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Support from Society Headquarters

Need suggestions or advice? A Regional Chapter Coordinator is ready to assist your chapter
with ongoing development and resources, and to answer chapter questions. Just call 800-
284-3167, or e-mail mcs@kdp.org.
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Section 1: Responsibilities

Responsibilities of the Treasurer

Kappa Delta Pi Society bylaws describe the following responsibilities of the
Treasurer:
Receive chapter dues from initiates;
Make disbursements upon order of the chapter;
Keep an accurate account of monies received and expended; and
Provide, with the cooperation of the chapter Counselor, for the safekeeping
of all chapter funds.
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In addition to the above-stated responsibilities, the Treasurer must also
communicate consistently with the following groups:

With the chapter Executive Committee and other officers:
I Organize the chapter budget in accordance with the chapter Executive
Committee;
Present a financial report at chapter and Executive Committee meetings ;
With the Counselor, complete the Annual Financial Report due August 1;
Collect money from chapter fund-raisers and projects;
Work with the Foundation Representative on scholarships and fund-raising;
and
9 Serve on various chapter committees and chair the ad hoc Budget
Committee.
With other groups and organizations on campus:
9 Determine whether your Student Government Association provides
additional money for student organizations and apply for funding; and
9 Devise a combined budget when collaborating with other clubs on campus.
With outside groups:
9 Assist in ordering Kappa Delta Pi supplies;
9 Pay all invoices and bills to outside creditors; and
' Reconcile chapter account bank statement with chapter records.
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Before you leave office:

9 Prepare the budget for the following year;

9 Organize all financial records in a balanced ledger and checkbook to give to
the new Treasurer;

9 Prepare for officer transition, including the transfer of signatures on the bank
card; and
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for student organizations.
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Although the Educational Foundation representative and the Treasurer work
together on fund-raising, it is the primary responsibility of the Treasurer to ensure that the
money is deposited, proceeds are used as designated, and accurate records maintained.
Accurate records include information about contributors, amounts donated, money the
chapter paid, and anything else pertinent to the fund-raiser. This will make the next fund-
raiser easier to budget.

Additional Committees and Chairs

The Treasurer may coordinate the following committees or subcommittees to
organize funds and facilitate communication:
 Budget
9 Alumni Relations (coordinate with Membership Chairperson)
9 Local and National Scholarships (coordinate with Foundation
Representative)

The Treasurer chairs the Budget Committee, which is an ad hoc committee. This
committee is responsible for advising the Executive Committee on the budget, the cost of
programs for the year, fund-raising, and anticipated chapter expenditures. This committee
monitors chapter activities to ensure that activities remain within the limits of its available
income and allocates financial resources to assure continued financial stability from one
year to another.

If the chapter has a Fund-Raising Committee, the Foundation Representative chairs
the committee, with the Treasurer serving as one of its members. The Treasurer is in charge
of depositing funds, paying bills upon receipt, and sending the proceeds to the designated
fund.

The Membership Committee works with the Treasurer to collect initiate fees. The
Treasurer collects, records, and deposits the initiate fees appropriately. The Treasurer
submits one check for all new initiate dues to Society Headquarters with the New Initiate
Information Forms and cover sheet.

Section 2: Finances

Chapter Budget
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income for the year. The Treasurer creates and oversees the budget. The easiest way to
create a budget is to follow the example in Appendix Il of this guidebook. There are some
standard items that every budget needs, such as initiation costs, initiation fees, rebate
checks, postage, printing, and supplies. Chapters will have other items to add, depending on
their own special projects.
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projects during the year. Once the Executive Committee establishes the yearly chapter
goals, the Treasurer develops the budget to include the projected chapter programming.

The Executive Committee must approve the proposed budget.

When the Executive Committee approves the budget, it is committing the chapter to
raising a certain amount of money to cover special projects expenditures and the basic
operation of the chapter. If the chapter is not meeting its target income, the Treasurer
presents a plan detailing where to cut expenses.

At each Executive Committee meeting and chapter meeting, the Treasurer reports to
the Executive Committee the status of the budget. When special projects arise, the
Treasurer helps each committee devise a budget plan for the project, including the
estimated expenses and the estimated income. The Treasurer also is responsible for
depositing money and paying bills in a timely manner.

Chapter Dues

Dues are the main source of income for the chapter and are used to purchase items
for chapter administration such as chapter letterhead, postage, and chapter newsletters.
The money also supports chapter activities. The only time the chapter Treasurer collects
dues involves receiving payment from new initiates. The new initiates make checks payable
to the local chapter. Initiates pay the first-year Society dues and one-time initiation fee, the
local chapter dues, and the chapter initiation fee (if applicable). The chapter initiation fee is
a one-time assessment to pay for a banquet, reception, or activity associated with the
initiation ceremony, if applicable. The Treasurer deposits all checks into the chapter bank
account. The Treasurer then mails the New Initiate Information sheets and one check to
Society Headquarters to cover all New Initiate memberships.

For members who are renewing, Society Headquarters sends a renewal notice and
collects dues on behalf of the Chapter and Society. Headquarters sends each chapter a
rebate check that reflects the amount of local dues paid by renewing members. In late
October and March, the chapter Counselor receives the rebate check. If renewing members
pay their local dues directly to the chapter, the Treasurer should deposit the dues, send a
receipt, and note that the members paid local dues directly to the chapter.

Disbursements

Disbursement is the process of paying for expenses. It is very important to pay
expenses promptly. When paying vendors, obtain a detailed receipt and identify the item or
the category on the line at the bottom of the check. When you review the canceled checks
later, it will be easier to remember the budget category.
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When reimbursing members for personal money spent on chapter supplies, collect a
receipt that describes the item purchased. Have each person who incurred an expense fill
out an Expense Voucher Form. A sample is included in Appendix Ill of this Guidebook. Do
not reimburse anyone without this documentation. The Counselor must give prior approval
to making financial transactions on behalf of the chapter. Pay bills and reimbursements
weekly.
Chapters are not-for-profit entities, and no member receives personal financial
benefit from funds collected. Use the income in excess of expenses to fund the mission and
objectives of the chapter.
Chapters have an Internal Revenue Service tax-exempt status requiring that:
f b2 LINI 2F GKS OKIFILIISNDa ySi Ayo2YS
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propaganda or influencing legislation; the chapter cannot participate in or
intervene in any political campaign; and

9 Chapters qualify to receive tax-exempt contributions.

Maintaining Accurate Records

Accurate records are the key to a financially sound chapter. This information will be
critical when completing the Financial Report due on August 1 of every year.
During Officer Transition, complete and up-to-date ¢ NB | & dzNdasM®asmobth f S &
beginning for the incoming Treasurer.
Document these items:
9 Payments authorized by the Executive Committee;
9 Copies of vouchers, receipts, bank statements, canceled checks, etc.;
9 Details of money handled by other members pre-approved by the
Executive Committee and the Counselor; and
9 Receipts of all money received.

Follow these steps to review each bank statements and ensure that the ledger is
correct:
Verify that all amounts on the bank statement are in the checkbook.
On the back of the bank statement, write the statement balance.
Add any deposits from checkbook not on the statement.
Deduct all outstanding checks (those in the checkbook, but not received
by the bank).
5. This balance should agree with the balance in the checkbook. If it does
not, review the arithmetic again. If it still does not agree, contact the
bank to review the statement for possible errors.

PwnNpE

When receiving money, issue a receipt and maintain a copy.
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Safekeeping of Funds

The best way to keep chapter funds safe is to open an account. As soon as you take
office as Treasurer, find out where the chapter funds are kept. The out-going Treasurer, the
Counselor and the new Treasurer must visit the bank together to change signing authority.
There are two options for chapter banking: on campus or at a local bank. Check with your
Student Government Association (SGA) for organization banking regulations.

On-campus banking: Many institutions require that all student organization funds be
contained in a named account on campus. Determine how the chapter will access the funds,
whether both the Counselor and Treasurer or just the Counselor has rights to deposit and
withdraw money. When using an account on campus, you must allow some time (two
weeks to a month) for university processing.

Off-campus banking: When opening an off-campus account, use the chapter Federal
Identification Number, a chapter-specific number issued by the IRS, instead of a Social
Security number. Contact your Regional Chapter Coordinator for this information.

Whether a chapter uses on or off campus banking, it is the responsibility of the
Treasurer to keep an updated ledger for chapter deposits, disbursements, and balances.

The Treasurer and the Chapter Counselors are both responsible for ensuring that
chapter funds are secure. Therefore, the Counselor and the Treasurer should sign the bank
account card for authorization to sign checks. The chapter can determine whether one or
two signatures are required for all checks.

The Treasurer is responsible for the finances of the chapter. It is unadvisable to hold
cash for any length of time. By depositing money soon after receiving it, the Treasurer
ensures that chapter money is secure.

Campus Activity Fund

Many universities have a Student Government Association (SGA) that organizations
must register with to remain in good standing on their campuses. This is important because
in many cases, if the organization is not recognized by the SGA, it is prohibited from legally
carrying out activities like fund-raisers on the campus and will not receive funds from the
SGA. On the brighter side, depending on the financial state of your university, many SGAs
give organizations operating funds throughout the year or money to attend the national
conference. Leadership training also is offered on many campuses.

To remain in good standing on campus, the SGA usually requires that a
representative complete yearly paperwork and attend SGA meetings regularly. Therefore, it
is recommended that a member who is not student teaching serve in this capacity. A
sophomore member would be ideal. Therefore, as not to overwhelm officers, it is
recommended that chapters elect one or more SGA Liaisons who will serve specifically in
this role. For specific requirements on your campus, please check with your SGA.
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Each institution has its own guidelines for disbursing money through the SGA. To
access these monies, student organizations usually have to submit a funding request with
justification. Travel to Convocation and other conferences is a great way to use this money.
To find out whether your school provides money, contact the student activities department
or the SGA.

In addition to student organization funds, some institutions also allocate funds for
students to travel to educational events, such as Convocation and conferences. Many
schools also help with funding for leadership development. Contact student activities or the
Student Government Association to find out whether your school offers such funding and
learn about the application process, requirements, and procedures.

Rebate Checks

As a service to chapters, Headquarters sends renewal notices that bill members for
Society and chapter dues. Twice a year, Headquarters sends each chapter a rebate check
and a list of renewing members. The rebate check amount reflects the local chapter dues
paid by renewing members. Counselors receive the rebate checks in October and March.
Deposit the checks as soon as possible. Headquarters charges a fee for any reissued checks.

Ordering Chapter Supplies

The chapter may order supplies online at www.kdpstore.org. The Treasurer is
responsible for assisting the counselor and officers with ordering. This includes initiation
supplies, honor cords, counselor and officer gifts, and other items the chapter needs. Pre-
pay all orders using a purchase order or a credit card. PROforma Crescent fills orders after
payment is received. For questions about your order, call PROforma Crescent at (800) 816-
7246.
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APPENDIX I: Treasurer’s Monthly Checklist
Mo?thly Duties

I ReconcAf S OKI LIISNRA FAYIFIYyOAlFf HNBO2NRA BAGK

I Determine the status of the budget.
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utilization of the budget.

August

I Ensure that the Annual Financial Report was accurately completed and sent to Society

Headquarters by August 1.
September

I Meet with the President and Counselor as needed to discuss chapter goals and the

budget and records.
October

I If conducting a fall initiation, order initiation supplies online at www.kdpstore.org.

I Plan a fund-raiser for Literacy Alive; meet with President for more information.

I Deposit rebate check.

November

I Submit New Initiate Information Forms and Society fees (one check totaling $38 per

member) to Society Headquarters.
December
I Meet with the President and Counselor as needed to discuss chapter goals and the
budget and records for the winter semester.
January
I Continue planning for Literacy Alive.
February
I If conducting an initiation, order initiation supplies online at www.kdpstore.org.
March
I Deposit rebate check.

~

| Prepare for officer transition; meet with Executive Committee to discuss.

April
I All incoming officers should take office. Go to the bank with the newly elected Treasurer
and change names on the bank account.
I BeginprepaNJ A2y & F2NJ ySEG &SI NDa o6dzR3IShH o
I Submit New Initiate Information Forms and Society fees (one check totaling $38 per
member) to Society Headquarters.
May

| Present budget to Executive Committee.
June-July
I Gather all financial information for the Annual Financial Report.
I With the assistance of the Counselor and President at any time prior to August 1:
Complete and submit the online Annual Financial Report to Society Headquarters at

www.kdp.org.
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APPENDIX II: Budget Planning Form

Budget for the Chapter of Kappa Delta Pi

Fiscal Year to

INCOME
Initiation fees (S__/person)
Initiate local dues (S__/person)

Society initiation fee ($38/person)

Student activities allocation

Chapter dues rebate

Contributions

Fund-raising

Other income

INCOME TOTAL

AMOUNT

EXPENSES
Society initiation fee ($38/person)

Initiation supplies

Scholarships

Postage and printing

Banquets and luncheons

Convocation

Conferences

Other expenses

EXPENSES TOTAL

BALANCE
(Total Income minus Total Expenses)

Kappa Delta Pi Educators making a difference since 1911
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APPENDIX lil: Expense Voucher Form

Use this form to reimburse chapter members. Attach all receipts for chapter
transactions to this Voucher Form.

NAME

COMMITTEE/OFFICE

SIGNATURE DATE

PURPOSE OF EXPENSES

1 S
2 S
3 S
4 $
5 S
6 S
7 S
8 S

AMOUNT OF EXPENSE

TOTALS

LESS CASH ADVANCE $

ACTUAL REIMBURSEMENT $

TRO! { ! wOwQ{ {LDb! ¢! w9
DATE

I h'b{9[ hwQ{_ {LDb! ¢! w9
DATE

CHECK # DATE
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APPENDIX IV: MONTH BY MONTH LEDGER

Accounting ¢ Income Statement

For Fiscal Year Beginning, July 1, (Year) and Ending, June 30, (Year)
July Aug. Sept. Oct. Nov. Dec. Jan. Feb. March Apr. May June

Income:

Al Headquarters initiate Fees
Collected.

A2 Chapter Dues & Fees

A3 Gifts/Contributions
Other (Description)

A4

A5

A.6

A7

A.Totals

B. Expenses

B.1 Initiate Fees Collected, Sent
to Headquarters

B.2 Supplies

B.3 Printing

B.4 Postage

B.5 Banquets/Lunches

B.6 Travel Gifts/Contributions
Given
Misc. (Description)

B.7

B.8

B.9

B.Totals

Net Profit (Loss)
A.Totals ¢ B. Totals

Ending Balance

Kappa Delta Pi
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Instructions: Fill in the correct fiscal period at the top of the Accounting Income Statement form.
Complete a Transaction Detail page for each of the line items above per month, if needed. At the end of the month, enter the total from the month on the corresponding line above.

Add all of the A Income, lines together and place on the A Total line, Add all of the B, expense, lines together and place on the B Total line.
You will then need to subtract B from A to show Profit/Loss for the month.
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