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2007 – 2008 

Financial Booklet


Content

· Financial Fundamental Instructions
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· Preparing Financial Reports (FR-1 & DS-1)
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· Expense Reimbursement Guidelines
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· (Please note FR-1, DS-1, and Expenses Reimbursement form are on the District 6 webpage.)

KEY DUE DATES:

Mid-year Financial Report

Send to District Treasurer

December 31, 2006

Year-end Financial Report

Send to District Treasurer

June 30, 2007

Duane J. Rivard


2850 No. Griggs St. 

St. Paul, MN  55113

H 651 484-8896


Email: treasurer@d6tm.org

District 6 Toastmasters

Expense Reimbursement Guidelines

For Area and Division Governors

Reimbursement is allowed for the following expenses if incurred by you in the execution of your Toastmasters administrative responsibilities.

1. Administrative - maximum annual limit $25, $50 Div Gov
Administrative expense includes long distant telephone calls, fax charges, supplies, printing, copy expense, postage etc.

2. Contest trophies & certificates - maximum annual allowable limit as follows:
· Humorous  speech contest (fall) - $30 AG, $30 Div G

· International speech contest (spring) - $30 AG, $30 Div G

· Toastmaster of the Year - $30 AG, $30 Div G

· Area Governor of the Year - Div G only - $30

· No reimbursement for the above items will be paid out until the mid-year (Dec 31) and/or year-end (June 30) financial report is submitted to the District Treasurer by the Area or Division Governor requesting the reimbursement. NO REPORT, NO REIMBURSEMENT.
3.   Travel - maximum annual limit: $50 for AG, $100 for Div G
Travel using your own automobile in excess of 25 miles per trip is reimbursable at .20 per mile for:

· Required club visits

· Attendance at District Executive meetings (does not include Spring & Fall Conference) lodging 
4.  Lodging for one night will be reimbursed if you live more than 250 miles from the meeting site,    

Maximum $75, for:

· Attendance at District executive meetings (does not include Spring or Fall Conference)

· Other special meetings called by the District Governor

How to receive reimbursement:

Itemize your expenses on a District 6 Expense Report Form. Use the accounting codes from the reverse side of the report form.

· For travel expense, list your total miles per trip, subtract 25 mile exclusion and multiply by .20 (e.g. 75 miles total trip less 25 miles = 50 miles allowed x ..20 cents per mile = $16)

· For other expenses, attach receipts, copy of phone bills, or other proof of expense to the expense report form.

· Submit the expense report form to the District Treasurer

· Submit reimbursement requests within 30 days of incurred expense; submit final bills for your year of office no later than June 30. 

· Canadian reimbursements will be adjusted & refunded in US Funds.

Financial Requirements

For Area and Division Governors

Cash accounting using a checking account or a shoebox- you may use a basic method of cash accounting for your Area or Division such as a shoebox, or you may use a checking account.  You may not use a Toastmasters club account to process any Area or Division funds.  Whichever method you choose, you must keep a log of all payments and receipts so that you can fill out your mid-year and year-end financial reports.  If your predecessor had any money left over from the previous year’s term, it must be transferred over to you.  Make sure that this balance corresponds with the ending balance shown on their ending Annual Financial Report, of which you should be sure to keep a copy. Checking accounts usually require filling our new signature cards and address change forms.  At the end of your term, transfer any left over funds and a copy of your Annual Financial Report to your successor.

Opening a checking account: If you decide to have an Area or Division level checking or savings account, it must be titled as a District 6 account, e.g., Toastmasters International, District 6, Area 42.  The District Governor, the District Treasurer and an officer of TI World Headquarters must also be included as authorized check signers on the account.  Give all documents you get from the bank to the District Governor or District Treasurer after you have completed them. The District Treasurer will take care of having the District Governor sign and then mail the signature card and documents to TI. Use Federal Tax ID number 95-1300076 on your bank account. A Toastmasters Club may not use this Federal Tax ID number; clubs apply for their own tax ID number.  You may not hold Area or Division level funds in any checking or savings account except as stated here.

IMPORTANT NOTE: You will want to get to 2 sets of bank documents when setting up a new checking account.  Both sets must be completed by the local Toastmaster Officers, as listed above.  The first set will be sent to the bank, so that you can start using the checking account.  The other set will be sent to Toastmasters International, so that the Division Manager of District Administration, can sign for Toastmasters International and then sent them to your bank. These documents then become the official documents for the checking account.

Changing signatures on an existing account: If you have an Area/Division level checking or savings account, it must be titled as a District 6 account as above.  All of the same rules and procedures for setting up a new account apply.

Term in office: Taking a little time to get your financials in place will help you to run smoothly all year long. Your term of office as an Area or Division Governor begins July 1 and runs to the following June 30th (known as our fiscal year). June 30th is the cut-off date for the fiscal year. Make sure you have paid all of your bills by that date, including the cost of any trophy that you intend to present to your Area or Division Toastmaster of the Year (TMOTY).  June 30th is also the day your year-end financial report is to be completed and sent to the District Treasurer. NO FINANCIAL REPORT, NO REIMBURSEMENT!
You will be spending your personal funds in fulfilling the duties of your office.  You may be entitled to reimbursement from District 6 for travel.  See the expense reimbursement guidelines in this booklet.

You will be spending Toastmasters money for Area and Division activities such as your speech contest.  You may charge admission to contests and events such as officer training.  Any funds that you have remaining after expenses are paid belong to the Area or Division, and must be passed on to your successor. They may not be given, distributed, refunded to any Toastmaster Club, nor to any individual. 

Each Area and Division Governor is required to submit financial reports to District 6 at mid-year and at fiscal year end for the Toastmasters money that you spend. These reports are extremely important so that we can maintain our educational non-profit status. Please be prompt with your reports.

One last note on applying for reimbursements… Reimbursement request are due within thirty days after the incurred expense. At the end of the fiscal year, however, submit your requests by June 30.  The District's fiscal year ends as of June 30 and we must have your requests before the District's books get closed.  The District must keep the finances in order from one year to the next.  Please be prompt with reimbursement requests. The District will not be responsible for reimbursing Areas/Divisions for late requests.

Area/Division Governors

Preparing Your Financial Report (FR-1)

Toastmaster’s International requires Area & Division Governors to submit verified financial reports at mid-year and year-end of the money received and spent for Toastmasters.  In general, Toastmasters money is any money that comes into your hands for the operation of your Area or Division, including any personal funds that you may have added to cover of operation shortfalls. Even if you break even, you must fill out a report.   You must track all funds even if you do not file for reimbursement.

Financial Reports are due for:

1. Mid-year. The six months ending December 31 - submitted to the District Treasurer by December 31.

2. Year-end. The twelve months ending June 30th - submitted to the District Treasurer by June 30th.

Identify all cash, checking and savings accounts in your report if you have more than one account. The reports must contain the following information:

· The six or twelve month period covered by your report.

· Beginning cash balance (as of the July 1 start of your term).

· Money received: includes all money collected, such as from admission to contests, plus any personal contributions made by you to cover shortfalls. Exclude any reimbursement you receive from District 6.  Special note! You may not delegate the financial accounting of contests to a Toastmasters Club.
· Money paid out includes payments to restaurants for contest events but excludes the portion of expenses reimbursed to you by District 6.
· Ending cash balance, which cannot be less than zero.
· Your signature and the signature of your examiner who verifies your report.
Use the Financial Report Form (FR-1) for the report that you submit to the District - use no substitutes. 

The "Itemized Detail Sheet of Income and Expenses" (Form DS-1) is designed to help you figure the totals to enter onto Form FR-1.  DS-1 will also help you keep accurate records. You may substitute any method that works for you in place of form DS-1.

Do not include personal expenses you incur as Area or Division Governor on Form FR-1 such as. Travel, telephone. Such expenses come from your own funds, not from Toastmasters funds. You may be eligible for reimbursement of some of your personal expenses from the District based upon the District reimbursement policy.

Audit  Choose someone to examine (audit) your records to verify the accuracy of your financial report. Choose someone who does not have access to your area/division cash and who can make an independent and unbiased view of your financial records.
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