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FOREWORD

This District 70 Finance Manual has been prepared in accordance with the requirement of the
District Council. This manual was first prepared in 1982 and the Council continuing motion
requires that the manual be reviewed by June each year for the following year of operation, such
review to include:

= Authorisation of payment (refer Section 4.3)

» Records of transactions (refer Section 4.2)

= Recording techniques for these transactions (refer Section 6.2a)

= Reporting techniques for the financial status of the District (refer Section 6.2b, c)

and that following this review the procedures detailed in the manual are to be followed by the
incoming District Executive. In this way the manual can be kept up to date and continually
modified in the light of experience in managing the District.

The Finance Manual brings together in one document all the requirements of Toastmasters
International and the collective experience of the District in the management of the District’s
funds.

The authorities governing the fiscal management of the District’s funds are, in order of priority;
1. The District Administrative Bylaws

2. The policies adopted by the Board of Toastmasters International as outlined in the District
Leadership Handbook

3. Resolutions adopted by the District Council as summarised in the District 70 list of Continuing
Motions

Who Needs To Know Whai?

It is not a requirement that all members of the District Executive Committee be familiar with the
Finance Manual. However, those interested should be allowed access and encouraged to develop
their interest as part of their leadership training. It is mandatory for some officers to have copies of
the manual or extracts from it in order to carry out their duties correctly. These requirements are
summarised below.

The District Governor, LT. Governor Education and Training and the District Treasurer have the key
responsibility of the prudent fiscal management of the District. As such they each need to have a
thorough working knowledge of the Finance Manual and each must be prepared to ensure that all
its provisions are complied with.

The Lt. Governor Marketing, Public Relations Officer and the District Secretary are automatic
members of the Budget Committee. They, together with any other members appointed to the
Budget Committee, should be provided with copies of Section 3 (The District Budget) and
Appendices A and B.

The District Audit Committee members each need a copy of Section 6.3 (Audit Reports).

The District Supplies Officers, including officers responsible for Branches, are to be given copies
of Appendix E.1.

The District Speechcraft Chairman and other assisting officers are to be given copies of
Appendices E.2 and E.3

Area and Division Governors are to be given copies of Appendices F.1, F.2 and F.3 in their
training.

Updated August 2008 Page 3



SECTION 1 - THE DISTRICT TREASURER

1.1 District Treasurer's Duties

The District Treasurer's duties are summarised by Toastmasters International (TI) in the following
extract from the District Administrative Bylaws [Article VIII, (i)]

"The District Treasurer shall have charge of all funds and other personal property of
the District and shall transmit the accounts and all undistributed funds to the
successor. The District Treasurer shall disburse all funds upon order of the District
Governor, as provided herein, and shall perform such other duties as may be
prescribed by the District Governor or the District Council”.

In essence, the Treasurer performs the role of:
= financial controller for the District's funds and assets; and

= adviser to the District Governor and the District Executive Committee on financial matters
including regular reporting thereon.

A more detailed definition and the Treasurer's role and responsibilities are provided in the District
Leadership Handbook.

Mission/Purpose

To establish and maintain effective fiscal management of the District. Promote the growth of
Toastmasters by providing sound financial guidance to the District. The District Treasurer is
eligible for re-election or re-appointment for one succeeding term only.

Qualifications

The District Treasurer should have knowledge of accounting and be acquainted with the handling
of financial matters. May be elected or appointed by the District Governor, subject to approval of

the Executive Committee and confirmation by the District Council. [In District 70 the Treasurer is
appointed by the District Governor in accordance with the policy adopted by the District Council.]

Guidance/Authority

1. Member of the Executive Committee, serving under the direction of the District Governor and
Executive Committee.

2. Uphold the policies and Bylaws of Toastmasters International, the District Administrative
Bylaws, as well as policies established by the District Council as defined in the District's
Continuing Motions.

3. Attend and participate in training programs provided by the District.

4. Approve disbursement of District funds in conjunction with the District Governor and in
accordance with the policies of the District and Toastmasters International.

5. Approve requisition of District funds from World Headquarters (WHQ) in conjunction with the
District Governor.

Duties/Goals
1. Develop, plan and recommend fiscal program using District financial resources including:

= Establishment of realistic budget based upon the goals of the District

= Recording, monitoring and evaluating of the District's financial performance.
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= Financial reports to the District Executive Committee and District Council.
= Requisition, receipt and disbursement of District funds.

= Short-term, medium-term, and long-term forecasting of District financial resources and
cash flow.

2. Submit a Treasurer's Report to the District Governor and Lt. Governors each month, beginning
with the July 1 through August 31 period. (These reports should be submitted within 30 days
of the end of the month.)

3. Submit the Treasurer's Report to WHQ for the three months ending September 30 and for the
nine months ending March 31. (Reports must be submitted to WHQ within 30 days of these
dates.)

4. Present a Treasurer's Report at each District Executive Committee and District Council
Meeting.

5. Provide District Audit Committee with all financial information and records covering the periods
of July 1 through December 31, and July 1 through June 30. Ensure that Audit Committee
submits a Midyear Audit to WHQ on or before February 15 and a Year-End Audit on or before
August 31.

6. Disburse funds for operating expenditure within the limits established by Toastmasters
International policy, District policy, and the District budget.

7. Maintain custody of all District assets including District banner, gavel, educational supplies,
and other properties. [In District 70, The Treasurer maintains the records of the physical
custody of each of these assets and reports these details as per Section 6.4. This duty is one of
liaison with the activities of the specialist District Officers who are responsible for District
Supplies, etc.]

8. Prepare successor to assume office, providing all documents and financial statements acquired
during tenure. Complete the steps necessary for an orderly transfer of office by June 30.

9. Assume financial duties as directed by the District.

1.2 Reference Material

The Treasurer's function is vital to the effective management of District 70 and the following four
documents should be studied closely to obtain proper understanding of the overall administration
of the District's operation:

= District Administrative Bylaws (Code No. 210-D)

= Current list of District Continuing Motions as published in the Report Book for each District
Conference

= District Leadership Handbook (Code No. 222)
= This District Finance Manual

The outgoing Treasurer is to supply the incoming Treasurer with the latest available editions of
these documents, together with all accounting records listed under Section 4.2.

The incoming Treasurer should become familiar with the above information as a first priority upon
taking up the position, but most importantly with the contents of this manual. This is because all

relevant information on financial matters from the first three documents has been included in this
manual. Note that it is the responsibility of the District Secretary to ensure the District Continuing
Motions are updated following each Annual and Semi-annual Conference.
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SECTION 2 - FINANCING THE DISTRICT

2.1 Financial Year

The financial year is the same as the District year, being from July 1 to June 30

2.2 Finance And Record Requirements

Article XII of the District Administrative Bylaws sets out the following requirements.

Finances. The conduct of this District's financial affairs shall be subject to policies
established by the Toastmasters International Board of Directors from time to time.
Payments of District expenses shall be made only for expense items benefiting the
District and consistent with the purposes and policies of Toastmasters International.
Toastmasters International will transfer funds to the District upon presentation of a
requisition which sets forth the purpose of the withdrawal and which is signed by the
District Governor and either the District Secretary or District Treasurer. All
disbursements of District funds shall be subject to the approval of the District
Council and shall be in accordance with the District budget unless otherwise
approved by the Board of Directors.

Records. The outgoing District Officers shall transfer to the incoming Officers, in
good order, the complete records of their respective Offices by the beginning of the
administrative year (July 1).

The Tl Board of Directors policy states that this means that full control of all funds must also be
passed to the new District Governor and District Treasurer by no later than July 1. The outgoing
District Governor and District Treasurer may retain copies of any records needed to complete the
year-end audit. Any funds, statements or other financial documents received after July 1 shall be
given immediately to the new District Governor or District Treasurer.

2.3 Financing of District operations

The District Leadership Handbook provides the following information in relation to District funds.

Toastmasters International Funds

All District funds, regardless of the source of these funds, are Toastmasters International funds.
These funds are to be used to carry out the Mission of Toastmasters International. Any residual
funds raised in connection with a District event (such as conference or speech contest) sponsored
by a Club, Area or Division belong to the District and are Toastmasters International funds.
Similarly, any funds held in a Division or Area account belong to the District and are Toastmasters
International funds.

District funds are to be used by Districts in ways which benefit the members of Toastmasters
International within the District, and promote education, growth and development of membership
and new Clubs. In order to protect Toastmasters International should the need arise, the Executive
Committee of Toastmasters International is authorised to direct World Headquarters to withhold
funds available to a District and/or assume financial control of a District.

All District bank accounts and funds must be included in the District budget and audits, including
any accounts held at the Division and Area level. Commingling of District funds with funds in
personal accounts, Club accounts or any other accounts is prohibited.

The Executive Director of Toastmasters International, District Governor and District Treasurer shall
have signatory authority on all accounts established by the District, including any Division and Area
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accounts. For the purposes of access to District records, it is recommended that at least one Lt.
Governor also be a signer on all District accounts. A signature card must be forwarded to the
Executive Director for signatory authority on all accounts. The signed card will be returned to the
District for implementation.

All signatories on corporate bank accounts of Toastmasters International, including those located
in the various Districts, are approved by the Executive Committee of Toastmasters International.
The bank details, including signatories on each account, must be sent to World Headquarters for
presentation to the Executive Committee. Replacement of a previously approved signatory is not
effective until the replacement is approved by the International President, whose approval is
subject to ratification by the Executive Committee.

Revenue

Each Club pays to Toastmasters International a sum based upon the number of Club members, at a
rate stipulated in the Toastmasters International Bylaws. Payments are made semi-annually. Article
IX (b) of the District Administrative Bylaws prohibits District from imposing financial obligations on
any Club.

World Headquarters sends semi-annual report forms and copies of its records of Club membership
to each Club not later than the first week of September and the first week of March. Each Club
revises and corrects its membership list and returns its list, with its semi-annual report form
showing the tabulation of its payment, accompanied by a cheque payable in U.S. funds in the
correct amount, not later than April 10th or October 10th. Any Club which fails to submit its report
and cheque within sixty days of the due date is subject to cancellation of its charter (unless it has
received an extension).

Each District is allotted a sum for its direct use. The sum is based upon the amount of dues
received at World Headquarters. This sum currently consists of $US 6.75 for each semi-annual
membership payment. New members have a pro rata credit of $US 1.12 per month. Therefore it is
in the District's best interest to assist Clubs in maintaining full membership. Encourage all Clubs
in the District to promptly submit their semi-annual reports and payments to World Headquarters.

New Clubs formed during the budget year are processed in a slightly different way. The initial
payment from a new Club includes the charter fee, membership dues payment for six months in
advance, and a new member fee for each charter member. The District receives its allotment of the
membership payments. If the new Club charters after the first month of the semi-annual reporting
period, its next semi-annual report will be prorated to bring it into the normal dues cycle. The
District then receives a proportional amount of the membership payments from any prorated Clubs.

These funds are held in an account maintained by World Headquarters called the District Reserve
Account. Funds can be requisitioned by the District Governor and the Treasurer. However, before

withdrawals can be made, all of the following "minimum requirements" must be on file with World
Headquarters.
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Minimum Requirements For Withdrawing District Funds

These minimum requirements and the date due for each at World Headquarters are as follows:

Requirement Date Due
District Officer List July 15
Signature Card July 15
Calendar of District Meetings July 15

Changes in Club assignments to Areas and/or Divisions July 15

Year-End Audit Report August 31 (following
administrative year)

District Budget September 30

Treasurer's Report November 15

(July 1 - September 30 period)

District Financial Records for Previous Year November 30
Midyear Audit Report February 15
Treasurer's Report (July 1 - March 31 period) May 15

If any of these items as described are not received by the required date, no Requisition for Funds
will be honoured until the item(s) is received at World Headquarters. (From Tl Policy document)
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SECTION 3 - THE DISTRICT BUDGET

3.1 The Budget Committee

The incoming District Governor is required to appoint a Budget Committee by June 15 with
him/herself as Chairman. Such committee is to include at least the outgoing and incoming
Treasurers and the incoming Lt. Governor Education and Training, Lt. Governor Marketing, Public
Relations Officer and the District Secretary. Individuals with specific expertise may be called upon
to provide input at the discretion of the District Governor.

3.2 Preparing The Budget

The District Leadership Handbook provides the following information on preparing the District
Budget:

World Headquarters cannot honour District requisitions in excess of, or inconsistent with, the
budget submitted.

A budget is a forecast of estimated income available and the expected expenditures for the District
covering the period July 1 to June 30.

Budgeting is a three-step process:

1. Estimating income for the upcoming year.

2. Setting funding priorities based upon District goals.
3. Allocating funds according to priorities

Estimate Income. District Governors receive directions for completing the District budget along
with District Budget forms. Estimate income for the year by projecting the number of membership
and new member payments. Keep estimates realistic and conservative. It is a good idea to base
projected income on the actual amount which the District received during the current year.

Set Priorities. Districts tend to budget for the same activities that were funded the previous year.
However, it is essential that District review priorities each year. Keep the focus on funding
activities which will help the District become a Distinguished District. Follow the budget guidelines
established by the Board of Directors and listed below.

Allocate Funds According to Priorities. Once your goals and priorities are defined, put District
financial resources behind those priorities. Refrain from allocating a lump sum to money to
Divisions, Areas etc. Fund specific activities which will result in membership growth and retention,
new Clubs and educational achievements.

There needs to be separate budgets prepared for each of the following:
= District account

=  Supplies

= Speechcraft

=  Two Annual Conferences

= District Changeover Dinner

The budgets for the Annual Conferences and Changeover Dinner do not need to be submitted at
the same time as the District budget.
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3.3 Budget Setting Priorities

To guide Districts in preparing a budget, the Toastmasters International Board of Directors
prepared the following prioritised list of items for which District funds may be used:

District and Club officer training.

Club extension.

Club rescue

Membership growth

Promotion of Toastmasters International educational programs within Clubs.
Communication within the District, including District bulletins, directories, newsletters, etc.
Administrative supplies and District management materials.

Awards and recognition.

O 0 N O O bk~ w N

Authorised District officer travel to officially recognised conferences and meetings within the
District and to the International Convention in August.

10.Speech Contests, District Conferences and meetings.

When preparing a budget and allocating funds, a District should treat the first item on the list as
the most important when compared to the others. Then, the second item on the list should be
considered for funding before the remaining items and so on. This does not mean that items at the
beginning of the list should receive more funds than items at the end of the list. However, effort
should be made to ensure that sufficient funds are allocated for higher priority items. If financial
resources are limited, items at the beginning of the list should receive top priority for full funding
compared to the remaining items. For example, Districts may not need to spend as much money on
training when compared to District Communications. However, if it is necessary to cut expenditure
due to limited funding, then it is appropriate to fund training fully and decrease the amount spent
on District bulletins and other items of lower priorities.

Emphasis must be placed on items that contribute directly to the critical success factors of
training, Club extension, membership growth and educational achievements.

District officer Expenses
The following guidelines apply to priority 9 — Authorised District officer travel.

In the event a District Officer moves out of the boundary of the District and retains their office,
reimbursement shall be based on either the residence of the Officer at the time of election or the
Officer's current residence, whichever is less.

The expense allowance for Area Governors is determined as follows:

= Travel A District budgeted unit cost per kilometre travelled from home and return to all
attended Area Council meetings in the Area, all attended District Executive meetings, all
attended District Conferences and twice each year to each Club attended in the Area.

= Other Expenses An allowance for other expenses of 20 times ordinary letter rate for each Club
contacted by ordinary telephone call and double this amount for Clubs contacted by STD
telephone calls.

The expense allowance for Division Governors is determined as follows:

= Travel A District budgeted unit cost per kilometre travelled from home and return to all
attended Area Council meetings in the Division, all attended District Policy meetings, all
attended District Executive meetings, all attended District Conferences.

= Other Expenses An allowance for other expenses incurred liaising with each Area Governor
comprising 20 times ordinary letter rate for each Area Governor contacted by ordinary
telephone call and double this amount for Clubs contacted by STD telephone calls.
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International Convention

With regard to the International Convention, Tl reimburses the Travel expenses of the District
Governor, the Lt. Governor Education and Training and the Lt. Governor Marketing to the training
session conducted at the Convention (full reimbursement of lowest applicable air fare). The District
Governor also receives from Tl a $US30 per diem allowance to attend the Convention, to a
maximum of $US 120, a complementary Convention Registration and a ticket to the President's
Dinner Dance.

District 70 also pays a subsidy to each of the three officers attending the Convention up to a limit
of 5 nights accommodation at the published room rate for the Convention venue, converted at the
District Budget $US conversion rate. This amount can only be paid from funds raised within the
District, being District Speechcraft and District Supplies. The amount to be included in the budget
is to be determined annually by the full Policy Committee, with the 3 officers concerned not having
a vote on the matter.

District Conferences
The following District policies should be noted in relation to Conferences.

= District pays a subsidy of the Conference attendance (registration) fee, to a maximum of two
registrants per Club per Conference, to attend two District Conferences per annum provided
such meet further than 150km from the Conference venue, and shall not include payments to
registrants living outside the general location of the Club. While Clubs are made aware of the
policy through their Conference Report Books, the onus has always been placed on club
delegates to make a claim for the subsidy. Historically the level of claims has only been a
fraction of its potential. However, when a Conference is held in Canberra, the potential amount
of claims would be significant.

= District provides personal trophies to the first, second and third placegetters at District level of
the Evaluation Contest and International, Humorous and Table Topics Speech Contests.

= Payment is to be provided of full fees and single rate accommodation at all District 70
Conferences for the District Governor, Lt. Governor Education and Training, Lt. Governor
Marketing, Public Relations Officer, Immediate Past District Governor, District Treasurer, and
District Secretary.

= Where out of pocket expenses are paid to non-Toastmaster guest speakers, such fees are to
come from the Conference budget.

Club Extension

District cannot reimburse club charter fees. These funds are provided by the sponsoring club, or
otherwise raised by the newly formed club.

It is District policy to award a newly chartered club the following, which must be allowed for in the
budget:

= Club Banner
= Set of timing lights OR educational material to the value of $125.

NOTE: District does not purchase Area banners.

3.4 District Budget Expenditure Limits.

It is a requirement that the District budget must match the separately prepared District High
Performance Plan and provide full funding in the categories of membership and Club extension,
and Officer training. Therefore District budget expenses must be limited as follows:

=  Membership and Club Extension: no budget limit
= Communication and Public Relations: maximum 25 percent of total budget

= Officer training: maximum 30 percent of total budget
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= Speech contests and awards: maximum 10 percent of total budget
= Administrative: maximum 20 percent of total budget

= Travel: maximum 30 percent of total budget

= QOther: maximum 10 percent of total budget

After September 30, the District will not be able to withdraw funds from its District Reserve
Account at World Headquarters until a budget is submitted which conforms to these standards.

District funds are NOT permitted to be used for:
1. Payment of charter fees.

2. Payment of any Club's dues.

3.5 Procedure For Determining Budget Parameters

The first task is to set an exchange rate for the new District year. This rate is normally the real rate
at the start of the year and should be used in all reporting for the year unless there is an
exceptional change in the real rate. Based on this rate,

List funds at World Headquarters carried forward from prior administration
Add funds in District's local bank account and any term deposits held.
Add estimated income for current year.

(Shows total available income).

o M N

Deduct reserve required for carry-over to next administrative year (25% of membership income
for year).

o

(Total is the net funds available).
7. Set estimated total expenses, subject to later classification.

8. Determine balance of income (remaining at end of year).

3.6 Committee Process

The District Budget Committee must meet to discuss broad policies for the forthcoming year as to
the quantity of funds to carry forward to the next Executive and thus the availability of funds for
expenses. The incoming Treasurer should assist the Committee by preparing detailed working
papers showing the assumptions used in preparing the budget.

An example is shown in Appendix A, although further work sheets may be included detailing items
such as,

= the assumptions for calculating membership, new and charter member income
= the plans and costings adopted for club extension and club assistance for the term
= the detail of District Officer travel and Conference attendance.

In preparing estimates for major expenditure, 3 quotations should be obtained. This particularly
applies to printing, where 3 quotations should be obtained for printing of the District Directory,
District 70 News (based on projected size and number of issues) and Report books for 2 District
Council meetings

The Committee is also required to approve the establishment and amount of all operational floats
to be provided for the year to District Officers. For example floats can be provided if necessary for
the District Secretary, District Speechcraft Officer, District Supplies Officer and Warehouse
Officer.
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3.7 Budget Approval

The budget is to be prepared in Australian dollars for the ensuing financial year and this should be
completed by September 15 (see example in Appendix B). This budget is to be approved at the
first Executive meeting of the District year. Once approved by the Executive Committee, the
Australian Budget should be converted to US dollars at the prevailing rate of exchange, copied on
to the appropriate Tl form (see example in Appendix C) and sent to reach World Headquarters by
September 30. A copy of the Australian budget (summary only) is provided to each Club via the
report Book and presented to the District Council at the Semi-annual Conference for approval.

The budget should be submitted on the official form provided by World Headquarters to the
District Governor. A copy of the budget must be submitted to World Headquarters by September
30, and a copy provided to each Club in the District in the Agenda & Report Book for District
Council approval at the Semi-annual Conference. Any amendments to the budget must be
submitted to World Headquarters within 30 days.
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SECTION 4 - DISTRICT FINANCIAL
CONTROLS

4.1 Minimum Requirements

The District Leadership Handbook provides the following information in relation to District
financial controls.

Since District funds are Toastmasters International funds, every District must have in place the
following financial controls to ensure proper stewardship of those funds.

District Budget. The estimated District Budget must be signed by the District Governor, Lt.
Governor Education and Training, Lt. Governor Marketing, and Treasurer.

[District Bank Account. |t is District policy that all District 70 operations shall be conducted
through one Australian bank account except where it is necessary to maintain additional accounts
for legal requirements. For a long period the account has been with the National Australia Bank
and further accounts are maintained for each financial entity and the TI membership agency.
Surplus funds are retained as a reserve and lodged on Interest Bearing Deposits at the National
Australia Bank. A credit card facility is also maintained with the Bank, allowing the District to
accept payments by MasterCard or Visa. These are normally only accepted for the purchase of
supplies, for District Speechcraft registration and for attendance at Conferences.]

District Cheques. All District cheques must be signed by both the District Governor and the District
Treasurer. Cheques made payable to the District Governor or District Treasurer should be signed or
approved in writing by a Lt. Governor. [It is District practice for the Lt. Governor Education and
Training and the Assistant Treasurer to be alternative cheque signatories (see Section 4.3(2)).]

Expense Documentation. All District expenses must be supported by receipts or documentation.

District Treasurer's reports. District Treasurer's reports, showing variances with explanations, must
be provided as follows:

= Monthly reports to the District Governor and Lt. Governors (refer Section 6.2).

= A Treasurer's report presented at each Executive Committee Meeting and each District Council
Meeting (refer Section 6.2).

= Quarterly reports to World Headquarters for the end of September and March.
All reports are due within 45 days of the end of the month.

Reimbursement Approval. All expense reimbursement claims must be approved by the District
Governor. Refer payment voucher system in Section 4.3

Expenditure Approval. A single expenditure in excess of $1,000 for budgeted items and $500 for
non-budgeted items must be authorised verbally or in writing in advance by the District Governor
and at least one Lt. Governor, in consultation with the District Treasurer. Failure to obtain proper
authorisation could be cause for non-re reimbursement by a District to a District Officer or
individual Toastmaster.

Receipts Required. Receipts are required for all reimbursements. If a receipt is lost, a detailed
explanation of the expense is required. Mileage reimbursement authorised as part of the District
budget require an explanation detailing the date, miles travelled, and reason for trip(s).

Timing of Reimbursements and Reimbursement Claims. Reimbursement by a District should be
made within 60 days after receipt of an authorised reimbursement request based on the
availability of funds. Reimbursement claims should be made within 60 days of incurring the
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expense or by July 31 for expenses incurred in June. For expense which are incurred throughout
the year (eg Area and Division Governor expenses), claims must be submitted by July 31.

District Accounts - Signatory Authority. All District funds are Toastmasters International funds,
including those funds held in any Division and Area accounts. Toastmasters International must be
able to access records or funds related to any of its accounts should the need arise. Therefore, the
Executive Director of Toastmasters International must have signatory authority on all accounts
established by the District, including Division and Area accounts.

District Officer Compensation. No District, Division or Area officer shall receive a salary or other
compensation except a return for expenses incurred for the benefit of the organisation and only to
the extent provided for in the adopted District budget.

Impropriety. To avoid the appearance of bias or impropriety, it is recommended that the District
Governor should not appoint as District Treasurer anyone having a significant personal or
professional relationship with the District Governor.

4.2 Accounting Records Required

The following accounting records should be maintained:

1. The accounts of the District are to be kept on a computer using the District’s licensed copy of
MYOB.

2. The account data is to be backed up on to a suitable backup medium each month. The backup
information is also to be sent (by email for example) to another nominated District Officer for
off site security. The accounting records should be supported by:

= Cheque Book

= Deposit Book

= Bank Statements, Interest Bearing Deposits, Correspondence, etc.

= Reserve and Trading Account Statements from WHQ

= Claim forms and receipts

File for Monthly Income and Expenditure Statements supported by payment vouchers.
Budget File

Audit File

Annual Accounts File

o o AW

Note: Copies of items 3, 4 & 5 should be held for the current and previous years, noting the
requirement in Section 6.3 to send certain records from the previous year to WHQ by November 30
each year.

4.3 Claim Form (see example in Appendix D)

1. No payment is to be made without a duly completed District Claim Form. At the beginning of
the District financial year, give blank forms to those officers who are likely to require them and
explain how they are to be completed.

1. All Claim Forms and Cheques require two signatures from any two of the District Governor, the
Lieutenant Governor Education and Training, the Treasurer and the Assistant Treasurer. None
of these Officers shall sign cheques payable to themselves, nor authorise claims made by
themselves.

2. All Claim Forms must have supporting documents or a signed statement that the expense was
properly incurred on behalf of District 70.

3. Compliance with these instructions should not delay payment of external charges.

4. All supplies drawn for District use must be supported by an invoice from the Supplies Officer.
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5. All completed claim forms must carry the number of the associated cheque. This should be
used as the basis of Claim Form numbering.

6. The Lieutenant Governor Education and Training or the Lieutenant Governor Marketing should
endorse the authorisation for payment where claims are made against budget items for which
they are responsible. This authorisation can be obtained verbally by the Treasurer to avoid
delay in payments.

7. All claims will be paid as soon as practically possible, but at any rate within 30 days.

4.4 Taxation Matters

District 70 is not an independent or legal autonomous entity. Rather it is an administrative unit
and integral part of Toastmasters International, a California non-profit public benefit corporation.
All Clubs in the District are non-profit entities that are exempt from income tax as public
educational institutions (Section 23e of the Income Tax Act) and the operations of the District and
Clubs are exempt from income tax. The District also holds a letter confirming the exemption of
Toastmasters from State Stamp Duty on Insurance Policies (see Appendix L).

Because the turnover of the District is greater than $100,000 per year, the District is required to
and has registered for GST. The District also has an ABN (Australian Business Number). The
registered number for both purposes is 39 530 752 171. The District has chosen to exercise an
option under the GST legislation of treating a number of units or activities as if they were separate
entities for GST purposes.

Under the GST legislation, for this option to apply,
= The District itself is required to be registered for GST.

= Each sub-entity must maintain an independent system of accounting, which requirement is
supported in our case by separate bank accounts.

= Each sub-entity must be separately identifiable because of its activities or location.

= Each sub-entity must be referred to in the District's records and accounts as a separate sub-
entity for GST purposes.

Details of the District’s ABN/GST registration status can be seen by inspecting the ATO’s
Australian Business Register. This is done by going to http://www.business.gov.au and following the
ABN Lookup link, then select “advanced search”. Type in Toastmasters in the search box as well
as select NSW from the choices below. This search also lists all Clubs in NSW that have an ABN.

Whenever there is a change of District Treasurer, the details of our registration must be changed.
This cannot be done online without an ATO Digital Certificate. However, forms are available by
calling 1300 720 092. .

4.5 Financial Sub-Entities

The three "financial sub-entities" operated within the District for GST purposes are District
Conferences (2 per year plus the District Changeover Dinner and C&L Awards Dinner but operated
as one Conference sub-entity), District Supplies and District Speechcraft. Each sub-entity is
controlled by a designated Chairman or Officer-in-charge, but the accounts for each sub-entity are
maintained by the District Treasurer. The Chairman/Officer and the District Treasurer are required
to ensure that records are kept and produced in accordance with this manual and that the
established procedures defined below are followed.

Separate deposit books are issued to the Officer-in-charge of each sub-entity to enable him/her to
make deposits directly into the appropriate bank account. All expenses are to be submitted on
official District 70 claim forms and to be approved by the Officer-in-charge before submittal to the
District Treasurer for payment. Approval of the claims will be in accordance with Section 4.3
above.
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District Events

The 2 District Conferences, the District Changeover Dinner and District CL Award Dinner are
discrete projects within the year and are fully accountable as such. All banking is done through the
District Conference account.

Each Event Chairman/Committee is required to submit

= A budget to the District Executive for their approval by Feb 28 (Annual Conference) or July 28
(Semi Annual Conference), or for the Dinners before 3 months prior to the event.

= A preliminary statement of accounts to the District Executive by June 30 (Annual Conference)
or Dec. 10 (Semi Annual Conference)

Each Conference Committee, Changeover Committee and C&L Awards Function Committee is also
required to ensure that all advance registration payments, including credit card payments, are
processed and banked to the District's Conference bank account within 30 days of receipt.

District Supplies

The Officers in charge of District Supplies operations are to given copies of the administrative
requirements of the position, being Appendix E.1. With District Supplies, it is a requirement for
the Central Supplies operation and all Branch operations that:

= All supplies transactions be supported by a numbered invoice

= The invoice to list quantities, items and the method of payment (cash, cheque, credit card,
etc.)

= All transactions to be listed on a ledger sheet and copies forwarded to the District Governor and
Treasurer each month.

= Supplies banking to be done in a triplicate bank book to the District Supplies bank account
and the duplicate to be sent to the Treasurer each month.

= All supplies items are to be paid for at the time of sale prior to delivery. On no account is credit
to be given to either individual members, Clubs or other Districts.

District Speechcraft

The Officers in charge of District Speechcraft are to given copies of the administrative
requirements of the position, being Appendices E.2 and E.3. With District Speechcraft, it is a
requirement that:

= All registrants complete an enrolment form containing name, address and type of payment
(cash, cheque, third party cheque, credit card, etc.)

= A District 70 receipt be issued to all registrants, quoting the District ABN

= Speechcraft banking to be done in a triplicate bank book to the District Speechcraft bank
account and the duplicate to be sent to the Treasurer each month

= Enrolment information, receipt and duplicate bank slip to be sent to the Treasurer before
completion of each Speechcraft program.

= At the completion of each Speechcraft program, or group of programs if run concurrently, the
Speechcraft Officer is to complete a Speechcraft Performance Report (see example in
Appendix E.3) and forward copies to the District Governor, Lt. Governor Education and Training
and the Treasurer.

= Speechcraft Program Co-ordinators and Assistant Co-ordinators may be paid an expense
allowance per program at the discretion of the Policy Committee each year. If an allowance is
paid, this is to cover any expenses coordinators may incur for travel, phone, postage, fax and
photocopying and no separate reimbursement of these expenses is to be paid.
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4.6 Special Agency Operations

The District currently has a special operation in place, known as the Tl Warehouse, to provide a
service to members and clubs disadvantaged because of the location of World Headquarters in the
USA. Here the District is acting as an agent of World Headquarters in facilitating the distribution
of membership material. The District Officer appointed to warehouse material on behalf of Tl is
responsible to the District Governor for the efficient conduct of the operation. All expenses
associated with mailing material on behalf of Tl are reimbursed by WHQ. Because reimbursement
can be delayed, it is usual to provide the Warehouse Officer with a float from District funds.

4.7 Deposit Books

Special encoded deposit books are used for each sub-entity having a separate bank account,
namely District Conferences, District Supplies and District Speechcraft. These deposit books must
be used when District Officers deposit funds into the relevant bank accounts in order to keep all
receipts in their correct accounts.

4.8 Area And Division Speech Contests

The District Leadership Handbook specifies the following.
ACTIVITIES ON BEHALF OF DISTRICTS

Funds raised in connection with District events/activities, including Area or Division
events, belong to the District. If an event/activity results in a loss, that is also
assumed by the District.

Because of this responsibility, the District cannot entrust host clubs with full freedom to run such
contests in any manner they see fit. Equally, it is desirable for host clubs to conduct all contests
financially in order to avoid GST. Accordingly, the District has adopted the following procedures.
These are summarised in a hand out for Area and Division Governors (Appendix F.1).

= Area/Division Governors are to appoint a host club for all contests.

= The Area/Division Governor is required to prepare a contest budget in consultation with the host
club using the Contest Budget Form (Appendix F.3). This is to be submitted to the District
Contest Budgets Officer for approval at least 21 days before the contest. Financial Planning
Guidelines are to be issued to all Area/Division Governors (See Appendix F.2). The budget must
be signed by both the Area/Division Governor and the President of the host club.

= The budget is to be prepared to break even, or make a small (<$50) surplus, not counting
raffle proceeds.

= Once the budget is approved, final financial authority for the contest belongs to the host club.

= Expenditure over and above the budgeted amounts must be approved by the host club prior to
committing to the expense.

= All moneys received for the contest, including proceeds from the raffle, are to be banked by the
host club in their bank account and the host club is to pay all expenses associated with the
contest. No form of Area, Division or personal bank account is to be used for running a contest.

= Remember that budgets are estimates that are prepared with all available knowledge and
diligence, but occasionally, costs run above budgeted estimates for unforeseen reasons. Thus
clubs cannot unreasonably withhold reimbursement for expenses paid by District officers.

= |f there is an overall loss on a contest, the Contest Budget Officer will arrange for the District
Treasurer to issue a cheque to the Host Club to cover this loss after receiving the financial
statement. However, note that losses will not be considered for reimbursement unless the
proposed budget has been submitted and approved before the contest is promoted.

= |f there is a surplus on a contest (including any raffles run in conjunction with the contest), the
surplus may be kept by the Host Club. The ability to keep this potential profit is being allowed
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by the District to make it attractive for Clubs to host contests, to encourage them to run them
profitably and to enable them to generate funds to enhance their services to members.

Host Clubs Catering At Area & Division Contests

There are circumstances where clubs can provide food and refreshments at Area and Division
contests, for the purposes of making a surplus.

= Club catering is acceptable if it covers light refreshments only. This is defined as food that is
commonly eaten while standing such as finger food, cakes and sandwiches. It can include
commercially bought food as long as it only needs to be reheated, not cooked.

= |t is not acceptable to provide sit down meals, food that needs to be cooked or a meal that
requires cutlery.

= An exception to this rule occurs where the club member supplying the food has the appropriate
insurance (eg they are a professional chef or caterer) and this activity is covered by their
insurance.

4.9 Insurance Policies

The District maintains a Business Insurance Policy to provide Public and Products Liability cover
for all District and Club activities. The current policy is renewed annually by the Treasurer. Copies
are to be supplied to Clubs on request, as many venues demand evidence of such a policy before
they will allow a Toastmasters activity to take place. The District also has an Insurance Policy to
cover District Supplies, which is also renewed annually by the District Treasurer.

4.10 Conflict Of Interest Policy

Notwithstanding the voluntary nature of our organisation, there are times when the District can
obtain a more cost effective result employing a toastmaster member to carry out a specific body of
work rather than paying a business or person that is not familiar with our organisation.

The District Leadership Handbook provides guidelines for recognising and handling potential
conflicts of interest, where the District contemplates a material transaction (more than $100) with
either a District Officer, or with a person or business with whom a District Officer is affiliated. By
way of clarification:

= A District Officer refers to a voting member of the District Executive.
= An officer is affiliated with a person if they are related to that person by blood or marriage.

= An officer is affiliated with a business if the officer has any financial interest in the company
(by holding more than 1% shares, or by being an employee, director, owner or agent of the
company)

Any such District officer may present a proposal for such a transaction, and answer questions
relating to the proposal, but must not otherwise participate in the discussion, and must abstain
from voting on the matter.

Conditions For Proceeding With Conflict of Interest Transactions

The District may engage in a transaction described above if and only if the following conditions are
met prior to the transaction:

Each District officer involved discloses to the District Executive all relevant facts concerning the
transaction and their affiliation with the parties to the transaction.

The District Executive shall review the relevant facts. The transaction may be approved only if a
majority of the District Executive concludes that:

= The proposed transaction is fair and reasonable to the District and to TlI.
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= The District proposes to engage in the transaction for the purpose and benefit of the District
and TI, and not for the benefit of the District Officer involved, nor for the benefit of any parties
with whom they are affiliated

= The proposed transaction is the most beneficial arrangement which the District could obtain
under the circumstances with reasonable effort.

The minutes of any meeting at which such a decision is taken shall record all matters disclosed to
and considered by the body, the vote taken, and any abstentions.

Transactions That May Never Be Approved

Certain transactions may not be approved under this policy under any circumstances. Those
include:

= Any loan of the District’'s money
= Any guarantee or extension of the District’s credit

= Any funds for the personal use or benefit of the recipient

4.11 Internef Banking

To complement its paper based payments and records system, the District maintains a carefully
monitored internet banking facility to provide cheaper and more efficient queries and payments.

View Only Access for Managers of Subentities

The District Treasurer will organise password based view only access to the following officers on
their appointment to enable them to view tarnsactiona dn balances on the acooutbn for whioch
they are responsible. :

= Supplies Account — Supplies Sales Officer;
= Speechcraft Account — District Speechcraft Coordinator;

= Conference Account — The Semi-Annual and Annual conference chairmen or the registration
officers (at the discretion of the chairmen) and the Changeover Chairman.

Payments Inwards Via The Internet

Members and outside parties are able to make payments into the Speechcraft, Supplies and
Conference accounts. To enable matching of payments with payers, particularly in the case of
Conference payments where large numbers of payments of identical value are made it is important
that the payer provide their name in the reference field. Order/Registration Forms must be
designed top remind people of this requirement and the importance of keeping a printed record of
the transaction.

Payments Outward Via The Internet

The District has set up a NABConnect facility, a two person authenticated payment outward
system. The procedure is as follows:

= A claim form is received by Treasurer, who registers and validates it.

= |fvalid, it is scanned and e-mailed (or faxed) to the District Governor, LGET and LGM
(whichever combination is appropriate) for approval.

= Treasurer will load payment on NABConnect at the same time.
= The DG/LGET/LGM will authorise the payment on NABConnect if appropriate to do so.

= At this point, the payment will be released and end up in the recipient’s bank account within
2-4 banking days.

= Approved form is returned to the Treasurer.
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4.12 Communication of Changes To Financial Policy

Significant changes to the Finance Manual are to form part of the District Governor’s report at the
Annual Conferences.

All non-editorial changes are to be communicated in the District Newsletter.
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SECTION 5 - DEALING WITH WORLD
HEADQUARTERS

The following extracts are taken from the District Leadership Handbook:

5.1 Requisition Of Funds And Purchases From Ti

Withdrawals must be made on the standard requisition form provided to District Governors. The
form must carry the signature of both the District Governor and the District Treasurer. No payments
will be made by World Headquarters which exceed the District's budgetary allowance.

Requisitions should be made at thirty to sixty day intervals to cover either expenses incurred or
estimated needs for the near future. Since a certain amount of time may be required to process
requisitions, please allow two weeks for the return payment. The cheque covering the requisition
will be made payable to the District and sent to the District Governor.

As a limitation on the requisition of District funds, the Board of Directors has approved the policy
of maintaining a reserve in the District account at year-end so that incoming District officers have
available funds for the performance of their duties. On June 30 the outgoing administration must
have on reserve an amount equal to 25 percent of the District's membership income for the
previous year. World Headquarters will limit withdrawals so that on June 30th there will remain on
account an amount equal to 25 percent of the District's membership income for the previous year.

5.2 Financial Reports From World Headquarters

Each month World Headquarters sends the Treasurer and District Governor:

1) A District reserve account statement of available funds held by World Headquarters for the
District's use. The statement shows:

= the balance at the beginning of the month;
= credits to the District account;
= credits to the District account allocated as membership payments made by Clubs;

= charges deducted from the account for funds requisitioned by the District during the
month;

= the balance at the end of the month.

2) A statement of the District account for purchases charged to the District.

5.3 Charging Purchases From World Headquarters To The
District Account

All orders for supplies and materials to be charged to the District account at World Headquarters
must be approved by the District Governor and should be submitted on the District's order forms
provided. Orders submitted without the District Governors approval signature or telephone orders
from other District officers cannot be charged to the District account.

Invoices for orders charged to the District account are sent to the District Treasurer. At the end of
each month, the Treasurer should send a cheque to Toastmasters International in payment of the
amount shown on the monthly statement. All charges are due and payable within thirty days of

invoice date. Any unpaid charges on the account will be taken into consideration when processing
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an order or requisition for funds. If a District has any unpaid charges at the end of December or at
the end of the fiscal year (June 30), these will be deducted from the District reserve fund.

[It should be noted that it has been the practice in District 70 for many years to maintain
sufficient credit in the District Reserve Account to meet the requirements of the amounts due in
the District Trading account and the minimum requirements of the Reserve Account. An automatic
transfer of funds from the Reserve Account to the Trading Account is made at World Headquarters
at December 31 and at June 30 each year. This has a number of practical advantages including
minimisation of currency fluctuation effects and bank charges but must be monitored constantly
by the Treasurer.]

5.4 Transfer And Ownership Of District Records And
Communications

All District funds, bank statements, cancelled cheques, and any other financial records are the
property of the District administration in office and Toastmasters International. Such funds and
records shall be delivered to the new District Treasurer or new District Governor no later than July
1 of the new District administrative year.

District should maintain two concurrent cheque books on the main District account. During the
period July 1 to August 15, the previous administration should use the alternative cheque book to
sign cheques for expenses incurred for the year prior. This cheque book must be handed over to
the new administration by August 15.

Correspondence, memorandums and other communications received by a District are District
records and are Toastmasters International property. The District Governor shall determine whether
the contents of these communications should be shared with other District Officers and the
method of distribution, based on the best interests of the District and Toastmasters International.

The outgoing District Treasurer and the outgoing District Governor may retain copies of any records
necessary to complete the District year-end audit. Any funds, statements, or other financial
documents received after July 1 shall be given immediately to the new District Treasurer or new
District Governor.

After the year-end audit has been approved by the District Council, the district shall send to World
Headquarters the following financial records required by the U.S. Internal Revenue Service as soon
as possible but no later than November 30; cancelled cheques. Bank statements, paid invoices,
cash receipts journals, and cash disbursement journals.

Because manual journals are no longer kept in the computer age, World Headquarters have advised
that they will accept an annual print-out of all transactions instead. The material sent to World
Headquarters is also to include all registration and order forms for the financial sub-entities of
District Conferences, Supplies and Speechcraft.
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SECTION 6 - REPORTING

6.1 Calendar of Reports Required
The following reports are required in the order shown:
1. District Budget (to WHQ by September 30)

2. Monthly Income and Expenditure Statements - for District Policy and Executive Committees,
beginning with the period July 1 through August 1

3. Report for July 1 - September 30 period (to WHQ by October 30)
Midyear Audit Report, as at December 31, in $US (to WHQ by February 15)

5. Income and Expenditure Statement and Audit report (both in $A) for the six months ended
December 31 to be presented to the Annual Conference.

6. Report for July 1 - March 31 period (to WHQ by April 30)
7. Audit Report, as at June 30, in $US to WHQ.

8. Annual accounts for the year ended June 30 comprising Income and Expenditure Statements,
Balance Sheet and supporting schedules in $A to be presented to the Semi-Annual
Conference.

The reports for items 3, 4, 6 and 7 for TI must be submitted on special forms supplied to the
District Governor by WHQ.

6.2 Preparation Of Monthly Reports To District Policy And
Executive Committees

The District Treasurer is required by Tl to submit a report each month to the District Governor and
Lt. Governors. These reports should also be submitted to each meeting of the District Policy and
Executive Committees (see example of procedure to follow in Appendix G). In addition, a copy of
the latest available monthly report is to be presented at the Annual District Conference.

The report should include the following:

a) Details of all income and expenditure transactions by person/organisation and budget heading
since the previous report (see example in Appendix H)

b) A statement of the funds available to the District (see example in Appendix I)
= being cash in hand, at bank, or on deposit

= floats outstanding

= nett of District Reserve and Trading accounts at WHQ

c) An income/expenditure statement for the District year to date with comparison to the Budget
(see example in Appendix J)

Lengthy written comments are not necessary in this report. Any amplification can be provided
verbally.

6.3 Audit Reports

The District Leadership Handbook specifies the following.
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Audit reports of the District's financial transactions are prepared by the Audit Committee for the six
months ending December 31, and for the year ending June 30. The reports must be submitted to
World Headquarters by February 15 and August 31, respectively. Audit report forms are provided

to the District Governor by World Headquarters. The Audit Committee is composed of at least three
Club members who are not members of the District Executive Committee. This Committee must be
appointed by the incoming District Governor on or before July 1 and is required to submit their
report to the District Governor in sufficient time to enable the reports to be considered and then
forwarded to WHQ.

District audits must account for all District income and expenses. All District bank accounts and
funds must be included in the District audits, including any accounts held at the Division and Area
level. The Audit Committee is required to attend and monitor twice yearly stocktakes of District
Supplies. The Audit Committee is also to verify all outstanding floats at the end of the District
year.

A complete District audit for the prior year ending June 30 must be presented at the first District
Council Meeting following the International Convention. A complete Midyear Audit for the period
July 1 through December 31 must be presented to the District Council at the District's Annual
meeting. Any amendments to the audits must be submitted to World Headquarters within 30 days.

After the year end audit has been approved by the District Council, the District must send to WHQ
as soon as possible but no later than November 30 all the records defined in the last 2 paragraphs
of Section 5.4.

District Audit Report

In addition to the Audit Committee Report to TI, the Audit Committee must provide a more
detailed report to District, listing exceptions to procedure or financial guidelines. The scope of this
report encompasses all District financial activity, including actual handling of funds, as well as
observance of proper procedures. |ts purpose is to ensure that

= Expenditures are properly authorised, by the claiming officer as well as by the DG or relevant
Lieutenant-Governor.

= Expenditures are within the guidelines specified by this manual.

= Ledger transactions are not used to hide transactional anomalies

= All funds received by District are promptly banked

= All procedures for sub-entities are followed, including regular reports

This report is to be submitted to the District Governor and the Chairman of the Finance Committee
on completion. The report will be discussed at the next Policy meeting, then tabled at the following
District Exec meeting.

Restrictions On Withdrawal Of Funds Due To Audit Requirements

World Headquarters will not transfer funds after August 31 without the presence of the annual
audit, after November 30 without receipt of the financial records of the previous year and after
January 31 without receipt of the half-yearly audit. The District Governor and the Treasurer should
recognise the limitations imposed by the above restrictions and withdraw funds prior to the above
dates if required.

6.4 Preparation Of Accounts For The Year Ended June 30

Such accounts are to comprise the at least the following (examples of some of these are included
in Appendix K):

1. Income and Expenditure statement for the year
2. Balance Sheet at June 30

3. Supporting schedules to each of the above, to explain items which are not shown in sufficient
detail - to include at least the following:
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= Movements in the Toastmasters International Reserve and Trading Accounts;
= Supplies Trading Accounts:

= Speechcraft Trading Accounts, including details of the Number of Speechcraft programs
conducted and Number of registrations for each program

= Conference Accounts (Annual and Semi-annual), including details of the Number of
delegates registered and Attendance at major meal functions.

= Summary of Bank and Deposit Accounts

=  Summary of District Assets, giving descriptions of items, Number of items and their
Custodian

=  Summary of Debtors and Creditors
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SECTION 7 - CLAIMABLE ITEMS

District as an organisation offers leadership opportunities that are different from those offered at
club level. Officers give their time voluntarily to carry out the work of the organisation and to help
it run better. It is inevitable that in the execution of these duties, there will be costs involved.

This document identifies the most common areas of expenditure, and determines under what
circumstances they are claimable. The following should be kept in mind:

= All claims are at the discretion, and subject to approval by the District Governor (DG), The
Lieutenant Governor - Education and Training (LGET) and/or Lieutenant Governor — Marketing
(LGM)

= All claims must be submitted on a signed claim form within 3 months of the expense being
incurred, except for Area and Division Governor expenses, which must be claimed before July
31 for the prior year.

Travel Claims

Where a journey is claimable eg official visits by an Area Governor, the following applies
= Claimable rate is 20c/km

= |f public transport is taken, full reimbursement is allowed.

= Parking Fees not greater than $20.00, with receipt, are claimable with prior approval from
District Governor.

= Tolls that are not otherwise refunded by government are claimable.
= Taxi fares are not claimable

Substantiation: receipts are not needed, except for parking. You should list the journeys taken, and
the distance (or train/bus fare if by public transport). Tolls are also listed by journey.

Phone Claims

Where calls are claimable, the following applies:
= STD and mobile calls at full rate

= Local calls: claim at 25c/call

Many officers (eg Area and Division Governors, Speechcraft Liason Officer) have general allowances
which provide an allowance for phone calls and other expenses. There should be no separate claim
for phone calls.

Substantiation: STD and mobile calls require specific identification on a copy of the phone bill. For
local calls, the officer need only list the number of calls made, and the period over which they
were made.

Iltems That Are Never Claimable
Unless by prior arrangement with the District Governor, the following are never claimable:
= Meals and refreshments

= Photocopying (should be done by the District Secretary), unless by prior arrangement with DG
or LGET.

= Stationery

= Printer inks & toners (with exceptions of supplies sales officer and District Secretary)
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Club Officer Training — Organisers
= Materials are not claimable. They should be provided by District
= |f venue cost including refreshments is over $150, prior approval from LGET must be obtained.

= Gold coin donations should be encouraged, to cover refreshments for Division Training Sessions

Club Officer Training — Presenters
= Travel over 150 km trip return is claimable

= Qvernight accommodation for these trips may be claimable. Prior arrangements and approval is
required from LGET. An upper limit of $120/room/night is used as a guide.

Speech Contests — Judges and Target Speakers
= Travel over 150 km return trip is claimable

= Qvernight accommodation for these trips may be claimable. Prior arrangements and approval is
required from LGET. An upper limit of $120/room/night is used as a guide.

Staff officers

= Phone calls are claimable, with substantiation. (refer to phone claims P1.

Top Three

Due to the high levels of activity by DG, LGET and LGM, involving time, travel and out of pocket
expense, each of these officers has a separate budget for travel and other expenses incurred in the
conduct of their roles. In particular,

= Attendance at Charter Dinners are paid from this budget.

= Club Changeover and Anniversary Meetings are deemed to be official presences, and are paid
for from this budget.

= Phone calls are claimable
= Travel on all District business is claimable

= Pay per use internet accounts, where reasonable, are claimable.

Area Governors

As listed in Continuing Motion D2, the following journeys are claimable:
= Area council meetings in the Area

= Official club visits

= District Exec Meetings

= District Conferences

=  Own Area Contest

= District Officer Training Day

The following other provisions have been made:

= An allowance of $10/club pa is paid for those clubs that contactable by a local call. For clubs
that are contacted at STD rates, an allowance of $20 pa is paid.

= General expenses are not specifically claimable. These are intended to be covered by the per
club allowance.

= Contest expenses are not separately claimable. They are paid for by the contest proceedings.

= QOvernight Accommodation: where night travel is required in country areas Overnight
Accommodation is claimable, not greater than $120.00, for mandatory journey round trip
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where distance is greater than 150 km or in country areas where particular driving conditions
are extraneous on approval of District Governor.

Division Governors

As listed in Continuing Motion D3, the following journeys are claimable:
= Area council meetings in the Division

= District Policy Meetings

= District Exec Meetings

= District Conferences

= Division and Area Contests where round trip is greater than 150 km.
The following other provisions have been made:

= An allowance of $10 pa per Area is paid where the Area Governor is contacted by a local call.
For Area Governors that are contacted at STD rates, an allowance of $20 pa per Area is paid.

= General expenses are not specifically claimable. These are intended to be covered by the per
club allowance.

= Contest expenses are not separately claimable. They are paid for by the contest proceedings.

= QOvernight Accommodation: where night travel is required in country areas Overnight
Accommodation is claimable, not greater than $120.00, for mandatory journey round trip
where distance is greater than 150 km or in country areas where particular driving conditions
are extraneous on approval of District Governor.

= Conferences

Conference Chairperson
= Phone calls are claimable
= Travel to Division contests where round trip is greater than 150 km is claimable

= Travel to conference venue, where a round trip is greater than 150 km, for site visits is
claimable — per vehicle.

= Conference attendance and two nights accommodation will be paid from the Conference
account

= Accommodation on night prior to opening of conference maybe paid from the Conference
account if deemed judicious by the District Governor.

Conference Committee
= Travel is not claimable except where a round trip is greater than 150 km per vehicle.
= Phone calls by Registration Officer for credit card authorisation are claimable

= Conference registration only, as listed on the Registration Form, may be paid from the
conference account, at the discretion of the District Governor and Conference Chairperson

District Changeover Officials

= two nights accommodation (the night before Area Governor training and the night of the
changeover) are provided to the current and the incoming District Governors and the incoming
LGET, to be paid for from the District Account

= Asingle night’s accommodation (the night of the changeover) is provided to the Changeover
chairman, to be paid from the District Events account.
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Conference Presenters
= Travel is not claimable

= Preparation of materials and handouts is not claimable (should be done by the District
Secretary)

= Conference Registration fee only, as listed on the Registration Form, will be paid from the
Conference account

Senior Policy
= Conference attendance is paid for from the District account.

= Two night’s accommodation will be paid from the District account for each attending member
of Senior Policy

Travel to and from Conference

Division Governors
= Conference attendance is paid for from the District account.

= Travel to and from conference is claimable, where a round trip is greater than 150 km, per
vehicle

Area & Division Contests

Where a dispute occurs between the area or Division Governor and the host club for the contest,
and that dispute results in a refusal of the club to reimburse the District officer for some expenses
incurred, then District should cover these expenses provided the following are satisfied:

= All efforts to resolve the matter are taken between the parties concerned.

= There is no evidence of dishonesty, personal gain, misconduct or reckless disregard for
budgetary constraints.

District should then attempt to recover these monies from the club if it is believed they are being
unreasonably withheld.

NOTE: This policy provides an important guarantee for District officers incurring expenses on
behalf of clubs which are independent legal and financial entities. As such, it is a policy of last
resort and should be called upon only in the most difficult of circumstances.
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APPENDICES

The following documents are referred to in the text of the manual and are included for reference.
Those appendices that are now either redundant or irrelevant have been removed, but remaining
appendices have retained their numbering to maintain consistency with past editions

E.l
E.2
E.3

F.1
F.2
F.3

No longer required

District Budget

TI Budget Form (same information, but as submitted to WHQ in USD)

Sample District Claim Form

District Supplies Administrative Requirements

District Speechcraft Administrative Requirements

District Speechcraft Performance Report form

Procedure for conducting Area and Division Speech Contests

Financial Planning Suggestions for Area & Division Contests

Area and Division Contest Budget Form

No longer required

Transactions report

Summary of funds availability

No longer required

End of year accounts plus Audit signoff

Stamp Duty exemption document

No longer required
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District 70 Budget 2003-2004

(Appendix B - 2 pages)

Exchange Rate 0.65
uUsD 2004| 2003 Actual| 2003 Budget
INCOME
Funds TI 39,000 60,000 67,062 55,000
Interest 520 800 962 900
Sound eqpt hire 293 450 455
Supplies 5,200 8,000 8,802 9,500
Speechcraft 22,750 35,000 33,043 23,000
Annual Conference 0 0 301 0
Ch/over dinners -528
Semi Annual Conference 0 0 -480 0
TOTAL INCOME 67,763 104,250 109,617 88,400
EXPENDITURE
MEMBERSHIP AND CLUB EXTENSION
Education - certificates 2,275 3,500 3,001 3,500
Club Extension - new clubs 3,250 5,000 2,388 8,000
Club assistance 3,250 5,000 2,722 5,000
Enquiries - toastmasters 2,600 4,000 3,401 4,000
Country Clubs 130 200 0 200
TOTAL 11,505 17,700 11,512 20,700
COMMUNICATION AND PUBLIC RELATIONS
Directory 2,275 3,500 2,471 3,000
District 70 News 5,850 9,000 8,673 6,000
PR Advertising & General 9,100 14,000 6,555 10,000
TOTAL 17,225 26,500 17,699 19,000
CLUB OFFICER TRAINING
Education-club officer training 2,600 4,000 1,736 4,000
Education - conference gifts 455 700 679 500
Education - district officer training 2,600 4,000 6,489 4,000
Education - seminars 650 1,000 45 1,000
TOTAL 6,305 9,700 8,949 9,500
SPEECH CONTESTS AND AWARDS
badges, ribbons & trophies 3,250 5,000 4,081 5,000
sound 469
TOTAL 3,250 5,000 4,550 5,000
ADMINISTRATION
Executive meetings 975 1,500 1,160 2,000
Area Gov expenses 520 800 735
Div Gov expenses 325 500 453
Postage 3,250 5,000 4,577 3,000
Printing 3,900 6,000 6,939 6,000
Stationery 1,950 3,000 2,917 2,000
Telephone, fax, email (DG) 1,625 2,500 1,226 2,000
Telephone, fax, email (LGET) 455 700 689




Telephone, fax, email (D Sec) 650 1,000 27 1,000

Insurance 1,625 2,500 1,893 2,000

TOTAL 15,275 23,500 20,616 18,000

TRAVEL AND ACCOMMODATION

Area gov travel 3,250 5,000 1,684 2,500

Div Gov-travel 2,925 4,500 422 2,000

Conf: other senior officers 4,225 6,500 6,092 6,000

Conf: Dist Gov 975 1,500 1,226 1,000

Conf: guests 325 500 1,581

Travel & accom: other senior officers 325 500 303 500

Travel & accom: Dist Gov 1,625 2,500 1,145 2,500

Travel & accom: LT Gov E-T 1,300 2,000 1,451 2,000

Travel & accom: LT Gov Mktg 1,300 2,000 1,741 2,000

TOTAL 16,250 25,000 15,645 18,500

OTHER EXPENSES

Bank Charges 1,950 3,000 2,866 2,800

Capital expenditure 650 1,000 63 3,000

Goodwill 260 400 198

Membership services cost 780 1,200 782

Contest reimbursements 325 500 465

Exchnage rate adjustments 260 400 219

Previous years' expenses 195 300 892 150

Repairs & maintenance 195 300 229 100

TOTAL 4,615 7,100 5,714 6,050
TOTAL EXPENSES 74,425 114,500 84,685 96,750
EXCESS -6,663 -10,250 24,932 -8,350
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g’ DISTRICT BUDGET DISTRICT NO. 70
Due at WHQ by September 30th

FOR THE PERIOD JULY 1, 2003

- JUNE 30, 2004

Appendix C - 8 pages

. FUNDS AVAILABLE % OF
A. BEGINNING BALANCES: FUNDS
Balance in District Bank Account(s) on July 1, $70,167.50
Balance in District Reserve Account on July 1, m
TOTAL BEGINNING BALANCE $94,737.45 A 58.1%
B. ESTIMATED NEW FUNDS AVAILABLE - INCOME:
MEMBERSHIP INCOME FROM WHQ:
Semiannual Member Payments - July 1 through June 30
( 7078 x $4.50)  (Use prior year numbers - DPR) $31,851.00
New Member/Charter Payments - July 1 through June 30
( 1767 x $4.5.00) (Use prior year numbers - DPR) $7,951.50
Total Membership Income $39,802.50 B 24.4%
C. OTHER INCOME:
Fall Conference Net Income $0.00
Spring convention Net Income $19.50
Other: Speechcraft $22,750.00
Supplies $5,200.00
Interest $520.00
Total Other Income $28,489.50 C 17.5%
TOTAL ESTIMATED FUNDS AVAILABLE $163,029.45 D 100.00
(A Plus B Plus C)
% OF EXP
(MAXIMUM)
1. EXPENSES:
A. Membership and Club Extension $11,505.00 15.5% (NO LIMIT*)
B. Communications and Public Relations $17,225.00 23.1% (25% MAX*)
C. Officer Training $6,305.00 8.5% (30% MAX*)
D. Speech Contests and Awards $3,250.00 4.4% (10% MAX*)
E. Administrative $15,275.00 20.5% (20% MAX*)
F. Travel $16,250.00 21.8% (25% MAX*)
G. Other $4,615.00 6.2% (10% MAX¥)
TOTAL EXPENSES $74,425.00 E 100.0%

I1l.  ESTIMATED FUNDS AVAILABLE TO NEXT ADMINISTRATION (D Minus E)

IV. LESS: REQUIRED DISTRICT RESERVE FUND BALANCE AT YEAR-END
(25% of prior year per capita income)

V. BUDGETED FUNDS IN EXCESS OF BUDGETING EXPENSES (F Minus G)

$88,604.45 F
$9,950.63 G

$78,653.83

For this budget to be complete the following must be attached: the pages detailing expenses A through G, District Conference income, and a
budget narrative explaining expenditures in each expense category. All estimated income and expenses must be included and this form must
be signed by the District Governor, Lt. Governor Education and Training, Lt. Governor Marketing, and District Treasurer. The District Administrative
Bylaws require that this budget be submitted for approval at the first District Council Meeting of the year

* Estimated budget expenditures cannot exceed the listed maximum percent of total expense.

34A (Rev 2/00) Send Original to WHQ - Retain Duplicate Copy for District Files



TOASTMASTERS INTERNATIONAL, INC. Page 2 of 8
DISTRICT BUDGET DISTRICT NO. 70

Due at WHQ by September 30th

FOR THE PERIOD JULY 1, 2003

VI. DETAIL OF EXPENSES
A. Membership and Club Extension
1 Membership Development

a.

- o KQ "o o 0o

TOTAL

B Com

Purchases and printing of promotional material
. Telephone Referral System

. Advertising and Public Relations

. Awards and Recognition (ex certificates)
. Club Extension - New Clubs
Club Assistance
. Enquiries - Toastmasters
. Country Clubs
Other Education - certificates

(Enter page 1, Section Il, A)
% of total expenses

munications and Public Relations

1 District Newsletter

a
b

C.

d

. Typesetting
. Printing
Postage

. Total

2 District Directory

a
b
c
d

. Typesetting
. Printing

. Postage

. Total

3 PR Advertising and General

a

TOTAL

. Advertising and General

(Enter page 1, Section Il, B)
% of total expenses

- JUNE 30, 2004

$3,250.00
$3,250.00
$2,600.00

$130.00
$2,275.00

$11,505.00
15.5% (NO LIMIT)

$5,850.00

$2,275.00
$9,100.00

$17,225.00
23.1% (25% MAX)



m TOASTMASTERS INTERNATIONAL, INC.

DISTRICT BUDGET

Due at WHQ by September 30th
FOR THE PERIOD JULY 1, 2003 - JUNE 30, 2004

C. Officer Training
1 Club Officer Training
a. Purchase and printing of educational material $2,600.00

b. Audiovisual equipment

¢. Meeting room expenses

d. Education - Seminars $650.00
e. Conference Gifts $455.00
f. Total

2 Area, Division Officer Training
a. Purchases and printing of educational material $2,600.00
b. Audiovisual equipment
c. Meeting room expenses
d. Education - Seminars
e. Total

TOTAL (Enter page 1, Section II, C)
% of total expenses

D. Speech Contests and Awards
1 Area Speech Contests
a. Awards and Certificates
b. Other

2 Division Speech Contests
a. Awards and Certificates

b. Other
3 Other
a. Badges, ribbons & trophies $3,250.00

TOTAL (Enter page 1, Section Il, D)
% of total expenses

E. Administrative

1 Telephone / Fax / Internet - Dist Gov $1,625.00
2 Telephone / Fax / Internet - Dist Sec $650.00
3 Postage $3,250.00
4 Stationery $1,950.00
5 Other Printing $3,900.00
6 Executive Meetings $975.00
7 Insurance $1,625.00
8 Other

Telephone / Fax / Internet - LGET $455.00

Area Gov Expenses $520.00

Div Gov Expenses $325.00

TOTAL (Enter page 1, Section Il, E)
% of total expenses

Page 3 of 8
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$6,305.00

8.5% (30% MAX)

$3,250.00

4.4% (10% MAX)

$15,275.00

20.5% (25% MAX)
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DISTRICT BUDGET DISTRICT NO. 70

Due at WHQ by September 30th
FOR THE PERIOD JULY 1, 2003 - JUNE 30, 2004

(

F. Travel and Accommodation
1 Intra-District Travel

a. District Governor

b. Area Governors $3,250.00
c. Division Governors $2,925.00
d. Conference - Other Senior Officers

e. Conference - District Governor

f. Travel and Accommodation - District Governor $1,625.00
g. Travel and Accommodation - Lt. Gov Educ & T $1,300.00
h. Travel and Accommodation - Lt. Gov Market $1,300.00
I. Travel and Accommodation - Other Senr Off $325.00

2 Regional Conference
a. District Governor-Elect
b. Lt. Governors-Elect
c. Reimbursement from WHQ

3 International Convention
a. District Governor
b. Lt. Governors
c. Reimbursement from WHQ

4 District Conferences

a. District Governor $975.00
b. Other senior officers $4,225.00
guests $325.00
TOTAL (Enter page 1, Section Il, F) $16,250.00
% of total expenses 21.8% (25% MAX)
G. Other
1 Bank Charges $1,950.00
2 Capital Expenditure $650.00
3 Change Over Dinner
4 Membership Services Cost $780.00
5 Previous Year's Expenses $195.00
6 Repairs and Maintenance $195.00
7 Exchange Adjustment $260.00
8 Other (List in Detail)
Goodwill $260.00
Contest reimbuirsements $325.00
TOTAL (Enter page 1, Section I, G) $4,615.00

% of total expenses 6.2% (10% MAX)



TOASTMASTERS INTERNATIONAL, INC.

DISTRICT BUDGET
Due at WHQ by September 30th

FOR THE PERIOD JULY 1, 2003

VII. DISTRICT CONFERENCE INCOME

A. Fall Conference Income

1 120 member registr'ns @
spouse registr'ns @
late registrations @

150 luncheon tickets @

250 banquet tickets @
other meal event @
other meal event @
Other revenue @

O ~NO UL, WN

9 TOTAL CONFERENCE INCOME

B. Fall Conference Expenses

1 Supplies purchased from TI
2 Supplies purchased from other sources
3 Programs and printing
4 Audiovisual equipment
5 Hotel meeting room expenses
6 Awards, certificates, etc
7 Postage
8 Other (detail)
chairman
“decorations
Etering

9 TOTAL CONFERENCE EXPENSES

10 NET CONFERENCE INCOME (LOSS)
(Subtract Line B, 9 from Line A, 9)

$35.00

Enter page 1, Section 1, C, "Fall Conference Net Income"

- JUNE 30, 2004

$2,730.00
$0.00
$0.00
$3,217.50
$7,312.50
$1,560.00
$0.00
$0.00

$14,820.00

$0.00
$240.50
$520.00
$357.50
$975.00
$0.00
$97.50
$97.50
$0.00
$130.00
$12,402.00

$14,820.00

$0.00

Page 5 of 8
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.24 DISTRICT BUDGET DISTRICT NO. 70

Due at WHQ by September 30th
FOR THE PERIOD JULY 1, 2003 - JUNE 30, 2004

C. Spring Conference Income

1 140 member registr'ns @ 22,75 = $3,185.00
2 0 spouse registr'ns @ = $0.00
3 80 late registrations @ 13 = $1,040.00
4 150 Friday Dinner @ 195 = $2,925.00
5 200 Saturday lunch @ 22.75 = $4,550.00
6 350 Saturday dinner @ 29.25 = $10,237.50
7 120 Sunday Breakfast @ 16.25 = $1,950.00
8 200 Sunday lunch @ 22.75 $4,550.00
9 TOTAL CONFERENCE INCOME $28,437.50

D. Spring Conference Expenses

1 Supplies purchased from TI $0.00
2 Supplies purchased from other sources $487.50
3 Programs and printing $2,275.00
4 Audiovisual equipment $1,170.00
5 Hotel meeting room expenses $1,690.00
6 Awards, certificates, etc $0.00
7 Postage $520.00
8 phone $0.00
chairman $325.00
decorations $195.00
catering $21,755.50

9 TOTAL CONFERENCE EXPENSES $28,418.00
10 NET CONFERENCE INCOME (LOSS) $19.50

(Subtract Line D, 9 from Line C, 9)
Enter page 1, Section 1, C, "Spring Conference Net Income"
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.24 DISTRICT BUDGET DISTRICT NO. 70

Due at WHQ by September 30th
FOR THE PERIOD JULY 1, 2003 - JUNE 30, 2004

BUDGET NARRATIVE
Following is a brief description/explanation of the estimated funds available and estimated expenses.

Funds Available (Section I)
Both conferences budget for close to break even. Nett income from speechcraft and supplies activities have been
estimated by the officers responsible. Expect drop in member payments from Tl as AUD strengthens relative to last year

Membership and Club Extension (Section II, A)
Club assistance has been significantly enhanced as the District recognises its problem with low membership and startup
clubs. Assistance is given by way of project -related grants where it can be shown that there is direct effort expended by
members of the club.

Communications and Public Relations (Section I, B)
An extra edition of the district newsletter is planned. Also a higher level of advertising is being tried out to raise
awareness of Toastmasters.

Officer Training (Section Il, D)
Apart from slightly higher education seminar activity, most expenditure is in line with previous years.

Speech Contest and Awards (Section Il, D)
A new recognition category planned by the District Governor will lead to slightly higher expense, but this category is fairly
close to last year.

Administrative (Section Il, E)
Most expenses are in line with last year's actuals. We have increased the phone allowance for the DG who lives outside
Sydney metro, and so will incur higher costs.

Travel (Section Il, F)
We have for the first time in 20 years reviewed the number of meetings attended by Area and Division Governors, the
travel for which are eligible for District subsidies, resulting in the increased provision. Conference travel and
accommodation are expected to be more expensive as the conference this year is outside the metropolitan area of
Sydney.

Other (Section Il, G)
Apart from higher capital costs (upgrade to the supplies computer) and higher membership services costs, most
categories are similar to last year's actuals.
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DISTRICT BUDGET DISTRICT NO. 70

Due at WHQ by September 30th
FOR THE PERIOD JULY 1, 2003 - JUNE 30, 2004

We the undersigned, certify that this budget and narrative cover estimated receipts
and expenditures for the District year. This budget directs the financial resources
entrusted to the District toward acxhieving the District Mission and will be presented
to the District Council for approval at its next meeting.

(hices/ s _—=v

2/11/2003 2/11/2003

District Governor Date LT. GOVERNOR EDUCATION AND TRAINING DATE

2/11/2003 2/11/2003

LT. GOVERNOR MARKETING Date DISTRICT TREASURER DATE



Toastmasters International District 70 Appendix D - 2 pages
Claim Form

Payment Method | Direct Credit |  Account Name:
BSB:
Account Number:

Your Name: | | District Role: | |

Your Address [Same as Directory |

Suburb |Same as Directory | state [ ] Postcode [ ]

Phone No. | | E-mail Address: | |

Details of Claim

Description Amount Supporting (Office Use)
Documents? | Account No.

Total Claim $ -

| declare that the above Claim is a true statement of expenses incurred.

(signature) (date)

| declare that the above Claim is valid.

(role) (signature) (date)

APPROVAL OFFICE USE ONLY

Cheque/Receipt No.

(District Governor)

Date Issued
(LGET) Date Posted

Transaction No.
(LGM) Notes

(Date) (District Treasurer)




Toastmasters International District 70

Claim Form

Payment Method | Cheque | Make cheque payable to:

Your Name: | | District Role: | |

Your Address |Same as Directory |

Suburb |Same as Directory | State I:l Postcode I:l

Phone No. | | E-mail Address: | |

Details of Claim

Description Amount Supporting (Office Use)
Documents? | Account No.

Total Claim $ -

I declare that the above Claim is a true statement of expenses incurred.

(signature) (date)

I declare that the above Claim i1s valid.

(role) (signature) (date)
APPROVAL OFFICE USE ONLY
Cheque/Receipt No.
(District Governor) Date Issued

(LGET) Date Posted
Transaction No.

(LGM) Notes

(Date) (District Treasurer)

Revised July 2008




APPENDIX E.1

(Reviewed June 2001)

Toastmasters International District 70
District Supplies administrative requirements

District Supplies is one of the income generating "“financial sub-entities" operated in District 70
as a separate entity for GST purposes. While the District itself is registered for GST, the District
has chosen the option of not registering its financial sub-entities.

Under the GST legislation, for this option to apply,
» The District itself is required to be registered for GST.

» Each sub-entity must maintain an independent system of accounting, which
requirement is supported in our case by separate bank accounts.

» [Each sub-entity must be separately identifiable because of its activities or location.

» Each sub-entity must be referred to in the District's records and accounts as a separate
sub-entity for GST purposes.

Supplies and any Branches operated each year are controlled by designated Officers-in-
charge. The Officer-in-charge of each Supplies Centre and the District Treasurer are required
to ensure that records are kept and produced in accordance with the District Finance Manual
and that the established procedures defined in the manual and detailed below are followed.

Separate deposit books are issued to each Officer-in-charge to enable him/her to make
deposits directly into the District Supplies bank account. All expenses relating to Supplies and
incurred by other members or outside organisations must be submitted together with official
District 70 vouchers and be approved by the Officer-in-charge before payment will be
authorised by the District Executive.

With District Supplies, it is a requirement for the Central Supplies operation and all Branch
operations that:

a. All supplies transactions be supported by a numbered invoice

b. The invoice to list quantities, items and the method of payment (cash, cheque,
credit card, etc.)

c. All transactions to be listed on a ledger sheet and copies forwarded to the District
Governor and Treasurer each month

d. Supplies banking to be done in a triplicate bank book to the District Supplies bank
account and the duplicate to be sent to the Treasurer each month.

e. All supplies items are to be paid for at the time of sale prior to delivery. On no
account is credit to be given to either individual members or Clubs.



APPENDIX E.2

Reviewed June 2001)

Toastmasters International District 70

District Speechcraft administrative requirements

District Speechcraft is one of the income generating "financial sub-entities” operated in District
70 as a separate entity for GST purposes. While the District itself is registered for GST, the
District has chosen the option of not registering its financial sub-entities.

Under the GST legislation, for this option to apply,

>
>

>
>

The District itself is required to be registered for GST.

Each sub-entity must maintain an independent system of accounting, which
requirement is supported in our case by separate bank accounts.

Each sub-entity must be separately identifiable because of its activities or location.

Each sub-entity must be referred to in the District's records and accounts as a separate
sub-entity for GST purposes.

District Speechcraft is controlled by a designated Officer-in-charge. The Officer-in-charge of
District Speechcraft and the District Treasurer are required to ensure that records are kept and
produced in accordance with the District Finance Manual and that the established procedures
defined in the manual and detailed below are followed.

A deposit book is issued to the Officer-in-charge to enable him/her to make deposits directly
into the District Speechcraft bank account. All expenses relating to Speechcraft and incurred by
other members or outside organisations must be submitted together with official District 70
vouchers and be approved by the Officer-in-charge before payment will be authorised by the
District Executive.

With District Speechcratft, it is a requirement that:

a. All registrants complete an enrolment form containing name, address and type of

payment (cash, cheque, third party cheque, credit card, etc.)

. A District 70 receipt be issued to all registrants for taxation purposes

Speechcraft banking to be done in a triplicate bank book to the District Speechcraft
bank account and the duplicate to be sent to the Treasurer each month

Enrolment information, receipt and duplicate bank slip to be sent to the Treasurer
before completion of each Speechcraft program.

. At the completion of each Speechcraft program, or group of programs if run

concurrently, the Speechcraft Officer is to complete a Speechcraft Performance
Report (see example in Appendix E.2) and forward copies to the District Governor,
Lt. Governor Education and Training and the Treasurer.

Speechcraft Program Co-ordinators and Assistant Co-ordinators may be paid an
expense allowance per program at the discretion of the Policy Committee each
year. If an allowance is paid, this is to cover any expenses coordinators may incur
for travel, phone, postage, fax and photocopying and no separate reimbursement of
these expenses is to be paid.



APPENDIX E.3

Toastmasters International District 70

To: District Governor
cc Lieutenant Governor Education and Training, District Treasurer

District Speechcraft Performance Report

Program dates from [ to [ Venue

(Reviewed June 2001)

Numbers | Rate ($) Total ($)

INCOME

New registrants

Previous registrants

Total registrants

Less transfers to next program

NETT PARTICIPANTS/INCOME

PROGRAM EXPENDITURE

Artwork

Advertising

Materials ex Supplies

Other materials

Printing

Room hire

Equipment hire

Catering

ToTAL PROGRAM EXPENDITURE

PERSONAL EXPENDITURE

Telephone/fax/postage

Photocopying

Travel

OR - Expense allowance in lieu

TOTAL EXPENDITURE

NETT INCOME

Signed: (District Speechcraft Co-ordinator)

Note: This form must be completed and submitted at the completion of each District Speechcraft

Program or group of programs if run concurrently.



APPENDIX F.1

(Reviewed June 2002)

Toastmasters International District 70

Area and Division Speech Contests

The following is a summary of the system for conducting Area and Division Speech Contests
within District 70.

1.

10.

11.

These Contests are District activities and are conducted under the authority of the District
Governor.

The person responsible for the organisation and conduct of a contest is the respective Area
or Division Governor.

A Host Club must be appointed for all contests. The Host Club is to work with the Governor
in organising and running the contest on behalf of the District.

In particular, all moneys received for the contest are to be banked by the Host Club and the
Host Club is to pay all expenses associated with the contest. No form of Area, Division or
personal bank account is to be used for running a contest.

Host Clubs may conduct a raffle in association with the contest to defray costs or to ensure
that a profit is made on the function.

Because the contests are District activities, each Governor is required to prepare a budget
in conjunction with the appointed Host Club. This budget must be submitted at least 21
days prior to the contest to the Contest Budgets Officer.

The meal costs for Area representatives at Division Contests and for Division
representatives at District Contests must be provided for in the budget. The Host Club
running the contest must arrange to pay for the winner's participation at the next level. A
good way to do this is to make the presentation of a cheque a feature of the awards
presentation.

After a contest, each Governor in conjunction with the Host Club is to prepare an Actual v
Budget financial statement. This is to be submitted to the District Contests Budgets Officer.

If there is an overall loss on a contest, the Contests Budgets Officer will arrange for the
District Treasurer to issue a cheque to the Host Club to cover this loss after receiving the
financial statement. However, note that losses will not be considered for reimbursement
unless the proposed budget has been submitted and approved before the contest is
promoted.

If there is a surplus on a contest (including any raffles run in conjunction with the contest),
this is to be retained by the Host Club and used to promote Toastmasters or for the
purchase of educational material. The ability to keep this potential profit is being allowed by
the District to make it attractive for Clubs to host contests and to encourage them to run
them profitably.

Although District 70 is registered for GST, no GST is applicable to the contests because
they are being run by Clubs. As Clubs are not registered for GST, having them run the
contests on behalf of District avoids GST and simplifies the financial administration. (Note
that Clubs will pay GST on catering costs for example, but will not claim input credits as
they are not charging GST in turn.)

Rev 4, 10/07/02



APPENDIX F.2a

Financial Planning Suggestions for Area & Division Contests

Host Club

The first step is to appoint a Host Club to conduct the contest with you. Note that it is
permissible for the Host Club to retain any surplus funds from the contest. This is an incentive
for them to host the contest and to do so profitably.

Contest Budget

Prepare the contest budget in consultation with the Host Club and submit it to the District 70
Contests Budgets Officer at least 21 days prior to the contest. Unless the contest budget has
been submitted and approved before the contest is promoted, District will not cover any loss on
the function.

Area & Division Governors, remember it’s your Contest! The only way to ensure your Host
Club will not be out of pocket, even in exceptional circumstances is to ensure that you have the
contest budget approved in time.

Consider at least 3 catering options, all fixed costs, whether there is a room hire fee and
calculate the break-even point (see example)

Contact Venue/Caterer

1. Book venue

2. Establish payment requirements

3. Forward a letter to the venue to confirm the booking. If necessary, provide a deposit
cheque from the Host Club.

Appoint A Contest Treasurer

1. To be from the Host Club (normally the Club Treasurer)
2. Bank all money received into the Host Club's Bank account.
3. The Host Club should draw Club cheques to meet all expenses including pre-payments.

Contest Day/Night

If payment is required at the contest, either
1. Use cash takings to meet catering costs with the Host Club making up any shortfall, or
2. Where the Host Club has sufficient funds, draw a Club cheque to pay the venue and
catering costs.

Post Contest

1. Bank all contest takings (or the balance) into the Host Club's bank account and arrange
for them to pay all bills. Remember to pay for the winner's participation at the next level.

2. Send the District 70 Contests Budgets Officer a completed Financial Statement (Actual v
Budget).

3. If there is a deficit on the contest, include a request for District to send a cheque to the
Host Club to cover this deficit.

NOTE: Under no circumstances should any contest money or related contest activity
money be banked into any form of Area, Division or personal bank account.



APPENDIX F.2b

Other Matters and Handy Hints

Host Club

Name of Host Club:

Catering & Payment Arrangements

Name & AdAress Of CONtESt Caterer: . ..o

Is deposit required? YES /NO S
Is payment required on the night? YES / NO B

Is the Caterer prepared to furnish an Account YES/NO

Is there a Room Hire Fee? YES /NO
Accounts
Paid in cash S
Paid by Host Club R T
Total cost of Contest $.
Handy Hints

Area & Division Governors, remember it is your contest so keep it all under your control.

Ask one of your Clubs to host the contest. This way they can run the raffle, supply the contest
administrative personnel and also earn a little bit of money for their efforts. This is because the
Club can retain any surplus on the contest to compensate for their invaluable help.

When preparing the budget, ask the Immediate Past Area/Division Governor (and his/her
predecessor) how many attended the corresponding contest last year (and the year before) to
give an accurate picture of what numbers to expect.

Remember it is a budget not a ‘wish list’ when estimating the likely number of attendees
District Supplies can supply ‘authorised’ and good quality trophies at reasonable prices.

Raffle Prizes can be free! Ask your clubs or local businesses to donate prizes.

When preparing the Budget, start with the expected expenditure including the ‘Cost Price’ of
catering and ‘freebies’ to work out the cost to ‘paying’ attendees



APPENDIX F.2c

Budget Working Paper

OPTION 1 OPTION 2 OPTION 3
Supper Dinner 2 Dinner 3
Sale Price $12.00 $25.00 $30.00
(estimated cost of attending contest)
Cost Price 7.50 20.00 25.00
(amount charged by the Caterer)
SURPLUS ON COST OF MEAL 4.50 5.00 5.00
INCURRED COSTS:
Advertising & Promotion $10.00 $10.00 $10.00
Certificate Holders 10.00 10.00 10.00
Decorations
Division / District Contestants 20.00 20.00 20.00
Equipment Hire
Gifts / Thank you cards 20.00 20.00 20.00
Postage 10.00 10.00 10.00
Prizes
Printing
Room Hire
Telephone
Trophies & Engraving 40.00 40.00 40.00
Other .
Sub Total $110.00 $110.00 $110.00
Guests (7) $ 52.50 $140.00 $175.00
TOTAL INCURRED COSTS $162.50 $250.00 $285.00
Incurred costs divided by difference between
sale and cost price of meal 162.50 250.00 285.00
4.50 5.00 5.00
No. of paying people attending to break even = 36 = 50 = 57

NOTES:

Number of people attending previous Area contest including guests was 42

Area is required to provide for its representative at the Division Contest in this example.



APPENDIX F.2d

Area and Division Contest Budget Explanatory Notes
BUDGET / ACTUAL: Budget is what you expect (hope for), Actual is what you get.
SUPPER / DINNER INCOME: The amount you expect and receive from paying attendees.
OTHER INCOME: This will include any other income BUT NOT raffle proceeds.
ADVERTISING & PROMOTION: Preparation of flyers and other promotional materials. (e.g.
A member prepares a flyer on a computer and purchases coloured photocopy paper to keep
costs down.)
AREA & DIVISION CONTESTANTS MEAL FEEs: Provision should be made in the budget for
Area Representatives meal costs at Division Contests and Divisions should provide for Division
Representatives at the District Contests.
CATERING: Include all people attending whether paying or not. Prepare a list of all
expected attendees and give to door personnel collecting money. Have non-paying people

marked as such. (Non-paying include Judges, etc.)

CERTIFICATES HOLDERS: Folders, frames, sheet protectors, etc used to hold contestants’
certificates to add the ‘finishing touches’ to your contest

EQUIPMENT HIRE: Microphones and other sound equipment for the contest (more for a
Division). Note that the District's sound equipment is available for hire at a favourable rate.

GIFTS / THANK YOU CARDS ETC: Gifts presented & thank you cards for Judges
POSTAGE: Mailing to contest personnel and other invitations, including posting
advertising flyers to clubs, etc. At Division, mailing to Area Representatives at the Division

contest.

PRINTING & STATIONERY: Envelopes, name tags, place cards photocopying of
agenda/program

ROOM HIRE: Fee charged by some venues for the use of the room for contest

TELEPHONE: Calls made promoting and arranging contests

TROPHIES: Contest winners’ personal trophies and engraving of personal and perpetual
trophy
OTHER: Items not already covered

SURPLUS / DEFICIENCY: Expected surplus / deficiency resulting from functions after
deducting total expenditure from total income.



AREA AND DIVISION CONTEST BUDGET

Area/Division Host Club

Contest Date: / /

Submit budget at least 21 days prior to the contest.
If you are doing this form on paper, fill in all boxes.

(Appendix F.3)

Contest Venue:

If you are filling this form online, fill in the white boxes only. Excel will fill out the rest.

Once completed, print the form out, complete signatures, and send it the Budget And Claims Officer.

INCOME

Amount you will charge for the contest |:|

|:| No. of people at last year's contest |
|:|people each pay total= | $

No. of paying guests you expect

Income from paying guests

Other income eg donations (does not include raffle)

Total Income (A)

[ $

CATERING EXPENSE

Cost that you will be charged per head |:|

|:|people each cost

Number & cost of paying guests

Number & cost of NON-paying guests

Area/Div Governors

Judges

Chief Judge

Target Speaker

Special Guests

Total Catering Expense (B)

people each cost
people each cost
people each cost
people each cost
people each cost

total=

total=
total=
total=
total=
total=

[$

&S| PR |s | |R

OTHER EXPENDITURE

Division/District contestants (mandatory)

Trophies

&+ P

Room Hire

Equipment Hire

Gifts/Thank You cards

Printing

Postage

Telephone

Decorations

Certificate Holders

Other (specify)

Total Other Expenditure (C)

B PP |B R |R R |R (R

FUNCTION SURPLUS/LOSS (A - B - C)

©“

This budgeted figure must be a surplus for the budget to be approved

Area/Div Gov

Host club president

Signature

Signature

updated 01/08




Appendix H (4 pages)

Toastmasters District 70

Vendor Purchases Summary

1/07/2002 through 30/06/2003

Name ID# Original Date Purchase Amount Tax Current Balance Status Due Date
Area 12 Gov
PJ000148 28/06/2003 $75.00 $0.00 $0.00 Closed
$75.00
Area 15 Gov
PJ0O00173 30/06/2003 $74.80 $0.00 $0.00 Closed
$74.80
Area 16 Gov
PJ000150 28/06/2003 $169.00 $0.00 $0.00 Closed
$169.00
Area 18 Gov
PJ000132 23/06/2003 $380.36 $38.04 $0.00 Closed
$380.36 $38.04
Area 19 Gov
PJ0O00171 30/06/2003 $212.40 $0.00 $0.00 Closed
$212.40
Area 23 Gov
PJ0O00177 30/06/2003 $205.00 $0.00 $0.00 Closed
$205.00
Area 29 Gov
PJ000172 30/06/2003 $193.00 $0.00 $0.00 Closed
$193.00
Area 30 Gov
PJ000168 30/06/2003 $123.80 $0.00 $0.00 Closed
$123.80
Area 34 Gov
PJ0O00167 30/06/2003 $85.00 $0.00 $0.00 Closed
$85.00
Area 4 Gov
PJ0O00176 30/06/2003 $98.00 $0.00 $0.00 Closed
$98.00
Area 7 Gov
PJ000174 30/06/2003 $299.00 $0.00 $0.00 Closed
PJ000175 30/06/2003 $90.00 $0.00 $0.00 Closed
$389.00
Area 8 Gov
PJO00098 13/04/2003 $60.00 $0.00 $0.00 Closed
PJ0O00151 28/06/2003 $116.80 $0.00 $0.00 Closed
$176.80
District Governor
PJO00004  4/08/2002 $141.92 $14.19 $0.00 Closed



Toastmasters District 70

Vendor Purchases Summary

1/07/2002 through 30/06/2003

17/11/2006 Page 2
5:07:57 PM
Name ID# Original Date Purchase Amount Tax Current Balance Status Due Date
District Governor
PJO00039 20/09/2002 $358.35 $35.84 $0.00 Closed
PJ0O00033 15/10/2002 $309.30 $30.93 $0.00 Closed
PJO00053 24/11/2002 $700.27 $41.63 $0.00 Closed
PJO00064 11/01/2003 $113.03 $11.30 $0.00 Closed
PJO00065 11/01/2003 $48.36 $4.84 $0.00 Closed
PJO00068  2/02/2003 $74.18 $7.42 $0.00 Closed
PJO00080  8/03/2003 $265.00 $26.50 $0.00 Closed
PJO00090  5/04/2003 $325.20 $32.52 $0.00 Closed
PJ000123 25/05/2003 $586.24 $56.62 $0.00 Closed
PJ000146 28/06/2003 $176.75 $17.68 $0.00 Closed
PJ000179 30/06/2003 $253.57 $25.36 $0.00 Closed
$3,352.17 $304.83
District Secretary
PJO0O0003 14/07/2002 $258.53 $25.85 $0.00 Closed
PJO0O0005  4/08/2002 $48.09 $4.81 $0.00 Closed
PJ0O00022  8/09/2002 $408.69 $40.87 $0.00 Closed
PJ000027 22/09/2002 $291.32 $29.13 $0.00 Closed
PJO00059 15/12/2002 $582.73 $58.27 $0.00 Closed
PJO00071  2/02/2003 $410.68 $41.07 $0.00 Closed
PJO00077  9/02/2003 $382.89 $38.29 $0.00 Closed
PJO00095 13/04/2003 $70.82 $7.08 $0.00 Closed
PJO00117  2/06/2003 $331.94 $33.19 $0.00 Closed
PJ0O00137 23/06/2003 $261.45 $26.15 $0.00 Closed
PJ0O00156 30/06/2003 $373.16 $37.32 $0.00 Closed
$3,420.30 $342.03
District Treasurer
PJO00087 20/03/2003 $72.73 $7.27 $0.00 Closed
PJO00088 20/03/2003 $631.88 $0.00 $0.00 Closed
PJO00089 20/03/2003 $340.65 $0.00 $0.00 Closed
$1,045.26 $7.27
Division Governor - Central
PJ0O00153 28/06/2003 $68.64 $6.86 $0.00 Closed
$68.64 $6.86
Division Governor - Eastern
PJO00018  5/09/2002 $115.00 $11.50 $0.00 Closed
PJO00092 13/04/2003 $44.89 $4.49 $0.00 Closed
PJO00093 13/04/2003 $100.00 $10.00 $0.00 Closed
PJO00097 13/04/2003 $46.15 $0.00 $0.00 Closed
PJ000165 30/06/2003 $511.00 $0.00 $0.00 Closed
$817.04 $25.99
Division Governor - Hawkesbury
PJO00034 15/10/2002 $363.29 $36.33 $0.00 Closed
PJ0O00046 24/11/2002 $213.64 $21.36 $0.00 Closed
PJO00054 24/11/2002 $200.00 $20.00 $0.00 Closed
PJ000144 28/06/2003 $345.45 $34.55 $0.00 Closed
$1,122.38 $112.24
Division Governor - Monaro
PJO00060 15/12/2002 $56.36 $5.64 $0.00 Closed
PJO00072  2/02/2003 $168.18 $16.82 $0.00 Closed
PJ0O00166 30/06/2003 $263.60 $0.00 $0.00 Closed



Toastmasters District 70
Vendor Purchases Summary

1/07/2002 through 30/06/2003

17/11/2006
5:07:57 PM
Name ID# Original Date Purchase Amount Tax Current Balance Status

Page 3

Due Date

Division Governor - Monaro

$488.14 $22.46
Division Governor - Southern
PJ000159 30/06/2003 $476.80 $0.00 $0.00 Closed
$476.80
DO - New Clubs
PJ0O00026 22/09/2002 $30.00 $0.00 $0.00 Closed
$30.00
DO-Directories Officer
PJ0O00020  5/09/2002 $36.81 $3.68 $0.00 Closed
$36.81 $3.68
DO-IT
PJ000029 22/09/2002 $258.18 $25.82 $0.00 Closed
PJO00070 2/02/2003 $248.18 $24.82 $0.00 Closed
$506.36 $50.64
DO-Membership Returns
PJO0O0006  4/08/2002 $139.69 $13.97 $0.00 Closed
PJO00011  4/08/2002 $32.75 $1.32 $0.00 Closed
PJ000028 22/09/2002 $113.85 $11.38 $0.00 Closed
$286.29 $26.67
DO-Newsletter Editor
PJ000045  8/11/2002 $351.99 $35.20 $0.00 Closed
PJO00086 20/03/2003 $382.64 $38.26 $0.00 Closed
PJO00111  5/04/2003 $617.85 $61.79 $0.00 Closed
PJ000154 28/06/2003 $270.81 $27.08 $0.00 Closed
$1,623.29 $162.33
DO-TI Warehouse
PJO00010  4/08/2002 $49.35 $4.93 $0.00 Closed
PJO00036 12/09/2002 $1,118.05 $111.80 $0.00 Closed
$1,167.40 $116.73
DO-Webmaster
PJO00019  5/09/2002 $22.29 $2.23 $0.00 Closed
$22.29 $2.23
Enquiries Officer - Phone
PJ000104 23/04/2003 $93.50 $0.00 $0.00 Closed
PJ000164 30/06/2003 $62.18 $6.22 $0.00 Closed
$155.68 $6.22
Ext-Bankstown Sports Club
PJ0O00024  8/09/2002 $135.00 $13.50 $0.00 Closed
PJ0O00037 30/09/2002 $360.00 $36.00 $0.00 Closed
PJO00057  5/01/2003 $35.00 $3.50 $0.00 Closed
PJO00058 5/01/2003 $135.00 $13.50 $0.00 Closed
PJO00082  8/03/2003 $135.00 $13.50 $0.00 Closed
PJ0O00101 23/04/2003 $135.00 $13.50 $0.00 Closed

PJO00129  5/06/2003 $90.00 $9.00 $0.00 Closed



Toastmasters District 70

Vendor Purchases Summary
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Name ID# Original Date Purchase Amount Tax Current Balance Status Due Date
Ext-Bankstown Sports Club
PJ000139 23/06/2003 $135.00 $13.50 $0.00 Closed
$1,160.00 $116.00
Ext-DIB Insurance Brokers
PJ000136 23/06/2003 $1,893.18 $189.32 $0.00 Closed
$1,893.18 $189.32
Ext-Holiday Inn Rooty Hill
PJ000181 30/06/2003 $1,909.09 $190.91 $2,100.00 Open 30/07/2003
$1,909.09 $190.91 $2,100.00
Ext-K&G Printing
PJO00016  7/08/2002 $730.00 $73.00 $0.00 Closed
PJ0O00107  5/04/2003 $190.00 $19.00 $0.00 Closed
$920.00 $92.00
Ext-Konica
PJO00074  2/02/2003 $36.93 $3.69 $0.00 Closed
PJO00084 20/03/2003 $259.80 $25.98 $0.00 Closed
$296.73 $29.67
Ext-Kyocera Mito
PJO00061 15/12/2002 $70.98 $7.10 $0.00 Closed
PJO00073  2/02/2003 $67.34 $6.73 $0.00 Closed
PJO00083 20/03/2003 $420.08 $42.01 $0.00 Closed
PJO00094 13/04/2003 $11.71 $1.17 $0.00 Closed
PJO00126  2/06/2003 $120.61 $12.06 $0.00 Closed
PJ000133 23/06/2003 $57.79 $5.78 $0.00 Closed
PJ000178 30/06/2003 $145.87 $14.59 $0.00 Closed
$894.38 $89.44
Ext-Lightfoot Sound P/L
PJO00162  2/02/2003 $280.00 $0.00 $0.00 Closed
PJO00105 23/04/2003 $18.00 $1.80 $0.00 Closed
$298.00 $1.80
Ext-Mascot Printing
PJO00043 30/10/2002 $346.00 $34.60 $0.00 Closed
PJ000119 22/05/2003 $355.00 $35.50 $0.00 Closed
$701.00 $70.10
Ext-Others
PJO00013  7/08/2002 $72.73 $7.27 $0.00 Closed
PJO00157 30/06/2003 $1,074.50 $0.00 $0.00 Closed
$1,147.23 $7.27
Ext-Pacific Access
PJO00012  4/08/2002 $231.82 $23.18 $0.00 Closed
PJO00023  8/09/2002 $92.73 $9.27 $0.00 Closed
PJO00030 22/09/2002 $92.73 $9.27 $0.00 Closed
$417.28 $41.72
Ext-Performance Printing
PJOO0009  1/08/2002 $2,280.00 $228.00 $0.00 Closed





