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PROCECURES TO BE COMPLETED
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A. ORGANIZATION

1. Obtain all supporting documents for the Mid-year o7 Year-end Frofit and Loss Stalements from the
district treasurer, and sort the documents in the following manner:

& Stack #1: Sort Proft and Loss Stalemants, bank statements and district resarva statements Into
separale groups, arganize In chronological order and place inane stack,

€ Stack #2: Sort all other supporting documents in the order they appear on the Reraipt Register
— and Payment Register. Receipt supporting decuments should ba placed behing the Receipt
Register, and payment supporting documents should be placed behind the Payment Register.
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B. SUBSTANTIATING TRANSACTIONS

2, Toensure that all transactions are adequalely supportsd, parform the feliowing procadunas:
© Trace and agree all transactions on the Receipt Register and Check Register to their respactive
supporling documentation,

$ Plate a check mark {/) onthe Receipt Register and Payment Register nextlo each iransaction

that has supporting documents. The only transactions that should not be check marked are the
ones missing supporting documents,

¢ Forthe transactions migsing supparting documents, contact the firrance manegar and ask i such
documents exist. if they do, request copies,
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C. POLICY REVIEW
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3. Tosnsure that iransaclions wera exscuted within the company policies, perform the folfowing

proceduras;
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Review afl cancelled checks and verlfy that they were signed by both the district dirsctor and
finance manager {checks mada payable to the district director o finance manager should be
signed or approved In writing by the program quality director or the club growth director),

Review alt reimbursement requasts and verify thal they were approved by the district director.
Ensura that all expenses on the reguest have adequate documentation {raceipts orother
supporting meietials). Coples of cradit card and/or hank statements ate not valid recaipts or

documentation.

Identify all payraents in sxcess of USD $500 and verily that sach expense was properly
approved by tha district director and at least the program quallty director or the club growth
director. Any individua! expanse in excass of USD $500 must be authorized in advance; there
should be approval included in the supporting documentalion and some indication of when the
9xponse was approved (an amail approving the expense is acceptable)

Reviaw ail Debit Card transactions to ensure that ali payments made by the district director
were authorized in advance in writing by the finance manager and sither the program

quality director or the club growth director. Payments made by the finance manager must be
authorized In advence by the district director ard sithar the pragram quality director or the club
grawth director. '

identify Other District Expenses (gifts, flowers, expresstons of sympathy. etc.) to ensure they are
not favish or excessive and that they support the misslon of the district. Tokens of appraciation
are allowed up 1o $25. Donations are not permitted in lieu of flowers or to any charitable fund.
Review all meal expense reimbursements for District Leadar August and Mid-year trainings to
ensura the district director, program quality director, and club growth director were raimbursed

for their meals purchased, up to $30 a day with supporting receipts. (Meal expenses are NOT
covered by a per dlem,) ‘

I~

Bl

éé /Y 2023

DATE

ali5ias

Feb 500>

pate T




TOASTMASTERS TOASTMASTERS INTERNATIONAL

Certification for UISTRICT # 5:"“":2:2]
INTERNATIONAL December o
202223
INSTRUCTIONS:

1. Complete all sections on the Narrative tab,
2. Elllin the white cells below with the appopriate inforrmation and print out this page,
3. Qbtaln related signature below. Typed slanatures are not acceptable,
4. Distribute monthly reports per Toastmasters [nterational protocol 8,4, bo tha District Cirector, Program
Quality Director and Club Growth Director within 20 days after the end of the mondh.
5. Quarter reports due to World Headquarters: .
* September Report: October 31
* December (Audit} Report: February 15
* March Repert: April 30
* June (Audit) Report: August 32

6. Submit approved natratives 8nd certifcation page to World Headquarters by email:
* 5can and email the FDF to DistrictFinanclalReportstoastmasters.org

INQTE: This certification form must be complete for the report 1o be accepted by ‘Warld Headquarters,
Reserva funds will not be released unth World Headguastars recelves the comuleied mppr.

In Base Gurrency usD
Monthly Net Incosne/{Loss) o _ (706,02
Year to Date Net Incomef{Loss) 7,150, 1§=
Total Available Funds 24,148,728

1. We, the underslgned, cestify that all District financial records have been made available to the Audit Committee for inspaction and that 2ny unpaid
bifls ar other outstending obligations fof the  2022-23  term have been reportad to the Audit Commitiee and inciuded I acerials section of
this audit. We further certify that there are no other outstanding District obligations incurred for the 2022-23  term.

Dated this 20th day of Velruary, 2023
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District Directer (for the year audited) District Fmance Mgvg@r (ml}p&*ﬂza Fatdited)
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Complete only for the Mid-year Report and Year-end Report:

2. We, the undersigned members of the Audit Committes, have examinad the secords of Dislrict 22 ferthe 0i2-23  termin accordance
with the Audit Cemrnitige Guidelines* and believe that this report properly refiects the operation far thal Lerm,
Dated this 20th day of February, 2023
Chalrman
Member * j Member
* Audit Committee Guidelines are available on the District Finance Corner of the Toastrmasters Intemational Website: HERE

NOTE: Audit Committee members carnot be members of the District Executive Cormilfee (e.9., Distict Director, Program Cuality
Director, Club Growth Director, Immediate Past District Director, Admin Manager, Finance Manager, Putlic Reations Manager, Divislen
Directors, Area Directers).
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