Financial Secretary/
Faithful Comptroller
Training

Presented by: Regional Growth Director Ray Lopez, PSD
to Utah State Council on 11/23/202o0.



Disclaimer: “Faithful Comptroller”

* While this course is designed for and around the
duties of the Financial Secretary of a council,
many of the terms and screen shots will apply to
those used by the Faithful Comptroller of an
Assembly.



QUALIFICATIONS

* Will be appointed by the Supreme

Must be a Third-Degree Knight of
the Council.

Must be in good standing.

Must adhere to Supreme Council
requirements in accounting and
monies and recording membership
additions and changes.

Cannot be engaged in the sale of
life

or health insurance for another
organization.

Knight for a term of three years.

* Will be automatically bonded in the

amount of $5,000 upon
appointment.

Will be evaluated by the Grand
Knight, council Trustees, and District
Deputy at the end of the term; will be
recommended or not recommended
for re-appointment.

District Deputy may not serve
simultaneously as a Financial
Secretary without written permission
from the State Deputy.



Introduction

The Financial Secretary...

"...is anintegral part of the structure of the Knights of
Columbus.” - Virgil Dechant, Past Supreme Knight

Is appointed by Council and is affirmed by the Supreme
Knight for the bonding.

Reports to District Deputy, Grand Knight, and the
Council.



Financial Secretary Responsibilities

*Collect and receive all moneys due the council
*Keep account of all dues and funds
*Transfer money to the Treasurer

*Keep a roll of the members and certificate
holders, their ages, residences and occupations,

with the dates of initiation



F/S Responsibilities (Cont'd)

* Notify Membership Records of the names and
addresses of all council officers and other
appointments.

* Assist the council officers in timely completion and
ensure submission of all council forms.

* Keep official seal of council and affix the same to all
official documents, papers, membership cards, etc.



F/S Responsibilities (Cont'd)

*Other duties.
* Perform all other acts as required
* Keep record of ceremonial books

* Order supplies as needed or requested by Grand
Knight.

* Attend reqgular and officer meetings
* Provide Field Agent with assistance

* Provide all records to the Trustees for the Audit and
the District Deputy for inspection.



F/S Responsibilities (Cont'd)

*Liability Insurance
*Submitting IRS Form 990
*Perform Other Duties as required



Council Financial Procedure

1. Collect and receive all
moneys due the
council

2. Keep account of all
dues and funds

3. Transfer money to the
Treasurer

* Treasurer’s Receipt to
Financial Secretary

* Trustees use to verify
records during audit

+



Paying Budgeted Bills

] Voucher
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Paying Non-Budgeted Bills

FS Reads Voucher
Bill At —  @iven to
Meeting Treasurer

FS Receives

Bill Treasurer
Approved Writes
By Council Check

FS Prepares
Voucher

Bill Reviewed

By
Trustees
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Retention Committee

MM Retention
report from FS - -

The FS is not a member of the Retention Committee!




Member Billing and Next Steps

* First Billing...Must wait 30 days to next step

* may wait longer

* Second Billing....Must wait 30 days to next step.

* may wait longer.
 Council Retention starts and report of retention committee is printed

* Knight Alert sent....Must wait 15 day to next step.
* may wait longer
* District Deputy should be notified and given a report on council retention efforts.

* 1845 Intent to Retain is Sent....60 day cooling period.

* State Retention chair is given report by the District Deputy or the council retention
chair.
* Council must have a retention chair, and not the Financial Secretary.

* Form 100 must be sent in within 6o days or process must be restarted.




Retention Committee Member -
Contact outcomes

* Member Pays dues * Member Death
* Withdrawal * Disability Waiver
* Transfer * Failure to remain a

practical Catholic
* Felony Conviction

* Misconduct

* Unable to pay dues
(Military Service, Un
Employed)

Retention Committee contacts members

The Retention Committee Member must provide the Grand Knight
with a written report on each member who was contacted.



Proper Billing Procedures after
Retention Committee

Member

Knight Alert

@
Distributed Notice of Intent
to Retain (1845) |
=) M o
FEBRUARY
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Must be signed
by GK

S

State Deputy & Retention Chair



What happens at Supreme?

* Upon receipt of Form 1845 in the Membership Records
Dept.

* Membership record is “flagged.”

* Supreme Knight’s retention letter is forwarded to the
delinquent member.

* A listing of 1845’s received and processed the Conservation
report is published on Officer’s on Line.

* The “Notice of Intent to Retain” (Form 1845) becomes null
and void 90 days after official receipt by the Supreme
Council Membership Department — if no further action is
taken by council.



The “Final” Steps...

 After 60 days have elapsed — from the date Supreme
“processes” the 1845 - file a “Form 100” indicating that
the Intent to Retain period has expired.

e A suspension is not complete until a “Form 100” is
submitted to the Supreme Council membership
Department.

* Be sure to include a stated reason for the suspension.

* Be sure all documentation is available to
support the stated reason for the
suspension.



Types of Membership Transactions

. New Member

. Juvenile to Adult — Under 18 year old with K of C Ins Joins for S5

. Reinstatement — out less than 3 months, no break in service

. Reactivation — With Insurance out more than 3 months, Break in service, S5 fee
. Readmission — Without Insurance out more than 3 months and less than 7 years,

Break in service, $7.50 fee

. Reapplication — Without Insurance out > 7 years , Break in service, $7.50 fee
(admissions and Degree work)

. Transfer - Check members card

e Withdrawal

. Data Change — Use MM

. Death — Use MM and Call Agent even if member has no Insurance

. Suspension — Non-payment of dues or Misconduct



Adding New Members (standard)

* Prospective member identified (blitz, drive or referral).

* Prospect completes admissions committee questionnaire
(form 391) and form 100.

* Admissions committee meets with prospect. Completes
admissions committee report.

* Form 100 is read at Council meeting with Admission
Committees recommendation.

» Secret ballet is held.

* Prospect pays Initiation fee and prorated dues to FS. If the
Prospect is an e-member calculate dues credit to next billing
cycle.

* Prospect is taken to a CUF Degree.

* The Form 100 is sent to Supreme ASAP or enter e-member 1
degree date for Prospect in Officers online
(no later than 24 hours).



|
Candidate Tab Perdten Conines oo

# | UPDATE YOUR PROFILE

Officers Online

Hi Paul Healey | Last Login: 4/1/2020 at 3:10 pm

Connecticut 5 #5 (Wallingford)

Log into Officers Online e
Click on the "Candidate Tab” =

Only GKs and FSs have the
"Candidate” tab

NOTE: Prospect Tab is
separate and for Online
Membership

AN

%



Add Member

(New, Transfer, or &SNS hTE
Reactivation) MEMBERSHIP FORM

S

Click on “Add” button to
enter new member

"Membership Form"” screen
will appear

Enter required fields from
completed paper Form 100

Scroll down to complete
HEE

AN

%



Adding new “E” Members

v Urgent Messages

Fraternal Training Portal: o ReJ e Ct” re a S O n S .

If the Fraternal Training button is not appearing, we suggest that you request your grand knight or financial secretary update your record with a primary email address. If ° E I | | bl | |t CO n Ce rns
this is notthe issue, feel free to contact 203-752-4270, selecting option 3 for assistance; or email FraternalTraining@KofC.org

First Degree Ceremonial Production ® COUﬂCI' |nC0mpatI ble

Supreme Knight Carl Anderson has announced that a video production of the First Degree Ceremonial is available for councils to utilize when bringing in new ° DOeS n Ot wa nt to Tra nSfe r
members. This production is designed to aid any council lacking a degree team, or for those times when special circumstances prevent the candidate from

attending a First Degree Ceremonial. While the preferred exemplification of the First Degree is to be conducted by a skilled council team, this video

production offers every council an option. Play Video | To download this video, right-click here and click on Save Link As or Save Target As

First Degree Ceremonial Instructions: View | Download | Order

District > Council

v supporting Applications

Online Store

Officers Desk Knights Gear
Reference

Membership Reports Publications

Membership Reports Forms Publications ‘

Unassigned

Assigned Assigned

Search

Grand Knight
Approval
(Date Read)

- Benson
02/26/2018 ) 9 | date J Reject
Dubios -

Assigned
Date

Financial Secretary

i A
Council # (Ceremonial Date)




Online Membership dues issue

* Online Members are issued a membership card for a
calendar year from the date they join. This will not
coincide with our Calendar billing cycle.

* When transferring in an Online Member you need to
prorate the dues from the remaining year of the Online
Member and apply this amount to there prorated Council
dues.

* For example: the Online Member has a card good to May
1st and he joins a Council in January. You would credit the
member $10 towards his Council dues (January to May is
1/3 of the year so we would give the member 1/37 of the
$30 Online Member dues credit)



CONTACT US SAFE ENVIRONMENT FPROG { CAREERS SIGN IN
JOIN DONATE jo, FOR MEMBERS

WHAT WE DO GET INVOLVED NEWS HUB

ARE CATHG r—m__ =
ﬁ len 1S rhannp &

www.KofC.org website



Officers Login

KOFC Home Language ~ Privacy/ Usage

A—Q AN

<% Login

Please enter your username and password and click on the "Login" button to log in.
Fields marked with an asterisk (*) are required.

This section requires user registration.

Username: * Robert713

Password:

Remember my username

Change password

Copyright © Knights of Columbus
See Privacy Policy and User Agreement for details.



KNIGHTS OFFICERS CHANGE PA

- ¢/ OF COLUMBUS ONLINE LanGUAGE: ENGLISH
Officers .

UPDATE YOUR PROFILE
Officers Online

O | I | .
I | I e HI Robert Aleala | Last Login: 11/1/2018 at 9:46 am Change Role: Inancial Secretary -

The Report of the Committee on Laws and Resolutiens to the 136th Suprame Convention hald in Baltimore, MD from August 7-3, 2018, are located hera.

Order supplies online:
Click on the grean icon balow o order your supplias and print (tems ondine. Click nere for answers 1o frequently asked quastions.

Fraternal Training Portal:
It the Fraternal Traning button IS not appeanng, We suggeast that you reguest your grand Knight or financial secretary update your record with a primary emaill addrass. If this is
not the [ssua, teel free to contact 203-752-4270, selacting opiion 3 for assistance; or emall Fraternal Training @ RoiC.org.

The Fraternal Trainimg Portal IS open to all officers and mambers by going to the Open Ennsliment site at KofC.orgfrainingmicrosite, and choose "Sign Up' to complete the one-
time registration process.

First Degree Ceremonial Production

The First Degree Ceremonial production is designed to aid any council lacking a degree team, or for those times when special circumstances prevent the
candidate from attending a First Degree Ceremonial. While the preferred exemplification of the First Degree is to be conducted by a skilled council team, this
video production offers every council an option. Play Video | To download this video, right-click here and click on Save Link As or Save Target As.

First Degree Ceremonial Instructions: View | Download | Order

Texas \> 90 > #8771 (Houston) \‘

&

¥ Supporting Applications
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Officers Desk Fratarnal Office Of Youth Home Member Mamber Billing By Laws Online Knights Gear
Reference Training Protection Corporations Management

Gift Store

Supplies
Online



Store kofc.org Officers Online ENGLISH ESPAROL FRANCAIS

KNIGHTS

INE > OFFICERS ' DESK REFERE

Officers Desk
Reference

OFFICERS ' DESK REFERENCE

WELCOME A COLLAPSE A

Officers
Desk e
Reference st

council.

Columbt

1. Using The Officers' Desk Reference

2. Message from the Supreme Advocate: ODR Updates

3. Reporting Allegations Of Misconduct

4, Resolutions Presented at State and Supreme Council Meetings (February 2018 Memo)

Kof C

Gift Store

Officers Desk Fraternal Office Of Youth Home Member Member Billing By Laws Online Knights Gear

Reference Training Protection Corporations Management

Supplies
Online




Kof C

Gift Store.

Officers Desk
Reference Training

Fraternal Member Member Billing By Laws Online Knights Gear

>

Supplies
Online

Youth Protection

HOME > OFFICERS ONLINE > KNIGHTS OF COLUMBUS SAFE ENVIRONMENT PROGRAM

THE KNIGHTS OF COLUMBUS
Tue Knigrs of CoLumsus v
Orrice oF YoutH PROTECTION 4 SAFE'ENVIRONMENT PROGRAM
FREQUENTLY.ASKED
QUESTIONS

Office Of Youth
Protaction

SAFE ENVIRONMENT GUIDE )
FOR GRAND KNIGHTS AND ! :  SAFEJENVIRONMENT.GUIDE
FAITHFUL NAVIGATORS b Ly : EORPY OUTH'LEADERS

. 2018 Safe Environment Program Information Guide

. Reporting Suspected Abuse within Knights of Columbus Programs
. Reporting Non-Knights of Columbus Related Sexual Misconduct Involving a Member

. Overview

. Knights of Columbus Youth Activity Policy

Youth Leader Selection

. Member Roles Designated For Mandatory Training

. Local Diocesan Safe Environment Program Requirements

. Member Compliance with Diocesan Safe Environment Policies

10. Best Practices Regarding Council Compliance with Diocesan Safe Environment Programs
11. Background Check Documents (Canada and Philippines)

12. Background Check Documents (United States)

13. Armatus® Login Instructions

14. Addressing a Member Who Has Been Removed From a Youth Leader Role

15. Grand Knight: Safe Environment Program Talking Points for Prospective Members

16. Grand Knight: Safe Environment Program Talking Points for New Members

. Suspension of Non-Compliant Squire Circles

. Frequently Asked Questions: Knights of Columbus Safe Environment Program

\Dm\J.UVU‘&LUN—'



Kof C

Gift Store.

Officers Desk Fraternal
Reference Training

Member Billing By Laws Online Knights Gear

>

Office Of Yout

Supplies
Online

Home Corporations

HOME > OFFICERS ONLINE = HANDBOOK FOR COUNCILS USING HOME CORPORATIONS

. Introduction
. Home Corporations are Separate Entities

. Name and Emblem Issues

. Tax and Insurance Issues

Rental Hall Issues

. Building the Domestic Church While Strengthening Our Parishes

. Supreme Council Resolutions Regarding Councils Using Home Corporations
. Handbook for Councils Using Home Corporation Facilities

- August 2017 Columbia Magazine Article on Councils and Home Corporations
. UPDATED Templates

Homix
Corporations

CI\BW\JU\ILH-&LUI\J—

Introduction

The Knights of Columbus conducts its charitable and fraternal mission through an extensive network of subordinate councils, which are prohibited from owning real property.
Subordinate councils are unincorporated associations holding charters from the Knights of Calumbus or atherwise approved by the Board of Directors of the Knights of Columbus; they are subject to
disselution or merger according to the Order's laws. Subordinate councils have the discretion to choose a suitable location to conduct their activities in light of the mission and identity of the Knights of
Columbus. The Supreme Council has strongly encouraged councils to meet at a local parish, in accord with the original vision of Father McGivney. Today, most councils of the Knights of Columbus are
parish-based.

v. September 2017

Home Corporations are Separate Entities

In the past, individual members of some subordinate councils decided on their own to form corporations outside the control of the Knights of Columbus for the purpaose of buying
real property and owning buildings where their councils could establish a “permanent home.” These corporations came to be known as "home corporations.” "Home Corporation” is a generic term for
what are variously known as “permanent homes,” “nome associations,” “council halls,” "Columbus Clubs,” "KC Clubs,” and “Knights of Columbus Clubs.”

Home corporations are independent legal entities formed under the applicable laws of the jurisdictions in which members of local councils are situated. They are not subordinate units of the Knights of
Columbus and are not subject to the Charter, Constitution, and Laws of the Order. The properties and buildings owned by home corporations are not owned, operated, or maintained by the Knights of
Columbus. The home corporations, and not the Knights of Columbus, are solely responsible for all liabilities arising from the properties and the activities conducted there.

v. September 2017



Kof C

Gift Store.

Officers Desk Fraternal Office Of Youth Home Member Member Billin| By Laws Online Knights Gear
Reference Training Protection Corporations Management

By-Laws

Officers Online

P S e ] y Laws Online - Standard Temlate -l
+ Standard Template

By Laws "
‘3 ANTON J FRANK Council 8771

Ol ree
Council Location: HOUSTON Jurisdiction: Tx
District: 090 Date of Institution: 09-04-19584

Date Informatic ation | Meeting Information | Fun nittee | Officer Information

Date Information

Date Adopted
by Council:

Please note that the Member Management, Member Billing and By-Laws Online Call Center's new
telephone number is 203-752-4210. When calling, please select option 1.

On Tuesday, May 17 the following was implemented to improve processing of large amount of data. Now when
clicking Process button on Pending Receipts or Pending Vouchers screen, you will be notified that an email will
be sent to you , informing you when the processing of posting these transactions will be complete, so your report
can be generated. For common users this will have little or no affect; however for those users that are posting a
large number of transactions will see a difference. This is a first step, and eventually the process in processing
large repo Income & Expense for large period of time) or the Data Extract Tool will change as well.

2008

MM-DD-tYYY

Date Informaticn | Dues Inft

Dues Information

Annual Dues: Initiation Fee:
: a

By-Laws Online provides your council or assembly the ability to submit new or revised By-Laws
Supreme Advocate’s office online. If your council or assembly wishes to have changes or addendum to
this Standard Template, we encourage you 2 si blishing Council or Assembl i

Date Informatien | Dues Information | Meeting Information | Fund/Committee | Officer Information

To proceed to By-Laws Online, click the “Live” button on the bottom of this window.

Meeting Information

Maximum Amount to be Paid per Transaction
Quorum Number: at a Regular Business Meeting:
10 5

Minimum is 8 #EHF EF

Maximum




* The only field which can be changed are:
* Date Adopted by Council
* Annual Dues

By Laws

online * |[nitiation Fee

e Quorum Number

* Maximum Amount to be Paid per Transaction at a Regular
Business Meeting

* Relief Fund

* Memorial Committee

* Annual Communion

* Financial Secretary Compensation

* Include Lecturer as Appointed Officer



Kof C

Gift Store.

Officers Desk Fraternal Office Of Youth Member Member Billin| By Laws Online Knights Gear
Reference Training Protection Corporations Management

By-Laws

By Laws

Ol

Submit By-Laws for Printing
When a print request is submitted to the Supreme Council, the most recent approved version

of your By-Laws will be used.

Your By-Laws were last approved on: NMovember 18, 2008

If you have made changes since the last version was approved, please submit the updated
varsion to the Supreme Advocate for approval before submitting a Print Request.

Please Select One of the Following:
« 100 Copies {£25.00)

200 Copies {$30.00)
[$40.00)

300 Copies |

Okher Guantity

its of ome-hundred, with an additicnal cosk o

I agree that the cost of printing is to be charged to my council's account.

Optional Print Faatures

Include List of Current Officers
Include List of Charter Members
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Officers Desk Fraternal Office Of Youth Home Member Member Billing By Laws Online Knights Gear

Reference Training Protection Corporations  Management

Knights Gear Websi

B Grid system - Boo: X B Responsive utilitie X m Bootstrap 4 Chea: X B Display property . X / 4§ Knights Gear {) Saba: Home X | or Expert Guidance - X

C {0  ® www.knightsgear.com

[ | oa | wsusr | swomeor o |

Knights Gear
Home Page My Account FAQs Contact Us New Knights Gear

CATEGORIES

Bncy 19

|

FEATURED - Religious And Liturgical FEATURED - Personalized Cap FEATURED - Spring Gear
MANUFACTURERS Items
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Officers Desk Fraternal Office Of Youth Home Member
Reference Training Protection Corporations Management

Supplies Online

f&\! K N l G H T S Customer Service | 833.551.7770 (M-F 8AM - 6PM EST) or Sup

WAL LTS
E \ﬁk/ OF COLUMBUS'
1 IN SERVICE TO ONE. IN SERVICE TO ALL.

I F Shop My Orders Logout

Supplies
Online

Supplies
Online

he new Supplies
‘,.sr o 2

~
FOA

o

Administrative Assembly Supplies Catholic Information Ceremonial Supplies Ceremonial Other
Service

N

(#) (@

.\\—” / “, /

E d E
'i ii 3

By Laws Online Knights Gear



Officers Online - Status

#8771 (Houston)

¥ Supporting Applications
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Officers Desk Fraternal Office Of Youth Homea Member Member Billing By Laws Online Knights Gear
Reference Training Protection Corporations Management

Supplies
Online

Membership Reports Forms Publications Prospect

Awards Progress Council Membership




Officers Online - Reports

¥ Supporting Applications
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Officers Desk Fraternal Office Of Youth Home Member Member Billing By Laws Online Knights Gear

Reference Training Protection Corporations Management

Supplies
Online

Membership Publications Prospect
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Membarship Hoster

Membarship B

Membparship Ros

Financial Statemant




Officers Online - Forms

¥ Supporting Applications
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Fraternal
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Form Mame
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PROGRAM IMRECTOR

REQUIRED

FAITH IMRECTOR

COMMUNITY IMRECTOR

REQUIRED

FAMILY IMRECTOR

REQUIRED

LIFEDMRECTOR

MEMBERSHIP IMRECTOR

REQUIRED

MEMBERSHIP NO.

MEMBERSHIP NO.

MEMBERSHIP NO.

MEMBERSHIP NO.

MEMBERSHIP NO.

MEMBERSHIP NO.

RETENTION CHAIRMAN

REQUIRED

INSURANCE PROMOTION

MEMBERSHIPF NO.

MEMBERSHIP NO.




ENICGHTS SEMIANMUAL COURNCIL AUDIT BEPDRET
oAl R FOR PERIOD ENDED DECEMRER 3120

Dt By: FEEBRUARY 15

COUNCIL D, STATE
SCHEDMILE A — MEMEEREHIF

ADCHTICNG s s ] ToT DEDLCTIONS e s | Tom

Total membars start of pariod EusparEions ] ]
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Translars from obhar oounolis ‘Whidrasak
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ANNUAL SURVEY
OF FRATERNAL ACTIVITY

JANUARY 1,20__ THRU DECEMBER 31, 20

COUNCIL NUMBER
Seotion . Fobormal Program Activisien

manremy
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throagh December 3]st annually.
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COLUMBIAN AWARD APPLICATION

Dhue by Juse 30ch

Council Sumber:




APPLICATION FOR RELIEF FROM PAYMENT
OF COUNCIL DUES AND SUPREME AND
STATE COUNCIL PER CAPITA TAXES

| hereby certify that |,

Kame ' AddrEs
. am & member in good standing of Council Mo.
and that | am totally disabled and hereby request that | be relieved of payment of all
council dues and Supreme and state council per capita taxes under Section 118{(g) of
the Laws of the Order. In support of this request, | submit one of the following as
evidence of my total disability:
} Certification from Health and Human Services, or
} Certification from Internal Revenue Service, or
} Certification from Veterans' Administration, or
} Certification from attending physician.

L

Dated

Member Sigrahune
CERTIFICATION OF COUNCIL
Ciouncil Mao.
Location

This is to certiify that

Fame Marmbar sip Mamear
is & member in good standing in this council and that he has presented evidencs of total
disability that warrants consideration for relisf from payment of all council duss and
Supreme and state council per capita taxes, under Section 118(s).

Attest:

Financial Secretury Grend Knight

Dat=d

{offw council seal here]
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Officers Online - Publications

¥ Supporting Applications

V4 | K w G i' Kof C

Officers Desk Fraternal Office Of Youth Home Member Member Billing By Laws Online Knights Gear

Reference Training Protection Corporations Management

Supplies
Online

Membership Reports Publications Prospect

Publication Name

Custrict Deputy Bemindar

Knightling

Leadersnip HandDooks




Officers Online - Publications

KOFC.ORG > Resources: Officer Guides

OFFICER GUIDES

Officer handbooks provide a general overview of the duties and responsibilities of officer positions within the Order along with
reference sections on laws and rules within the Knights of Columbus.

* Chaplain’s Handbook (PDF)

* District Deputy's Guide (PDF)

* Grand Knight's Guide (PDF)

* Leadership Resources (PDF)

* Financial Secretary's Guide (PDF)

* Faithful Comptroller Handbook (PDF)
*Vocations Handbook (PDF)




Officers Online - Prospect

v Urgent Messages

Fraternal Training Portal:
If the Fraternal Training button is not appearing, we suggest that you request your grand knight or financial secretary update your record with a primary email address. If
this is not the issue, feel free to contact 203-752-4270, selecting option 3 for assistance; or email FraternalTraining@KofC.org.

First Degree Ceremonial Production

Supreme Knight Carl Anderson has announced that a video production of the First Degree Ceremonial is available for councils to utilize when bringing in new
members. This production is designed to aid any council lacking a degree team, or for those times when special circumstances prevent the candidate from
attending a First Degree Ceremonial. While the preferred exemplification of the First Degree is to be conducted by a skilled council team, this video
production offers every council an option. Play Video | To download this video, right-click here and click on Save Link As or Save Target As

First Degree Ceremonial Instructions: View | D

District  Council

v Supporting Applications

Kof C

Online Store

Officers Desk Knights Gear
Reference

Membership Publications

Membership Reports

Unassigned

Assigned Assigned

Grand Knight
Name 2 Approval
(Date Read)

Assigned
Date

Financial Secretary

Council # * - ;
(Ceremonial Date)



Important Dates:

AUGUST 2019

Monday Tuesday Wednesday Thursday

Sem:el’ ram
Personnel R panI:IJE

FRATERNAL PLANNER
2019 - 2020

TOTAL
HOURS OF SERVICE




Member Management

Member
Management

**NOTICE - COMCAST EMAILS™**

The Supreme Council is experiencing issues with emails going to Comcast accounts. We believe that
this is how Comcast deals with receiving emails from a ‘NoReply’ process in general (not just from the
Knights of Columbus), which is the current industry standard. We are working to determine if the
Supreme Council can change our process to allow emails to go through to our members with a Comcast
email address.

The Service Program Personal (also known as Form 365) will be recorded as received when the following
required roles have been appointed - Program Director, Community Director, Family Director, Membership
Director, and Retention Chairman.

Safe Environment Requirements can be found at kofc.org/safe

Please note that the Member Management, Member Billing and By-Laws Online Call Center's new telephone
number is 203-752-4210. When calling, please select option 1.

TRAINING



Member Management

OF COLUMBUS

| Espaiiol | Frangais

4 Home | Contact Us | Logout

KNIGHTS Find a Member by Last Name: =
Go Print this screen &7
gXPEIRY

I S PO Onl I SERVECE T ALL

Officers Online

Member Billing Member Management Council Administration Print Center-MM

* Member Management

* Find a Member

ember Vianagement - rin embper

Search Criteria

Display records for the following:

« Active Members Former Members

Required Criteria
Last Name: Member #:

Search Tips

Search Reset



Member Billing

Member
Billing

Member Billing

Officers Online Member Management

o

G
_

Print Center-MB

+ Council Ledger

0 H g & A @ Q 0 eqdge
Council
3 A r > A O O
0 0 0 O O d 0
) 090 D3 0 0 09-04 984
View Transactions
- »E E D N = D CCO D
B EH
DD DD
Council Transactions - Processed
Date :‘;:r;sactlon Batch # | Account: Sub Account Event Amount

Council Transactions - Pending




Expert FS Online training

http://www.kofc.org/en/officers/help/membermanagement.html

y

EXPERT

Recent Updates:

Degree Level Reports

A new report was added to the Print
Center in Member Management which
displays only members who have
attained the selected degree and not
higher degrees.

Searching for Members /
Payee/Payors

Changes have been made in the
search areas to allow the user to
search using the first letter of the last
name and an asterisk .... or just the
first letter of the last name (with no
asterisk).

(€)2003-2018 Knights of Columbus®. All rights reserved.

MEMBER BILLING

Member Management

Search Tips

FS / FC SUPPORT

Can Data be converted from FSPC to Member Management?

Is a Form 100 still required?

Can a death of member be reported online?
Why are Former Members displaying?

Why are Degree Dates not accurate?

What are the various Member Types & Classes?

UPDATES MEMBER MANAGEMENT | MEMBERDIEING ===

Recent Updates:

Video Tutorial:
Click here to view Video Tutorials

Data Extract Tool:

The issues with generating an extract
using the Data Extract Tool has been
corrected in Member Management.

This issue continues when attempting
to generate an extract using the Data
Extract Tool, if your version of Excel is
earlier than 2007, in Member Billing.
We are working to correct these
issues with Member Billing
application.

Account List:

The Supreme Council has added a
System defined expense Account: Sub
Account for Councils named Per
Capita: Culture of Life.

If you have a Council defined expense
account with the exact same name,
we suggest that you make a slight
change to this expense account on
the Edit Account list (click on Edit link
from the Account List screen), so that
an adjustment can be made on the
Adjustment screen moving all
recorded expenses from the Council
created account to the System
created account.

Once this adjustment is made, the
Council created account can be made
inactive, so that all future transactions
will be applied to the new System
account.

Member Billing

Adjusting on Past Dues for delinquent members
Billing Schedule/Frequency

Enter/Change Amount of Dues

Billing Notice Delivery Preference for individual members

Sub Class Information




Liability Insurance

* Councils are responsible for providing their own
liability Insurance

* Churches normally do not Cover Council Meetings or
Activities on their premises or off site.

* You need Council liability Insurance
and an umbrella Policy
to cover the Officers

* See Officers Desk Reference - Council and Assembly

E

Issues




Council
Officers

Conflict of
Interest
Form

Knights of Columbus Councils

Conflict of Interest Disclosure Form

Name:

Position (trustee/officer/'member):

Please describe below any relationships, transactions, positions you hold (volunteer or
otherwise), or circumstances that you believe could create a conflict of interest between your
duty of care, good faith and loyalty to the Council and vour similar duty to another entity
involved in a transaction with the Council,

I have read the conflict of interest guidance

I have no conflict of interest to report

I have the following conflict of interest, or possible conflict of interest to report:

3,

I acknowledge that [ have an ongeing duty of care, good faith, and loyalty to the Council and I
agree to disclose a conflict of interest, if one should arise during the year, after [ have signed this
Conflict of Interest Disclosure Form.

[ hereby certify that the information set forth above is true and complete to the best of my
knowledge.

Signature:

Date:




Form ggo

* |f your Council or Assembly has income of $50,000
or less you can file the 990-N. (Used to be under
$25,000)

* |If your gross receipts are $200,000 or less and your
assets are | $500,000 or less you can file the 990-EZ
form OR the full 990.

* If your gross income is over $200,000 and you have
assets over $500,000 you have to file the full 990
form.

e See the Supreme May 2010 Memorandum for
more details on the completion of these forms



Form ggo

» Keep copies of 990-N Conformation
* Make sure your bank accounts use your EIN

* If you get a letter from the IRS — Talk to a CPA or Tax
professional before your respond

* Respond to an IRS letter, It won't go away, it won't get
better with time.



COMPENSATION

e The Financial Secretary may receive an
amount equal to and not less than 8% and
not more than 10% of the monies collected
on account of dues from both insurance and
associate members of the council. (Per the
by-laws, the council may determine the exact
percentage).

* The Financial Secretary may receive $0.40 for
each life insurance certificate registered
through the Council and in good standing at
the end of the calendar year.



