I-I District Board Training Manual


District Budgeting Procedures
We cannot emphasize enough the importance of sitting down with whoever in your 

district has handled this in the past to form a clear picture of your specific district 

situation.  Who might that be?

· Kiwanis District Office/District Secretary/District Treasurer

· CK District administrator (outgoing)

· CK District treasurer (more likely in CK)

· CK Financial Counselor (what a luxury!)

STEP ONE- ANALYZE THE CURRENT BUDGET SITUATION
Do you know what your fiscal year is?
Budget Cycles can be on the

International year (October 1- September 30) or on the 

District year (April 1- March 30)

 What does this mean?
· You might inherit a partially spent budget from the previous administration.

· You may have separate budgets for the district operations (general fund, convention, fall training, etc), for funding provided by your district foundation for the training of district officers and/or funding provided to support you and your committee.

· You will have to create and submit a proposed budget(s) for the second half of your administration and the first half of the next administration.

· You need to be fiscally responsible and have appropriate controls in place to ensure the flow of funds is sufficient to meet the needs of both  administrations.  Controls are especially important because you have so many “fingers” in the pie.

· At some point you may face an audit, therefore it is important that the flow of money is clear.   In some districts annual audits are automatically conducted at the direction of the Kiwanis district secretary/treasurer.

What to do?
· Get a copy of the financial records from whomever in your district has been identified as the budget “guru”.  Request that you be provided a copy of the “YTD” district general fund budget which will show what revenue has come in and what dollars (expenses) have been spent.  From that you will know  how much money is left for the new administration to use.

· Review the records to determine what still has to be accomplished that requires funding.

· Analyze receipts of income.  Have dues been collected from all clubs?  

· Have all additional monies such as Outreach or district foundation grants been received?

Income follow-up
If district dues have not yet been received by all clubs, now is the time to contact them.  If you wait until too much later, the chance of collecting decreases.  Additionally, clubs not in good standing with the district cannot seat delegates, and in some districts, cannot attend district convention.

Find out from the current administrator if a past due notification has been sent to these clubs.  If it has, how long ago was it sent?  It might be appropriate to consider doing a second one.  (International does four suspended dues mailings each year).

If it is appropriate for you to take on the responsibility of the past due dues mailing, do so.  If it is more appropriate for you to work with someone else within the district to accomplish this, then that works too.

Does it appear you are going to have a shortfall, or a surplus, in the budget this fiscal year?

If a shortfall is predicted, how can you handle this?

If you are lucky, the district may have a reserve fund, and this money can be used to cover remaining expenses.  If not, you have two options: reduce expenses or increase income.  Another option, although not a great political move, can be to ask  the Kiwanis district to subsidize the shortfall.

If a surplus is predicted, how lucky can you be?

First of all, make certain the surplus is not due to not accomplishing some task, such as a club mailing, or an issue of the district publication.  If this is the case, it might be more beneficial for clubs if the task was accomplished, instead of merely saving the money.

Obviously, surpluses can be “banked” for a rainy day.  But how much is right for a surplus account?  It is important that you consider these criteria:

1. Is the district providing sufficient, quality services to clubs, to justify the amount charged for district dues?  Remember, the purpose of collecting the money is to provide services and support back to the clubs.  Are clubs getting their money’s worth?  

2. Or, is the district asking Kiwanis to kick in more money than they need to?  Is the Kiwanis district providing a subsidy that isn’t really needed for the CK district to operate?

3. What happens in an emergency? It is a good idea to keep some money in the bank for an unforeseen circumstance.

Although there are no published guidelines or procedures for district CK surplus accounts, we would recommend the same rules that direct the surplus accounts of the international organization:


No less than 25% of the annual operating budget (including convention)


No more than 75% of annual operating budget (including convention)

Control Processes Review
How are funds dispersed?

Who pays bills?  Who approves bills to be paid and who signs checks?

KI Board Procedure requires that two individuals sign checks for CK (and KC) districts- the administrator (or other individual assigned by the KI district board, i.e. a financial counselor), and the appropriate CK district officer.


How are district board members and committee chairs reimbursed for expenses?

Is there a standard report form in your district to be filed?  Are receipts required?  (should be!)  Who approves the reimbursement request?  Is there a time limit on how long after the expense is incurred the reimbursement must be submitted?  Is there a pre-approval procedure, i.e. does a district officer have to get permission to spend the money before it is spent?  What happens when a district officer has reached the budget limits for expenses?


How timely is the district’s bill paying/reimbursement process ?

Are bills being paid within the parameters set by the vendor?  Is the district able to take advantage of any discounts available for paying bills in a timely fashion?  Or, worse, is the district being charged late payment penalties?  Are students (or their parents) waiting too long to receive reimbursement for their expenses?

It is important that the district have a smooth process that is fair and timely and that all district officers are properly trained on the process.

Have one billing address to which all bills and reimbursement requests are sent.  It is easier if this is the administrator or KI district office, because the address is more permanent from year to year.

Establish time limits for the various steps involved in processing.  For example, require that bills are handled within seven days of receipt.

Determine the chain of events.  Once the administrator and/or Kiwanis district official has approved the bill, who is it sent to write the check?  Maybe you can streamline this process if one of the “approvers” is in possession of the checkbook and one of the ones to sign checks.  For example, administrator could approve for payment, write check and sign, and forward to district treasurer for other signature.  

Determine who will receive district dues and keep accurate records of payment.  If you do not already have a record keeping system, develop a simple one that can be passed on from year to year.  (we suggest that this is done on the computer)

Whoever collects the district dues should have easy access to the bank.  So, the location of the bank might determine who should collect this money.  Minimize the amount of time that checks and possible cash are held before they are deposited into the bank.

Financial Reporting


Who should receive regular financial reports for the CK district 

(prepared by CK treasurer)?

· The CK district board, at each regularly scheduled board meeting

· The Kiwanis district board, at each regularly scheduled board meeting

· The Kiwanis district secretary/district office, as determined by the Kiwanis board

The report should include:

· current account balance

· district dues collection report

· YTD money spent in each budget category

· budget amounts remaining in each category

· any projected shortfalls or surpluses in any category

If you receive grants from the Kiwanis district foundation, that foundation board should receive reports on the portion of the budget that is funded by the grants.

Checks and Balances
Best rule of thumb: one person should not do it all, i.e. keep the checkbook, write the checks, prepare the financial reports, etc.  For everyone’s protection, and the financial security of the district, at least two people or entities should be involved.  

For example, the CK district treasurer might keep the check register.  The administrator might balance the checkbook and prepare the financial reports.  Or district administrator might keep and balance the checkbook and the KI district secretary might prepare the financial reports.

STEP TWO- PROPOSING A NEW BUDGET

How do you begin to determine what to include in a budget?  You can begin with the previous year’s budget as a basis.  Remember, the students should be involved in this process.   Your CK governor and treasurer should be the key players in preparing the proposed budget.  Work closely with them drawing upon any other resources that are necessary (district office, Kiwanis district treasurer, etc.)   

Prepare a Cost of Doing Business Budget
Using the previous year’s budget, adjust figures for things such as inflation, change in district membership, change in the number of clubs, expected postal rate increases, etc.

Balance this to determine your bottom line if you only do the same things as were done the previous year.

Add in New Items
Add any additional items, such as items approved by the district board, like new mailings, new award programs, etc.

Add other items required by actions such as re-creating divisions, amendments to district bylaws, etc.

Balance this to determine your bottom line.  If your expenses are equal or less than your income, you’re in good shape.  If not…..

Prioritize All Items

Rank all items, current and new, in order of importance.  This will help as you begin making decision on potential budget cuts.  This also helps you to know where to begin cutting back if your income projections are not met.

When prioritizing items, focus on service to clubs and members.  Those items that provide the most effective support or service directly to clubs and members should have highest priority.

Determine possible alternative sources of income.  Besides member dues, there are other sources: Outreach, Kiwanis district subsidy, and Kiwanis district foundation.

Present Proposed Budget


Proposed budget should be presented to and approved by the CK district board.

Following this approval, it needs to be presented to and approved by the Kiwanis district board.  This approval should take place at least 90 days prior to the budget taking effect (by July 1).

Make certain the budget contains enough detail that when it is referred to later, there are no questions about how the amount was arrived at or what that amount of money is to be used for.

Convention Budget Reconciliation
One of the first budget items you will probably have responsibility for is reconciling the 2001 convention budget.  Once all the bills have been paid, and all the registration fees have been collected, it is time to determine the bottom line.

To begin, make certain all bills have been paid.  You don’t want to “close the books” on the convention and receive a stray bill later.  One way to do this is to check each budget category to make certain all items related to that category have been covered.

Determine if there are any outstanding registration fees to be paid.  Maybe some last minute registrants have not yet paid, maybe some checks bounced (this can happen with students!).  Whatever the reason, do your best to collect all the registration income due.

Balance the budget.  Determine if there was a loss or a profit from the convention.

If there was a loss, determine how it will be covered.  You could use money from the CK district’s surplus.  You could take money from your operating budget, and cut back on operating expenses.  You could ask the Kiwanis district to cover the balance.

If there was a profit, it can be placed in the surplus account.

Prepare a report on the convention budget to be presented to the CK district board and the Kiwanis district board at the next scheduled meeting.

Convention Budget Preparation
Like the operating budget, a convention budget must be prepared and approved by the CK district board and the Kiwanis district board.  It must be approved by the Kiwanis district board at least 90 days in advance of the start of the convention.

Important:  Convention should be entirely funded by the registration fees paid by attendees.  You do not want to use operating funds, i.e. district dues, to fund convention.  Why?  Because those receiving the benefit from convention are the attendees, and it is not equitable to ask all members, even those not attending the convention, to fund a benefit they are not receiving.

You can follow the same steps as outlined for developing an operating budget.  When you have determined all the expenses, divide by the number of anticipated attendees to determine the registration fee.  If this fee seems too high, and will be unattractive to the members, you will need to begin cutting costs to make the registration fee more reasonable.

Dealing with the Internal Revenue Service

Did you know?

Each CK club should apply for and receive a separate Employer Identification Number?  This associates the club with the international organization and provides exemption from federal income tax.

Each CK district should also have an Employer Identification Number, again for protection from paying federal and state income taxes on money collected.  Same procedure applies to districts as is outlined for clubs.

If your district (or any single member club) collects more than $25,000 in one year, you must file an income tax return.

If your district (or any member club) receives an income tax return in the mail, from the IRS, it should be completed and returned.  If receipts are less than $25,000, filling it out is very simple.
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