TOASTMASTERS TOASTATERS TERMTIOMAL oveccr ]

INTERNATIONAL (enter current month)
’ ~2018-2019
INSTRUCTIONS:

1, Complete all sections on the Namative tab.
2. Fill in the white cells below with the appropriate information and print out this page.
3. Obtain related signature below. Electronlc signaturas are not acceptable.
4, Distribute monthly reports per Toastmasters International protoco! 8.4, to the district govemnor and
|leutenant governors within 30 days after the end of the month.
5. Quarter reports due to World Headquarters:
* September Report: October 31

* December (Audit) Report: February 15
* March Report: April 30
* June (Audit) Report: August 31

6. Submit approved narratives and certification page to World Headquarters by emall or fax:
* Scan and email the PDF to DistrictFinancialReports@toastmasters.org

* Or fax to (949) 589-3456
IKOTE: This certification form must be complete for the report to be accepted by World Headquarters.
IResewe funds will ngt be released until World Headguarters recaives the completed report. ‘
In Base Currency
Monthly Net Income/(Loss) =49‘? ;20 . 837
Year to Date Net Income/(Loss) 34’1 7990. e

Total Available Funds l 0 0’1 7 q Q. 64

1. We, the undersigned, certify that all district financial records have been made avallable to the audit committee for inspection and that any unpaid
bills or other outstanding obliqations for the 2018-2019 term have been reported to the audit committee and included In accruals section of
this audit. We further certify that there are no other outstanding district obligations incurred for the 2018-2019 term.

Dated this day of

District Director (for the year audited) gistrla Finance Manager (hm

Complete only for the Mid-year Report and Year-end Report:

2. We, the undersigned members of the Audit Committee, have examined the records of District enter forthe 2018-2019 term in accordance
with the Audit Com?e Guidelines* and befieve ghat this report properly reflects the operation for that term.

D, ) day of 30'7

X oo X M Rl

Member\ Member

* Audit Committee Guidelines are available at the District Finance Comer:
NOTE: Audit committee members cannot be members of the district executive committee (e.g., district director, program quality director,
club growth director, immediate past district director, secretary, finance manager, public relations officer, divislon directors, area directors).

.



Available Funds (in USD)

Available Funds

District 56

Month Ending 12/31/2018

Cash & District Reserve N R e
Cash
Cash - Sterling Bank (2988) 6,718.76
Cash - Paypal (PP D56) 3,984.20
Total Cash 10,702.96
District Reserve 110,812.64
Total Cash & District Reserve _ B ____ __121,515.60 .
Minimum District Reserve Required at Year End 20,715.71)
Total Avallable Funds = 100,799.89
Created on: 02/09/2019, 12:19 PM Page 1



District 56

Profit & Loss {(Actual vs. Budget Summary} (in USD)

Month Ending
12/31/2018

Budge! Vanante
1,031.27 1,149.00 (117.73)
980.00 0.00 980.00
60.08 0.00 60.06

60.11 0.00 60.11
2,131.44 1,149.00 982,44
1,836.32 0.00 1,836.32
61.32 400.00 (338.68)
0.00 0.00 0.00
1,244.50 1,100.00 144.50
134.26 600.00 (4B5.74)
0.00 300.00 {300.00)
869.36 930.00 (60.64)
2,361.25 0.00 2,361.25
345.26 545.00 (189.74)
6,852.27 3,875.00 297727
{4,720.83) - (2,726.00) {1,994.83)

District Revenue
Membership Revenue
Conference Revenue
District Store Revenue
Cther Revenue

Total District Revenue

District Expenses
Conference Expenses
TUI Expenses
District Store Expenses
Marketing Expense
Communications & PR Expenses
Education & Training Expense
Administration Expanses
Travel Expense
Other Expenses

Total District Expenses

Total Net Income

07/31/2018 Through
12/31/2018

Aciual Budge! Variance
40,301.89 41,917.00 (1,6156.11)
10,617.24 0.00 10,617.24
60.08 3,000.00 (2,939.94)
60.11 0.00 60.11
51,039.30 34,917.00 6,122.30
7,001.56 0.00 7,001.55
1,406.84 2,200.00 {793.16)
1,434.12 3,000.00 (1,565.88)
6,369.58 11,050.00 {4,660.42)
128.26 4,200.00 (4,071.74)
0.00 13,450.00 (13,450.00)
1,490.12 6,075.00 (4,584.88)
6,163.11 15,310.00 (9,156.89)
2,244.76 3,270.00 {1,025.24)
26,248.34 £8,565.00 (32,306.66)
24,790,968 113,638.00) 38,426.96




Audit Committee
Guidelines

District #: 5 (p

Mid-year Audit

Circle one; or Year-end Audit

PROCEDURES TO BE COMPLETED

COMPLETED BY

A. ORGANIZATION

1. Obtain all supporting documents for the Mid-year or Year-end Profitand Loss Statements from the
district treasurer, and sort the documents in the following manner.

© Stack #1: Sort Profit and Loss Statements, bank statements and district reserve statements into
separate groups, organize in chronologicat order and place in one stack.

€ Stack #2: Sort all other supporting documents in the order they appear on the Receipt Register
and Payment Register. Receipt supporting documents should be placed behind the Receipt
Register, and payment supporting documents should be placed behind the Payment Register.

B. SUBSTANTIATING TRANSACTIONS

2. Toensure that all transactions are adequately supported, perform the following procedures:
© Trace and agree all transactions on the Receipt Register and Check Register to their respective
supporting documentation.

4 Place a check mark () onthe Receipt Register and Payment Register next to each transaction
that has supporting documents. The only transactions that should not be check marked are the
ones missing supporting documents.

4 Forthe transactions missing supporting documents, contact the finance manager and ask if such
documents exist. If they do, request copies.
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PROCEDURES TO BE COMPLETED

COMPLETED BY

C. POLICY REVIEW

st
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3. Toensure that transactions were executed within the company policies, perform the following
procedures:

Review all cancelled checks and verify that they were signed by both the district director and
finance manager (checks made payable to the district director or finance manager should be
signed or approved in writing by the program quality director or the club growth director)
Review all reimbursement requests and verify that they were approved by the district director.
Ensure that all expenses on the request have adequate documentation (receipts or other
supporting materials). Copies of credit card and/or bank statements are not valid receipts or
documentation.

Identify all payments in excess of USD $500 and verify that each expense was properly
approved by the district director and at least the program quality director or the club growth
director. Any individua! expense in excess of USD $500 must be authorized in advance; there
should be approval included in the supporting documentation and some indication of when the
expense was approved (an email approving the expense is acceptable)

Review all Debit Card transactions to ensure that all payments made by the district director
were authorized in advance in writing by the finance manager and either the program

quality director or the club growth director. Payments made by the finance manager must be
authorized in advance by the district director and either the program quality director or the club
growth director.

Identify Other District Expenses (gifts, flowers, expressions of sympathy, etc.) to ensure they are
not lavish or excessive and that they support the mission of the district. Tokens of appreciation
are allowed up to $25. Donations are not permitted in lieu of flowers or to any charitable fund.
Review all meal expense reimbursements for District Leader August and Mid-year trainings to
ensure the district director, program quality director, and club growth director were reimbursed
for their meals purchased, up to $30 a day with supporting receipts. (Meal expenses are NOT
covered by a per diem.)
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AUDIT COMMITTEE MEMBER SIGNATURE

DATE 7
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AUDIT COMMITTEE MEMBER SIGNATURE DATE
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AUDIT COMMITTEE MEMBER SIGNATURE DATE
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