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San Antonio TLI Summer 2015 — Club Treasurer Breakout Session
June 6, 2015

Sign-in and Introductions

Name

Club name, city, and club Treasurer term
Toastmasters experience

o O O O

Interesting fact about yourself

Treasurer Responsibilities from the Club Leadership Handbook
o Constitutional role
o Oversee accounts
= Prepare and report budget, manage club bank account, reconcile deposits, expenditures
and cash on hand monthly, World Headquarters files necessary form(s) with the IRS
o Collect membership dues
= |nvoice members a month before due to World Headquarters on October 1 and April 1
o Pay bills
= Club supplies, bills from World Headquarters, recurring bills, provide records to Secretary

Helpful Tools
o Club Central - Submitting Membership Dues to World Headquarters - Sheet
o Sample budget
o Sample dues cheat sheet

Questions and Closing Remarks

Resources
o Club Central https://www.toastmasters.org/login.aspx?returnUrl=/My-Toastmasters/profile/club-

central
District 55 http://www.tmd55.org
o Governing Resource Documents

https://www.toastmasters.org/leadership%20central/governing%20documents.aspx

General Finance https://www.toastmasters.org/leadership%20central/general%20finance.aspx
Use of Club Funds
https://www.toastmasters.org/leadership%20central/general%20finance/use%200f%20club%20fu

nds.aspx




Club Central - Submitting Membership Dues to World Headquarters - Sheet

1. Select Club Central on the Toastmasters International website.

toastmasters.org || Q Seonct B8 ¥+ #
% | Login | Find a Club ctUs | Need Help? _ Q
WHERE LEADERS ARE MADE | FNDACLUB |

About | Membership Resources | Magazine | Events Leadership Central Shop | My Toastmasters

Leadership Central
District Gentral Distinguished Performance Reports
Club Officer Tools District Leader Tools Region Advisor Tools
Logos, Images and Templates Public Relations Governing Documents
Speech Contests Leader Letter Month-End Closing Dates

EVERY TOASTMASTER'S JOURNEY
STARTS'WITH A SINGLE SPEECH

2. Input username and password and hit Login to access Club Central.
& § toastmasters.org x ¢ asbmas d . 3, T B R =

WHERE LEADERS ARE MADE

About Membership Resources Magazine Events Leadership Central Shop My Toastrmasters

| LOGIN

Usemame

Password

Forget your password?

FAQ | Privacy Policy | Conditions of Use | Browser Compatibility | Copyright | Site Map | Media Center
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3. Select Pay Dues.
£ & b foastmaaters.ong trnasts f b L A, Se T E + | =

Welco: 'TIE'- -

RIOLTSITE  \WHERE LEADERS ARE MADE

About Membership Resources Magazine | Events Leadership Central Shop My Toastmasters

Home = My Toastmasters  Profile  Club Central

Current Time a1 Toastmasiers Workd Headquaners. June 1, 2015 1109 AM PT

Conduct Club Business

‘You're currently managing: 01314310 - Stone Oak Toastmasters [
Submil membershg applicalion(s) - rewidualrenslale
Update my club meeting information

Search Club Receipts

WiewpgateFrint my club officer information

Upate my club maiing adaress

Submit sducation award(s) for club members
WiewUpdate/Print my club membership roster

Upgate my Addendum of Slandand Cul Opbons

Wiew my clulby's awards

Wiew DCF reports

Wire Transfer instrucbons (PDF)

4. Find orders with End Date in the future and hit Submit.
& & toastmasters.ong 4 irnastersprof C || s T Ea + & =

WHERE LEADERS ARE MADE

About Membership Resources Magazine Events Leadership Central Shop My Toastmasters

Home My Toastmasters  Profile  Club Central

Current Time al Toasimasters World Headguarters: June 1, 2015 11:13 AM PT

You're currently managing: 01314310 - Stone Oak Toasimasiers A

Pay Dues for My Club Members

Find crders with
End Date . e future -
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5. System brings up a list of any members who have not paid their dues. Check off the member(s) you

want to pay dues for.
€ & ML aRg | A e it | a k T a + & =

Tqﬁ_?TB:L?lF:'IELRS "."-'EICDr'nE'.- = | Logout | Fin J5 | Heed Help? _ Q

About Membership Magazine Events Leadership Central Shop My Toastmasters

Pay Dues for My Club Members

Find orders with
End Date in'the future -

G
b
SortResults BY |aqpame = 2
" @
Check AR [Member Name Member Number | Description [Crger Bumber  Amount e
Uneheck All
[ Ti - Club Mbrship District 55 01-Apr-2015 to 30-Sep-2015 f $356.00
[ | [T1 - Club Mbrship District 55 01-Apr-2015 to 30-5ep-2015 I [ 53500
= | [T Cub Mbeship District 55 01-Apr-2015 o 30-5ep-2015 | [s3s00
| Ti - Club Mbrship Distnct 35 01-Apr-2015 to 30-Sep-2015 | $35.00
TCheck A |
Lincheck All
Totak: § 3600
Payment information Bilng Address of Cand
Card Type * »  Country® ~Select- -
Card Number * Address line *
Expiration * 1- January - s - City”
Mame On Cang * StaleProvince *
Posial Code *

Process Paymant

6. Fill in payment info with the club’s debit or credit card (only example in screen print, below) and hit

Process Payment, after the member’s payment has cleared the club’s bank account.
L foamtrmagtenong My Tos Teiep &l ¢ Q Sean T B +$ & =

TOASTMASTERS weicome. =

About Membership Resources Magazine Events Leadership Central Shop My Toastmasters

Pay Dues for My Club Members

Find orders with
End Date in the futre -

Sort Resulls BY g blame -

Check Al [Member Name Member Number  [Description {Orger Number  Amount
Lncheck Al
Ti - Cluty Mbrehip Distnct 55 01-Ape-2015 10 30-5ep-2015 [ L3500
T~ Club Mbrshvp District 55 01-Apd-2015 10 30-Sep-2015 [s38.00
[T~ Cluby Mbrship District 55 01-Apr-2015 10 30-Sep-2015 [$38.00
¥ 1 - Ciuy Mbrshep District 55 D1-Ape-2015 10 30-Sep-2015 | s35.00
Chetk Al
Uncheck Al
Total: § 36,00
Payment Information Biing Address of Card
Cand Type * MasteiCard - Country Unaed States -
Card Number * 1FMEETRII0N112 Address line * 123 Raven Road
Expiration * 1- January - W& - Ciy® San Anicnio
Name On Card * John Smith StabeProvingé * Texas =
Postal Code * 7RIS
 process paymace|
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7. A payment confirmation screen results, upon processing of payment (see example of confirmation
screen, below). At this point, you can logout of Club Central.

Stone Oak Toastmasters (01314310)
Order Number:

Order Date: 1/16/2015

Ship To:

TI - Club Mbrship District 35 01-Jan-2015 to 31-Mar-2013
New Member Fee (English)

Payment Information

Date:01/19/2015 6:36 AM
Visa | #xsesssass | $38.00

Billing Address:
Stone Oak Toastmasters

$18.00
$20.00

Amount Due: $38.00
Amount Paid: $38.00
Balance Due: $0.00

8. An e-mail is also sent immediately to the club’s Treasurer with the payment confirmation (see

example of email, below).

Sent  Thu 5142005 8:16 AM

From: PNt DA RAINT 8. O
To:
e
Subjed: Online Membership payment condinmation
WHERE LEADERS ARE MADE
www.toastmasters.org
Dhoar
Thank you for the membership! A summary of your anline membership transaction{s) is shown below
Ouestions or concems? Please email us al membershipi@ioasimasters org or call us a1 B45-E58-8235. We're here to help you daily from 6 am. to 7 p.m. Pacific
Standard Time.
Payment Information:
Credit Card Type: I
Credit Card Numbaer: XOO000000000
Name on Card:
Expiration Date:
Order Mo Member ID Miember Name Description Chuby No Armount
Ti = Gyl Mbrship Digtrict 55 01314310 30,00
01-May-2015 o 30-Sep-2015
01314310 20.00
New Mambar Fee
Order Totad
50.00
Thank you,

Toagtimasiers Intemational

Toeasimasiers Intemational | 23182 Amoye Vista | Ranche Santa Marganita | CA | 92683 | werw toasimasters o

9. Provide the payment receipt to member(s) and payment confirmation(s) to the club Secretary to

maintain in the club file box/electronic repository.
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Sample Budget

Toastmasters Spending Plan (Budget) 2012-2013
Anticipated Annual Revenue Anticipated Annual Expenditures
Dues Collected ‘x\ 51,530.00 Dues paid to Toastmasters 51,224.00 2 |
Awards 530.00 Based on past |
| Based on 17 Members as Materials $100.00 i r
|of 4/1/13 website $59.40  R[Based on past | |
Total 51,413.40 | |history
Based n|:| review
of bank balance
4.95 monthly
Revenue %$1,530.00
Expenditures 51,413.00
Difference $117.00
$59.40

Anticipated Expenditures

= Dues paid to Toastmasters

= Awards

= Materials

= website |

Source: Austin TLI Winter 2014, Treasurer Presentation, http://www.slideshare.net/tmd55/treasurer-
presentation-2014-0201



Sample Dues Cheat Sheet

Toastmaster Membership Fees

Stone Oak Toastmasters

Prorated Dues Schedule for New Members

Month Tl New TI Dues | SOTM New SOTM New Mbr
Mbr Fee Mbr Fee Dues Total

OctorApr |§ 20.00| % 36.00 | 5 10.00 (S 12.00 | $ 78.00
Nov or May | § 2000 | $ 30008 10.00 | $ 10.00| % 70.00
DecorJun |$ 2000 % 24001 $ 10.00| S 8.00|% 62.00

Jan or Jul $ 2000 % 18.00 | § 10.00| S 6.00|% 54.00
FeborAug | $ 2000 % 12.00]§ 10.00| S 4.00(|9% 46.00
Mar or Sep | $ 2000 % 6.00 (5 10.00| S 200]% 38.00

Note: SOTM New Member Fee and SOTM Dues amounts are the local club new member fee of $10
and local club ongoing dues of $2 per month (e.g., $2 x 1 month = $2, $2 x 2 months = $4, $2 x 3
months = $6, etc.) established by the club Stone Oak Toastmasters (SOTM). Please input your club’s

local dues in place of SOTM New Member Fee and Dues when calculating membership dues for your

club’s new members.




