations T 2415.00 Received from financial secretary S,
Cash recelved from other sources: Transfers from sav./other accts. $
(Explain kind and amount) Interest eamed $
S,

E 836 s N $—
Total cash received § $
Tt ed to treasurer - S
Cash on hand at end of period S S__
S
Total disbursements $_
Net balance on hand $, 300670
SCHEDULE C — ASSETS AND LIABILITIES
ASSETS LIABILITIES
Cash Due Supreme Council:
s Per capita S 0.00 2
$ Supplies $ 0.00 b, .00
S Catholic advertising $ 0.00 < ﬁ m
$ Other L T 000 P 0.00
S Due e councll _ 900 3 240.00 : — |HV4;
$ Advance paymentsby __1_ members $ 30.00 2.246.70 et | . 30,00
$ Misc. liabilities 2 s e O L
0.00 $ ( _
$ — S S50 $ 1216.70 < $ 0.00
| i, 0.00 " 0.00

Misc. assets S 2,581.77

4,615.63
6,630.11

Total other as
Total assets

ots

S
S

Please complete all itoms. insert *"None”

ere no figures are

Ple lete all jtems. Insert “None™ whore no figy
SEND ONE COPY TO: Council Accounts COPIES TO: State Deputy, District Deputy, Council File 1 Accou ‘
Email 5 @kolc.org 1 Accor
8 g
1 Columbus Plaza, New Maven, CT 06510 Avaltable i eic format at kofc.orpicems

@0
&8 @
ag
ha
RE

st file form 990 with IRS annually. For info call 203-75:

4281 or re

ter to Officer's Desk Reference.”




#o= KNIGHTS SEMIANNUAL COUNCIL AUDIT REPORT
§P” oF coLumBUS FOR PERIOD ENDED JUNE 30, 2018

2 01966 06/30/2018 obueby: AucusT1
counci no. [ _cnwi o _STATE Ngb;azkaey i 5

SCHEDULE A — MEMBERSHIP

ADDITIONS INS. |asso.] ToT. | DEDUCTIONS INS. |ASSO) TOT.
Total members start of period | ! Suspensions
Initiations Deaths
Transfers from other councils Withdrawals

Transfers—assoc. to insurance Transfers—assoc. to insurance

Transfers—ins. to associate Transfers—ins. to associate S—
Re-entries Tranfers to other councils ‘
Total for period e | Total deductions ! |
Minus total deductions p——— | Do not include inactive insurance members in this section.
Number members end of period i See Knights of Columbus Leadership Resources (#5093) booklet.

SCHEDULE A — ALTERNATIVE
@ Bur council uses Member Management/Member Billing. The requirement for completing Schedule A is satisfied.
—— SCHEDULE B — CASH TRANSACTIONS
TREASURER
Cash on hand beginning of period
Received from financial secretary
Transfers from sav./other accts. —
Interest eamed sameo
Total receipts -
Disbursements

FINANCIAL SECRETARY
Cash on hand beginning of period
Cash received—dues, initiations
Cash received from other sources:
(gxpiam kind and amg;

© »

 Supreme Council

§__ 1960829 Per ca $
 — 82520 State council S,
Transferred to treasurer $. @ General council expenses $
Cash on hand at end of period S, — Transfers to sav./other accts. $.
Miscellaneous S
Total disbursements $
Net balance on hand $,
SCHEDULE C — ASSETS AND LIABILITIES - sam®
ASSETS LABILITIES 8 ®®
Cash: Due Supreme Ceouficil:
Undeposited funds S Percapita S
Bank — Checking acct. $ Supplies S
— Savings acct. $. Catholic advertising $.
gy market accts, $_ Other -
Due from embers $ Due state council $
Total dwgea¥assets $, Advance payments $.
Less: current liabilities . R Misc. liabilities
Net current assets $_____ 201448 = $ __000
Other Assets:
Short term CD $ 2,033.86
Money Market
Mutual Funds S S
Misc. assets X
Total other assets : 4,615.63
Total assets 30.

SEND ONE COPY TO: Council Accounts
i.accounts @kofc.org

-228-1396
Mail. 1 Columbus Plaza, New Haven, CT 08510 Available in electronic format at kofc.org/forms

1295 12116

*All U.S. Councils must file form 990 with IRS annually. For info call 203-752-4281 or refer to Officer's Desk Reference.*




PRINTING MEMBERSHIP CARDS

* Done in Member Billing
Q rortrait
- Save the Downloaded PDF File to your PC
and Close Browser o
* Print from the downloaded PDF file saved
to your PC
— Printing from Browser Can Select Wrong Scale :
 Ensure “Actual Size” or “100%” Scale is .
selected
— Some Variations in Printers
— Tnal and Error

Always Do a Practice Run!




IRS FORM 990

- 000/
* Required Annually -Cannot Skip a Year

i
* Plenty of Notice
» 990N Electronic Post Card e Fafin 29(-)
. Electronic
— Under $50,000 in Gross Revenues Filing System
(e-Postcard)

* 990-EZ: $50K to $200K

User Guide
« Form 990: > $200K

 Failure to comply: Loss of Tax Status
and revoking of EIN

Internal Revenue Service www.irs.gov

https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-
form-990-n-e-postcard




SUSPENSION: FAILURE TO PAY DUES

Follow the Process

* Ensure you Sent the Proper Dues Notices Note
— 15t Notice, 2" Notice, and Knight Alert Need to
» Process Intent to Retain Paperwork find out why

— Mail Copy to Member and Email to Supreme

— Supreme and State Will Spend the Next 60 Days Attempting to
Convince the Member to Remain a Member and Pay their Dues

- After 60 Days (no earlier or later) Submit Form 100 for Suspension.

— If Supreme Receives the Suspension Form 100 After the 90t Day
from the Intent to Retain Paperwork, You Will Need to Start Over with a
New Intent to Retain Memo

* If Insurance Member, the Suspended Member Will Remain on Your
Rolls

More Information on Notices on Pages 33 of the Leadership Resource




AFFILIATE MEMBERSHIP INITIATIVE
000000

 Single biggest change in membership in my time as a
Knight

Recognizes the value of members who cannot be
active in their local council

Process will become permanent

Less than 9% of membership effected

Less than 1% want to quit KofC

AMI members do not pay dues

AMI transfers will be removed from your State Capita




AFFILIATE MEMBERSHIP INITIATIVE
(Cont)

Withdraw a member who no longer wants to be a Knight

If an AMI member transfer back to your council, do not
charge dues in the arrears

Follow the Guidebook Appendix B

https://nebraskakofc.org/membership/recruiting-
resources.htmi

Questions: Contact Supreme at affiliate @koc.org or 203-
752-4270

Suspension transactions are reserved for Summary Suspension for Cause and Board actions



https://nebraskakofc.org/membership/recruiting-resources.html
mailto:affiliate@koc.org

DISABILITY EXEMPTION (#1831)

Application for Per Capita
Disability Exemption

CERTIFICATION OF COUNCIL

. .
* Relief from dues and per capita
Council No
G K - This is to certify that . ,i5a
. and FS attestation on —
member in good standing in this council and that he is eligible for relief from payment of all council
dues and Supreme and state council per capita taxes, due to total disability, as authorized by
Section 118(e) of the Charter, Constitution, and Laws of the Knights of Columbus
* No doctor’s report —
Dated
e .
 No annual recertification N i a2
Notes: If the application Is approved, dues and per capita shall be walved until the financial
secretary notifies membership@rkofc.org that the exemption should be rescinded. Membership
°® - 1] 7 that is continued under the provisions of Section 118(e) shall be construed as active membership
O rl I IS S‘ EC IO n O O r ‘ ,I I I ‘ erS in computing the membership requirement for recognition as honorary or honorary life

membership.




FRATERNAL LEADER ADVISORY

- 000000000 ]
« Sent from Supreme directly to council leadership (and
others)

* Provides breaking news, reminders resources and
recommendations

- Emailed directly to you...not getting...verify email and
ensure It Is not going to Junk mail

https://conta.cc/38IsSdg

All FSs and FCs must receive



https://conta.cc/38IsSdg

OTHER TIPS
000000

» Council Bi-Laws
— Advocate is Responsible
— Update Periodically: Red Tab on Officers Online

« FS is 5™ in line to conduct a Business Meeting

— GK, Dep GK, Chancellor, Recorder then FS IAW
Sec 126/136 of KofC Constitution

* Work with the Insurance Agent
— His Eyes and Ears to the Councill




OTHER TIPS (CONT)

» Safe Environment Training

* Budget
— Section 122(B) — the $500.00 rule
— Annual Budgets Satisfy the $500 Rule




RESOURCES
-

Leadership Resources (#5093)
https://www.kofc.org/en/resources/officers/officers.pdf

Financial Secretary Guide (#5089)
https://www.kofc.org/en/resources/officers/fshandbook.pdf

Fraternal Video Library:
https://www.kofc.org/en/videos/fraternal-training-library.html

A Knights of
\ / Columbus

Leadership Resources

Practical Information for Grand Knights, District Deputies and Financial Secretaries

Effective July 1, 2022



https://www.kofc.org/en/resources/officers/officers.pdf
https://www.kofc.org/en/resources/officers/fshandbook.pdf
https://www.kofc.org/en/videos/fraternal-training-library.html

You Are Not Alone...

GENERAL SECTION

SUPREME COUNCIL HEADQUARTERS CONTACT DIRECTORY

Main NUMDBEr ... 203-752-4000
Customer Service ... iiciiccnncens 1-800-380-9995
KnightsGear. ...t 1-855-432-7562 knightsgear@kofc.org
Supplies Online ... 1-833-591-7770 customersupport@webbmason.com
Fraternal Mission.........c.coiciiicie s 203-752-4270 fraternalmission@kofc.org
Affiliate Membership ... 203-752-4270 affiliate@kofc.org
Catholic Information Service .........ccccceeuee. 203-752-4574 cis@kofc.org
Ceremonials ... 203-752-4346 ceremonials@kofc.org
Chaplains Programs and Development ....203-752-4267 chaplains@kofc.org
Columbia Magazine ..........ccooicceiicecncnnes 203-752-4398 columbia@kofc.org
Council ACCOUNTS ..ot 203-752-4392 council.accounts@kofc.org
Financial Secretary Appointments .............. 203-752-4285 financial.secretary@kofc.org
Membership Growth ... 203-752-4473 councilgrowth@kofc.org
Membership Records.........coooiciciiicias 203-752-4210 membership@kofc.org
Member Management/Member Billing ....... 203-752-4210 expertfs@kofc.org
Scholarships......cccice s 203-752-4332 scholarships@kofc.org
For general inquiries, @mail..........cc e eaas info@kofc.org

State FS Coordinator

Chairman Michael Vaughn
Home: 402-296-5422 Cell: 402-297-5434

Email: fscoordinator@nebraskakofc.org




Questions?



