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The intent of this handbook is to assist the following:

· individuals who have been chosen to chair the District’s major events (e.g., District Conference, District Assembly, Foundation Dinner, RYLA/Camp Royal, etc.) 

· to be heads of committees in carrying out their responsibilities dealing with the collection and disbursement of funds
· club treasurers in the handling of semi-annual dues invoices and other district payments. 
This handbook is meant to be an ongoing document with additions and corrections made based on comments, questions, or suggestions of those utilizing it in carrying out Rotary duties. It will be reviewed on an annual basis by the District Budget and Finance Committee. At any time that you have questions, always feel free to contact District Treasurer Dave Mantooth at the following:


Dave Mantooth



209 838-3591 (B)


Rotary District 5220



209 838-6703 (Fax)


P.O. Box 425




209 838-7810 (H)


Escalon, CA   95320



dmantooth@sjcoe.net
Outline of Items to be Covered:

1
Role of the District Treasurer

Meeting with District Treasurer to review procedures, answer questions, etc.

2
Development of budget for event

3
Deposits of funds collected

Deposits by mail

Special considerations for payments

Record of deposits

Receipt of deposit/refunds

4 Payment of expenses

Expense Reimbursement/Vendor Payment Request Form
Back-up documentation

Authorization

Submission of bills/reimbursement claims

Payment by District Treasurer

Special situations—advance deposit, final payment for event

5 Notification when all income/expenses have been completed; preparation of final accounting report

6 Keeping of records for event
7 Club Treasurer

A. Dues Payments to RI and District

B. Registration Fees for District Events

C. Financial Calendar for Rotary yearly events/activities

D. Breakout Session Notes—2007 District Assembly

1) Role of the District Treasurer
Note 1: The District Treasurer will endeavor to deal with all bills, reimbursement requests, and other financial matters in a timely manner. In general, requests can usually be handled within a one-week time frame or sooner. The Treasurer has allocated specific times each week to deal with the financial business of the district in order to best meet professional, Rotary and personal responsibilities. In addition, the District by-laws require that two individuals sign every check that is written and the individuals eligible to sign checks are located in areas throughout the district. Realize that last-minute requests may not be able to be handled in a timely manner. However, in general, the Treasurer will be able to work around most situations if he knows about them in advance and is able to plan ahead. 

Note 2:  The District Treasurer is neither a billing and collection person nor the treasurer for any specific event. It is strongly suggested that, for major district events, a treasurer be appointed to assist the chair in carrying out the financial responsibilities connected to the event, especially in the collecting and posting of registration fees. It will not be the District Treasurer’s responsibility: 
· to work directly with billing agencies or make arrangements on how bills will be handled 
· to follow-up on checks returned for insufficient funds or some other complication

· to follow-up on credit card payments that are not authorized. 
The District Treasurer, in relation to district events and committees, will have the responsibility: 
· to handle and receive deposits and bills submitted to him, 
· provide an overall record of the balance in those individual accounts for review by the Budget and Finance Committee, 

· to assist chairs as they carry out the financial responsibilities connected to their position in any way that he can.
In order to facilitate the district financial processes, the District Treasurer would like to meet with each chairperson of a major event (either individually or as part of a group that may include the District Governor and the event treasurer if appointed) early in the planning process for the event. In that way, all procedures can be reviewed and discussed, specific needs related to your event addressed, and an approximate schedule of when deposits and bills will be coming in.  This schedule is important if specific timelines need to be met because of the need to match Rotary schedules with personal work responsibilities and banking/check writing requirements. 

2) Budget Development
In planning for an event or committee activities, it is important for the event chairperson/event treasurer to develop a budget in conjunction with the District Governor that lists all expected sources of revenue and expenses. Unless the District Governor has allowed for certain expenses in his district budget (see budget on District 5220 website), it is the current expectation within the district that all events pay for themselves; i.e., that revenues equal or exceed expenses.
Possible revenue sources include:



registration fees


district dues allotment (e.g., for District Conference, RYLA, insurance, 

Rotary Times)

raffle income


sponsors

      Possible expenses include:


payment for facility use


payment for lodging


payment for meals


entertainment


technical support


security


materials/supplies

It is important that a proposed budget be made available to the District Governor and District Treasurer for presentation, if necessary, to the Budget and Finance Committee early in the planning process for the event. If needed, the Treasurer can work with the chairperson to ensure that all items are considered. This is especially important in establishing a registration cost that will enable the event to meet all of the expense obligations.

The Treasurer should receive an updated budget as changes are made so that he can most accurately reflect the current state of affairs for the event at monthly meetings of the Budget and Finance Committee. The 2007-08 schedule of meeting dates (generally the fourth Monday of the month) is as follows:



July 30, 2007
August 27, 2007
September 24, 2007
October 22, 2007
November 26, 2007
January 28, 2007
March 24, 2007
April 28, 2007
June 23, 2007
3) Deposits of Funds Collected
The event chairperson (or event treasurer) will receive funds for the event in a variety of ways:



cash (usually day-of-event registrations)




checks




credit card payments

It is important for the chairperson to have a process to make regular deposits with the District Treasurer (at least once a week). It is never good practice to hang on to payments for a long period of time, especially if funds are not being kept in a safe. Deposits may be given to the Treasurer in person by prior arrangement or sent by mail to:




Dave Mantooth




Rotary District 5220




P.O. Box 425




Escalon, CA  95320

When sending a deposit by mail, please notify the Treasurer by e-mail (or phone if e-mail is unavailable) that a deposit is forthcoming (dmantooth@sjcoe.net); he will then notify you by return e-mail that he has received the deposit. The Treasurer intends to check the Post Office Box on a daily basis to ensure timely receipt of items from you.

Special Considerations for Payments:
Cash—Do not send cash through the mail. Convert to a money order, check, or cashier’s check.

Checks—It is good practice to make copies of any check that is being sent in. In cases where a Rotary Club has paid for a member to attend an event (e.g., District Conference), it is a good idea to put that member’s name on the check for referencing purposes in the future. If a check is returned for insufficient funds, the Treasurer will notify the chairperson/treasurer of the fact and it will be that person’s responsibility to rectify the situation. Until it is rectified, the amount of the check will not be included in the revenue side of the event.
Credit Cards—Event chairs may choose to call in credit card payments. Those payments will be directly deposited in the District’s Treasury Savings Account. In such cases, it is important for the event chair to coordinate those payments with the District Treasurer so that credit card payments for different events are not mixed, complicating proper accounting of received funds.

If credit card payments are sent to the District Treasurer for deposit, the chairperson/treasurer will need to send in the registration form that has the credit card information from the cardholder and the signature authorizing payment. Without that information, the Treasurer is not authorized to “run” the credit card. 
Note: For a variety of reasons, credit card payment requests are not accepted when called in. When that happens, the Treasurer will notify the chairperson/treasurer of the fact and it will be that individual’s responsibility to follow-up with the cardholder to rectify the situation. Until it is rectified, the credit card amount will not be included in the revenue side of your event.
Record of Deposits:
It is important that the chairperson/treasurer have a list of what is being sent in as a deposit—both for the event records and so that the Treasurer can match the list with what he receives. Preferably, that list will have individual names and amount paid. 
Note: It is acceptable to send a computerized summary that can be developed from a program being used by the chairperson/treasurer to input registration information. Based on the previous experience of those running major events, such a list will serve as a valuable reference in case of disputes regarding payment that might occur or for refunds of payments previously made.

Note: 1) The chairperson/treasurer should have a process in which you acknowledge receipt of payment—either a written receipt or e-mail acknowledgement that payment has been received. This will save the chairperson/treasure a whole lot of hassle in case of a disputed payment (that is another reason for photocopying checks submitted). 2) The chairperson and the District Governor should have a refund policy and deadlines that are made known to registrants in advance (see District guidelines on this matter below). Realize that there will be emergencies (deaths, accidents, etc.) that may have to be dealt with, and it is better to have planned in advance for them and to have a readily accessible record to refer to in case a refund is warranted.
Refund Policy—In order to aid in planning, budgeting and dealing with restrictions and uncertainties regarding facilities for Rotary District 5220 events, the District Governor and event chairperson may choose to make a portion of a deposit nonrefundable or establish a date after which no refund of registration fees/payments will be given. In such situations, registration materials will have clearly-stated information regarding refunds and timelines. The timelines will be dependent on the requirements of the hotel or facility at which the District event takes place. In the case of emergency situations, individuals may contact the event chairperson who will determine if a full or partial refund is appropriate.

4) Payment of Expenses
Factors to be Considered
1) All payments from the District account require completion of the Expense Reimbursement/Vendor Payment Request form. This form is available on the District website at rotary5220.org, either as a Word document on which information can be directly inputted or as a PDF document that can be downloaded and on which pertinent information can be typed or written in. This form may be used for a) direct payment to a vendor or b) for reimbursement to an individual who has already made a payment. 
Note: When there is a deadline established for payment of a bill by a vendor, it is important to get those bills to the District Treasurer early enough so that the deadline can be met.
2) Completion of Form: The address portion at the top of the form will either be the name and address of a vendor for which a bill has been submitted or the name and address of an individual to be reimbursed. The middle portion of the form will list the items being paid for and the amount of the cost. The detail used will depend on the billing and situation. 
3) Back-up documentation: Documentation for payment can either be an invoice from a vendor or some proof of payment in the case of reimbursement requests (e.g., copy of receipt, credit card payment, any other form of proof).  All back-up information should be verified by signature by the individual submitting it (i.e., sign or initial receipts). 
Note: Please do not mix Rotary items for reimbursement with non-Rotary items; when purchasing items, please include only Rotary-reimbursable items on the same receipt.

4) Authorization (bottom portion of form): If you are the committee chair, you are authorized to approve an expenditure for your event or committee. If you are not the committee chair, then any request for payment must also include the signature and/or approval of the committee chair. 
Note: Approval may be accomplished by the committee chair submitting an e-mail to the Treasurer indicating the expenditure is OK.
5) Submission of Expense Form may be accomplished in a number of ways:

a) if no back-up documentation is required, input information on form (Word format), copy and paste to e-mail sent to the Treasurer (dmantooth@sjcoe.net) (Note: When using the Word version, toggle the Insert Key on your keyboard one time; this will allow you to overtype the spaces on the form without revising the form shape or size; when finished, toggle the Insert key again to return to default mode); or
input information on form (Word format), save and send as attachment to e-mail sent to the Treasurer (dmantooth@sjcoe.net);

b) input information on form (Word format), print the completed form, and fax with back-up material if appropriate to the Treasurer (209 838-6703);

c) input information on form (Word format), print the completed form, and mail with back-up material if appropriate to the Treasurer (P.O. Box 425, Escalon, CA  95320);

d) print form (Word or PDF format), handwrite or type information on form, and either fax or mail with back-up material if appropriate to Treasurer.

6) Payment by Treasurer: a) If the request comes from a budgeted area, the Treasurer will pay if funding is available; if funding is not available, Treasurer will contact committee chair and/or District Governor to determine how to handle; b) If the request comes from a non-budgeted area, the Treasurer will contact the committee chair and/or District Governor to determine how to handle. 
Note: In some cases, the expenditure request may be referred to the Budget and Finance Committee for resolution.

7) Special Situations: 
a) For some events, an advance deposit is required prior to the time that revenue has been accomplished. In such cases, where there is expected revenue to cover the expense, the committee chair and/or District Governor may authorize the payment. 
b) For some events, the final payment will be determined by the hosting hotel/caterer as the event is concluded, and there will be an expectation that final payment be made at that time. In those situations, the committee chair needs to be certain of the payment process to be followed and contact the Treasurer to determine a method of payment. This is especially true if the Treasurer, or a designee, needs to be there to bring and sign a check. 
c) If refunds are to be made at the conclusion of the event, please send the Treasurer a list of those refunds which includes name and address of each individual to receive a refund, amount of refund, and reason for refund.
d) For events in which tickets and/or individual payments for transportation are being collected, it is important to establish a cut-off date for payments that allows time to collect payments, order tickets and transportation, and distribute the tickets.

Note: It is not a good financial practice to use personal credit cards to make payments for expenses that could be billed, completely or partially, and then request reimbursement. In such cases where there is a potentially large bill, the District Treasurer should be contacted and requested to make payment at the event with a check or to provide a check in advance for the expected or partial cost.

5) Notification of completion of event;  preparation of final accounting report
It is the responsibility of the committee chair to notify the Treasurer when all income and expenses have been completed for an event. At that time, the committee chair can prepare a final financial report of income and expenses for submission to the Treasurer and District Governor, and the Treasurer can “close the books” on the event and complete proper reporting requirements to the Budget and Finance Committee and District Cabinet.

6) Keeping of records of events
Committee chairs should keep a file of financial records for their event so that inquiries and/or questions can be dealt with in an expedient manner. 

7. Club Treasurer Information

A.   Dues Payments to Rotary International and District 5220
a. In June and December of each year, each club will receive Semi-Annual statements from Rotary International.

b. The club treasurer should collect dues from club members to determine if members will be continuing past July 1 or January 1.

c. The club treasurer or secretary should complete the Semi-Annual statement which accurately reflects club enrollment as of July 1 or January 1. This process has a starting enrollment according to Rotary International records and the club official then adds and subtracts according to the changes reflected on the due date (July 1 or January 1); e.g., Rotary International may list 25 members for the club, but there have been three drops and two adds which now changes the club membership to 24.
d. On or about July 1 or January 1, the District 5220 Treasurer will send out invoices for District 5220 semi-annual dues. The invoice will include separate designations for the budget categories authorized by the District By-laws. That invoice will include the last enrollment figure available from Rotary International (probably what RI had in late May or November).

e. When the club treasurer gets the district invoice, he/she should compare the number on the district invoice with the number he/she will be submitting to Rotary International on the Semi-Annual Report.

f. The club treasurer should then make changes to the District Invoice so that 
     the number of Rotarians for which district dues are being paid 
equals the number of Rotarians for which dues are being paid to 
     Rotary International 
equals the number of members actually in the club on July 1 or January 1
     (i.e., your actual count should equal what you are reporting to RI 
      and to the district).

g. Mail a copy of your semi-annual report and check to Rotary International.

h. Mail a copy of your invoice, a check made out to District 5220, and a copy of your semi-annual report to the District Treasurer (address on the original invoice).

B. Registration Fees for District Events
Whenever possible, it is requested that each club in the district send just one check to cover all registrations for a particular district event (e.g., Membership/Foundation Seminar, Foundation Dinner, RYLA Registration Fees, Mid-Year Assembly, District Assembly).  The reasons for requesting single checks from clubs include the following:

a) for events that range from 200 to over 500 registrants, it is much easier to deal with 55 checks than 200-500 checks;

b) because individuals often participate as clubs for these events, making payments at the club level and then having the club send one check provides for a better process of accounting for sign-ups and payments, both at the club and district level (i.e., letting the District Governor or program chairs know which clubs have registered and which clubs still need to be contacted);

c) should there be a problem with a check (returned for insufficient funds, closed account), such problems are much easier to deal with at the club level that the district level (clubs are either in personal contact or can more easily find a phone number or address);

d) over time, the District Treasurer will build up a relationship with club treasurers (in person, phone, e-mail) that will make it easier to answer questions and resolve problems; having one specific contact at each club level is often better than having multiple contacts.

C.
Rotary District 5220 Financial Calendar

Due Dates to the District Treasurer/Rotary International during the 

2007-08 Rotary Year

July


Dues payment to Rotary International





Forms sent to club secretary




Dues payment to District 5220





Bill sent to club in June





Payment made after calculations for RI

August

Registration payment to Membership/Foundation Seminar





One check for all club registrants made out to district

September/October
Payments to Rotary Foundation for raffle tickets for 





Foundation Dinner drawing (only if club members





write check to club first; club members may write





checks directly to The Rotary Foundation)

September/February
  Payment of Administrative Fee for students participating in





Rotary Short Term Youth Exchange (only if club chooses





to pay this fee and the club is recommending students to 





participate in the program)

October/November
Registration payment to District Foundation Dinner





One check for all club registrants made out to district

December

RYLA (Camp Royal) registration fees





Club with either pay fee for each student nominated or





collect fee from student and then write one club check

January 

Dues payment to Rotary International





Forms sent to club secretary




Dues payment to District 5220





Bill sent to club in December





Payment made after calculations for RI

December/January    Registration payment to Mid-Year Assembly and Pre-PETS





One check for all club registrants made out to district

January/February
 Registration to PETS or reimbursement to Club President

February

Checks to winners of Club and Area Speech Contest





Prize money for 1st, 2nd and 3rd places at club level





Prize money for club winner if he/she places 






1st, 2nd or 3rd at area level





District pays for top placers in district contest

January/March
Payment for District Conference registration if club helps 





defray those costs

May


Registration payment for DGE Janine’s District Assembly





One check for all club registrants made out to district
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D.
Breakout Session for Club Treasurers
District Assembly—May 19, 2007

Presenter—Dave Mantooth, District 5220 Treasurer



dmantooth@sjcoe.net, 209 838-3591
General Information
Rotary Club Post Office Box—most clubs have a Post Office Box for receiving club mail; this better ensures that mail sent out from the district, Rotary International, billing agencies, etc. gets in the right hands; individuals in positions change, the need for the position (President, treasurer, etc.) does not change.  If you club does not have a Post Office Box, consider bringing it up as an option to better ensure that important mail does not fall through the cracks.

Review procedures that your club has established over time. Has your club established checks and balance procedures to insure openness in the accounting process:

· Checks with a two-signature requirement. Never should one person have

 the ability to write a check that could clear out your account.

· Regular reports of club finances in open meetings (e.g., monthly Board

 Meeting)

· Establishment of a budget—expected income, expected expenses

· Comparison of budget vs. actual expenses

· Requirements that budget items can be expended as received, but that 

non-budgeted items must be approved by Board of Directors after a 

review of the budget to ensure that funding is available.

· Limit on the amount of check that can be written from the account.

Accounting System

By hand—should make sense and be understandable to an outsider, i.e., you should not be the only person who knows how to do the books

Quickbook or equivalent—easier to follow; guidebook of instructions, formatted

reports 

Budget Development—Club Level
Revenue Sources


Dues/meal payments


Fines


Games/raffles


Fundraising 

Expenses


Rotary International and District 5220 Dues Payments


Meal payments


Allotments to Areas of Service


Allotments to Proposed Projects


Payments for District Event registration costs

President-elect or Budget Committee needs to work with treasurer to develop and present for approval a budget prior to the beginning of the Rotary year on July 1.

Budget = projection

Budget will change during the year as revenues/expenses change; it is not meant to be rigid, but a guide to expected revenues/expenditures.

Responsibility of treasurer to monitor budget expenditures and notify 

President, Board or Budget Committee when there are significant 

Discrepancies.


Reserves—what is the club philosophy regarding reserves??



Amount or percentage??




Rough rule—what if your major fundraiser was wiped out and 




there was no income.



When do you use??




Never




Emergencies




Special one-time projects




Whenever it goes over a specified amount or percentage



When do reserves get too big??




Consider one-time alternative use for funds.

Deposits
Make regular deposits—at least once a week

Storing money creates potential for problems; if storing, must be in a secure place. Ask yourself, how you would explain the loss of funds given to you for

deposit or how much could you make-up in lost funds if it was determined the

loss was due to your carelessness.

Established process for receiving and accounting for cash and checks, some form of listing payer and amount.  This is especially true for fundraising activities, such as those involving tickets (good idea to have a list of members’ names and then a space to list money turned in—make sure they see you write the amount next to their name; this will save potential problems in the future).  Tickets should be numbered to make it easier to account for and to follow-up.

When making a deposit, good idea to make copies of all checks turned into you. This provides background information if there is a question in the future. Process is helped if members use the Memo line on the check to write what the check is for—sometimes people forget and this provides support information if a question comes up.

Best accounting procedures call for the issuance of receipts of any funds given you; in reality, this may not be practical and certainly not convenient on an ongoing basis. However, it does eliminate any potential conflicts over whether money was turned in or not.

Payment of Expenses—greatly dependent on club procedures and past practices

Request form—more official, easier to keep records; need to have something—avoid having President or member just ask for a check.

Back-up documentation—a bill or receipt or memo note; 

It is bad practice to pay or reimburse without some documentation; in the future, you may need to justify why you made some expenditure.

Authorization—how do you know you should pay??


Either a budgeted item or item approved by the Board or an official in the club


has been given authorization by the Board to request payment (e.g., Member A 


has been told to purchase an item or get a bid and club will pick up the 


resulting cost or club has authorized expenses to attend RI convention for the


President up to a certain limit).

Regular process to pay—if not at a club meeting, then there should be a pre-established process to make sure bills are paid in a timely manner; not fair to make individuals or businesses wait for too long a period.

Check register should be completed in a detailed manner—it will provide a valuable resource if questions arise in the future.

Reporting Requirements
Monthly Board Meetings

Summary of Specific Activities/fundraisers/projects


Revenue/expenses


Budgeted/Actual


Involve chairs of activities or events


Pull information from regular budget

Keeping of records


Club policy??


IRS requirement = 3 years
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