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Financial Secretary Training

Training 2025-2026

WE ARE FAITH IN ACTION 

FAITH       COMMUNITY      FAMILY              LIFE

Click for 
Supreme 
Training

Financial Secretary

Trustees

Treasurer
Revision 2, April 15th, 2025

https://goto.webcasts.com/starthere.jsp?ei=1705279&tp_key=abd63d0230
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
https://www.kofc.org/en/for-members/resources/fraternal-training/officer-training-archives.html
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Please send any modification or corrections

No presentation is perfect

If you see and issue, please 
send the information to:

   Joe Langhauser at

   j.langhauser@mikofc.org

Note the page (lower right) 
and revision level on title 
page lower left

mailto:j.langhauser@mikofc.org
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God, our Father, protector of the poor and defender of the 
widow and orphan, you called your priest, Blessed Michael 
McGivney, to be an apostle of Christian family life and to 
lead the young to the generous service of their neighbor. 
Through the example of his life and virtue, may we follow 
your Son, Jesus Christ, more closely, fulfilling his 
commandment of charity and building up his Body, which is 
the Church.

Let the inspiration of your servant prompt us to greater 
confidence in your love so that we may continue his work of 
caring for the needy and the outcast. We humbly ask that 
you glorify Blessed Michael McGivney on earth according to 
the design of your holy will. Through his intercession, grant 
the favor I now present to make this meeting meaningful to 
the men present. Through Christ our Lord. Amen."

Blessed Michael McGivney, pray for us!

Let Us Start In Prayer
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Pledge of Allegiance 
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Presenter
Jim Escott
State E-Membership Director

Exa
mple O

nly



6
Michigan State Council

Knights of Columbus 6

Presenter(s)

Name
Title
Background PGK, MD,PD, Etc

Name
Title
Background PGK, MD,PD, Etc.
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Nomination and Appointment 

Form #101 - Application 

for Appointment as 

Financial Secretary

Form #103 - Nomination 

for Appointment as 

Financial Secretary

To be filled out by member 
applying for position as 
new or as a 3 year renewal

To be completed by the 
DǊŀƴŘ YƴƛƎƘǘ ŀƴŘ ¢ǊǳǎǘŜŜΩǎ 

https://www.kofc.org/en/forms/council/103_p.pdf
https://www.kofc.org/en/forms/council/101_p.pdf
https://www.kofc.org/en/forms/council/101_p.pdf
https://www.kofc.org/en/forms/council/101_p.pdf
https://www.kofc.org/en/forms/council/101_p.pdf
https://www.kofc.org/en/forms/council/103_p.pdf
https://www.kofc.org/en/forms/council/103_p.pdf
https://www.kofc.org/en/forms/council/103_p.pdf
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One More Important Form GK & FS
Council Directory Form 

This is a Michigan Form that 
updates the WEB.  
Á Fill out the PDF and Email or 

Sent it to the State Office
Á This updates the online 

directory on the website

ÅNote this year printed 
directories are being 
discontinued.  You can 
download and save or 
print your own copy
ÅThis allows for continual 
updating as required

https://mikofc.org/storage/resource-items/Jan-June%202024/Council%20Directory%20Form%20-%2025.05.15.pdf
https://mikofc.org/storage/resource-items/Jan-June%202024/Council%20Directory%20Form%20-%2025.05.15.pdf
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Congratulations on Being 
Appointed Financial Secretary!

Thank You for taking 
this critical role!
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What is your newest Email Address?

FSXXX@mikofc.org  (Financial Secretary)

XXX is Council Number

Program Director, Grand Knight, 
Membership, and Financial Secretary all 
have email accounts that transition with 
the position.  Ask the past Financial 
Secretary for the current password

Note: State Leaders are assigned permanent  
Emails:(first initial).(last name)@mikofc.org

mailto:PDXXX@mikofc.org
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What is your newest Email Address?

How to Break Into The Email?

FSXXX@mikofc.org
XXX is Council Number

Program Director, Grand Knight, 
Membership, and Financial 
Secretary all have email accounts 
that transition with the position.  
Ask the past Financial Secretary 
for the current password

mailto:PDXXX@mikofc.org
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Example of Email Report

Mark A. Elias To Provide 
Report
Res: 586.776.8364
Cell: 586.241.3939 19070 

ÅComputer usage is no longer a 
nice to have it is a requirement 
for the Grand Knight and 
Financial Secretary
ÅThe State Leadership monitors 

system usage
ÅYour District Deputy are there to 

help if you need it
% Active

Councils with 0 email usage 97 0 17.37% 21.56%Includes 24 Unassigned

Councils with 1 email usage 139 1 32.63% 30.89%

Councils with 2 email usage 119 2 27.70% 57.33%

Councils with 3 email usage 66 3 15.49% 72.00%

Councils with 4 email usage 29 4 6.81% 78.44%

Total 450 100.00% 100.00%

Total UnknownNot in LogIn Use Sent Tot Active Percent

GK Emails in use 450 153 0 297 0 297 GK 69.72%

FS Emails in use 450 222 0 228 0 228 FS 53.52%

PD Emails in use 450 360 0 90 0 90 PD 21.13%

MD Emails in use 450 374 0 76 0 76 MD 17.84%

GK and FS Emails in use 179 42.02%

GK or FS Emails in use 167 39.20%

Total 346 81.22%

% Cumulative

* Data based on Feb 1st report 2025
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Roles & Responsibilities
Å Follow the Knights of Columbus Charter & Laws:
Å Maintain accurate membership and financial records.
Å Collect and record council dues and payments.
Å Ensure proper filing of necessary reports to Supreme and State Councils.
Å Issue membership cards to dues-paying members.
Å Safeguard the integrity and confidentiality of council financial records.

Å Relationship with Grand Knight, Treasurer, and Trustees:
Å Grand Knight: Provides financial updates, assists in executing council programs, and 

supports council leadership.
Å Treasurer: Works closely to ensure proper handling and deposit of funds, tracks receipts, 

and reconciles financial records.
Å Trustees: Provides financial reports for semi-annual audits and ensures transparency in 

financial matters.
Å Key Deadlines and Expectations:

Å Submission of officer reports at the beginning of the fraternal year.
Å Timely collection and reporting of member dues.
Å Compliance with Supreme Council financial reporting deadlines.
Å Regular updates on council financial health and membership status.
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1. Overview

2. Funds Management

3. Semi-Annual Audit

4. Membership

5. Member Management Hints

This symbol will 
help provide tips 

and guidance..

Go in document section

Go to WEB Link

Return to home page
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Roles and Responsibilities

Importance

Checks & Balances

Teamwork

1. Overview
Helpful Resources

For Financial Secretaries, Treasurers & Trustees
Å Navigating Supreme Website
Å Navigating Michigan State KofC Website
Å Where to go for help
Å How to Conduct a Council Audit
Å Form 1295 ς Semiannual Council Audit Report
Å Treasurer Training Manual
Å Trustee Training Manual
Å Council Budget Template
Å CharterConstitution Laws ς 2024 
Å Leadership Resources

Primarily for Financial Secretaries
Å Member Management Training ς Very Handy!

Å Form 185 
Å Form 365 

Å Prospect Tab ςE-Member to Council Process
Å Candidate Tab ς Candidate Tab Training Video

Click for 
Supreme 
Training

https://www.kofc.org/
https://mikofc.org/
https://mikofc.org/storage/resource-items/Training/Where%20to%20go%20for%20help%2021.01.pdf
https://mikofc.org/storage/resource-items/Training/How-to-Conduct%20an%20Audit.pdf
https://www.kofc.org/en/forms/council/audit1_1295_p.pdf
https://mikofc.org/storage/resource-items/Training/Treasurer%20Handbook.pdf
https://mikofc.org/storage/resource-items/Training/Trustee%20Handbook%203.docx.pdf
https://mikofc.org/storage/resource-items/Training/2020-2021_Budget_Template.xlsx
https://www.kofc.org/un/en/forms/leadership/charter-const-laws30.pdf
https://www.kofc.org/en/for-members/resources/fraternal-training/top-officer-resources-page.html
https://mikofc.org/storage/resource-items/imported/FS%20Mem%20Mgt%20Training.pps
https://mikofc.org/storage/resource-items/Training/E-Member%20to%20Council%20Process%2021.01.pdf
https://players.brightcove.net/802593642001/BF7mrlFFAd_default/index.html?videoId=6145850993001
https://goto.webcasts.com/starthere.jsp?ei=1705279&tp_key=abd63d0230
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
https://www.kofc.org/en/for-members/resources/fraternal-training/officer-training-archives.html
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Financial Secretary ς Maintains all financial and 
membership records.
ÅUses Member Management software

Treasurer ς Manages council funds & bank 
accounts
ÅHandles the checkbooks and all bank transactions

Trustees ς Oversees all financial business of the 
council
ÅPrepares form 1295 & conducts the semi-annual audit

1a. Roles & Responsibilities

Duties 
Responsibilities
Council Officers 

Directors

https://www.kofc.org/en/get-involved/college-councils/resources/council-officer-roles.html
https://www.kofc.org/en/get-involved/college-councils/resources/council-officer-roles.html
https://www.kofc.org/en/get-involved/college-councils/resources/council-officer-roles.html
https://www.kofc.org/en/get-involved/college-councils/resources/council-officer-roles.html


17
Michigan State Council

Knights of Columbus 17

1b ς Why is Financial Management 
so important?

Proper control
Avoid mis-
appropriation of funds

Manage council funds
Like a small business

Tax accounting
Like a small business

990 Post card

990-EZ form  

https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-n-e-postcard
https://www.irs.gov/charities-non-profits/annual-electronic-fhttps:/www.irs.gov/pub/irs-pdf/f990ez.pdf


18
Michigan State Council

Knights of Columbus 18

1c ς Checks & Balances

Honest Mistakes

Everyone makes mistakes

Losing $$$ is a big problem

Not-so-honest Mistakes

Remove temptation

Correct problems early



19
Michigan State Council

Knights of Columbus 19

2. Funds Management

Receipts ς Incoming funds

Disbursements ς Outgoing funds

Monthly Reconciliation ς FS & Treasurer aligned?

Budgets ς Prepare & approve a council budget

Bonding
$5000 ς Treasurer & FS by Supreme

Additional amounts are available @ $7/$1000
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2a. Receipts

Treasurer
Verifies &

Signs Receipt

FS Turns
Cash Over

To Treasurer

FS Receives
Cash

FS Retains
Signed

Receipt

Treasurer
Retains
Receipt 

Copy

Treasurer
Deposits

Cash
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2b. Disbursements

FS Prepares
& Signs

Vouchers

Approved by
Council if

Not budgeted

FS Receives
Request & Bill

Trustees
Examine
Vouchers

Council
Approves

Paying bills

Voucher
Signed by

Grand Knight

Treasurer
Writes
Check

Treasurer
Records

Disbursement
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1. Treasurer receives monthly bank statement

2. Treasurer adds any interest into checkbook and Cash Journal

3. Treasurer checks for any unusual charges or credits and deducts or adds to checkbook

4. Treasurer checks off all checks and deposits that have cleared

5. Treasurer writes in balance of statement in appropriate place on back of statement

6. Treasurer lists all open deposits and un-cashed checks in appropriate spots on statement

7. Balance derived on back should agree with checkbook ï if not examine amounts and 

additions and subtractions until amounts are found

8. Treasurer reports all checks that have not been cashed that are beyond the legal 

period (usually six months) to Trustees at time of audit. "Payees are to be contacted to 

see why checks have not been cashed.

2c. Monthly Reconciliation
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2d. Budgets Purpose:
üForecast
üPre-approval of expenses
üApproved @ 2 meetings

Detail:
üDetailed enough to ensure 
the money is spent per the 
intent approved (Underlined 
lines should have an additional 
level of detail)
üGeneric enough to allow 
sufficient flexibility
üExample:
ü$500 for a Crisis 
Pregnancy Center 
donation (listed under 
ά[ƛŦŜ !ŎǘƛǾƛǘƛŜǎέύ

2025-2026_Budg

et_Template Click Here
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Fraternal Survey of Activities (#1728)

Council Program Training

Left side of form:
Å Faith, Family, Community & Life
Å Consolidates information from 

forms #10784.

Right side of form:
Å Fraternal Commitment
Å Non-program activities
Å Council expense section

Submit form annually (January)
Å FS provides the information 

for the Chartable Donations 
section

https://www.kofc.org/en/forms/council/fraternal_survey1728_p.pdf
https://www.kofc.org/en/forms/council/fraternal_survey1728_p.pdf
https://www.kofc.org/en/forms/council/fraternal_survey1728_p.pdf
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Nothing Better Than A Good Taxonomy
Consider using this taxonomy 
for Family, community, Life, 
and Faith to Categorize 
Expenses 
This will you help Categorize 
Expenses Accurately
This will save time and 
provide accurate information 
when filling out the 1728 
Set by MM and following: Member 
Billing > Council Ledger> Billing 
Information>Account List>Add 
Account

Expense Accounts

Community Activities: a. Coats for Kids -2,123.00

Community Activities: b.Global Wheelchair Mission 0.00

Community Activities: c. Habitat for Humanity 0.00

Community Activities: d. Disaster Preparedness/Relief 0.00

Community Activities: e. Physcially Disabled_Intellectual Disabilities -1,125.50

Community Activities: f. Elderly/Widow(er) Cares 0.00

Community Activities: g.  Hospitals/Health Organizations 0.00

Community Activities: h. Columbian Squires 0.00

Community Activities: i. Scouting/Youth Groups 0.00

Community Activities: j. Athletics 0.00

Community Activities: k. Youth Welfare/Service 0.00

Community Activities: l. Scholarships/Education 0.00

Community Activities: m. Veteran Military/VAVS 0.00

Community Activities: n.Miscellaneous Community/Youth Activities -500.00

Council  Activities: Printing and Postage -615.59

Council  Per Capita -217.00

Council Activities -2,000.00

Council Activities: Food and Refreshments -1,000.00

Council Activities: Miscellaneous -284.55

Council Charitable Gaming 0.00

Council Church Activities -281.99

Council Fund Raisers 0.00

Council Fund Raisers: Charitable Gaming -11,482.15

Council Fund Raisers: Pancake Breakfast -1,262.82

Council Per Capita: Catholic Advertising -121.00

Council Per Capita: Culture of Life -239.00

Council Per Capita: STAA -405.00

Council Per Capita: State Council -1,452.00

Council Per Capita: Supreme Council -197.75

Council Supplies -16.93

Council Supplies: Member Supplies - Pass Thru -505.00

Council Supplies: Miscellaneous -572.79

Faith Activities: a. Refund Support Vocations Program -3,000.00

Faith Activities: b. Church Facilities -1,014.39

Faith Activities: c. Catholic Schools/Seminaries -6,591.51

Faith Activities: d. Religious_Vocations Education -850.00

Faith Activities: e. Prayer Study Programs -584.08

Faith Activities: f. Sacramental Gifts -1,302.09

Faith Activities: g. Miscellaneous Faith Activities -5,145.15

Family Activities: a. Food for Families -1,350.00

Family Activities: b. Family Formation Programs 0.00

Family Activities: c. Keep Christ in Christmas -522.44

Family Activities: d. Family Week 0.00

Family Activities: e. Family Prayer Night 0.00

Family Activities: f. Miscellaneous -585.00

Life Activities: a. Special Olympics 0.00

Life Activities: b. Marches for Life 0.00

Life Activities: c. Ultrasound Initiative_Birth Choices -4,500.00

Life Activities: d. Pregnancy Center Support - Gianna House -4,750.00

Life Activities: e. Christian Refugee Relief 0.00

Life Activities: f. Memorials to Unborn Children 0.00

Life Activities: g. Miscellaneous Life Activities/Masses for Deceased Members -750.00

Example report from the 
24-25 CY from a council

https://www.kofc.org/en/forms/council/fraternal_survey1728_p.pdf
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3. Semi-Annual Audit

Overview
Preparation
Audit ς 3 main parts

Membership ς Done via Member Management
Income & Expenses
Assets & Liabilities

Post-audit tasks

Å How to Conduct a Council Audit (Word)
Å Semi-Annual Audit form

Å PDF
Å Online (Preferred Method)

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmikofc.org%2Fstorage%2Fresource-items%2FTraining%2FHow-to-Conduct%2520an%2520Audit.docx&wdOrigin=BROWSELINK
about:blank
about:blank
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3a. Overview form 1295
When?

Due by 8/15 ς for January ς June 1295
Due 2/15 ς For July - December

Who
Trustees should do the audit using the records and 

documents supplied by the Financial Secretary and the 
Treasurer.

Financial Secretary provides documentation and answers 

questions.

Treasurer provides documentation and answers questions

Grand Knight attends the audit and signs the audit form

Other potential people to invite to the audit include the DGK, 
DD & Recorder

D
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https://www.kofc.org/en/forms/council/audit1_1295_p.pdf
Due 2/15 – For July - December
https://www.kofc.org/en/forms/council/audit2_1295_p.pdf
https://www.kofc.org/en/forms/council/audit1_1295_p.pdf
Due 2/15 – For July - December
https://www.kofc.org/en/forms/council/audit1_1295_p.pdf
https://www.kofc.org/en/forms/council/audit1_1295_p.pdf
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3b. Preparation
FS ς 5ƻƴΩǘ ƘƻƭŘ ƳƻƴŜȅ ƻƴ сκол ϧ мнκом

FS ς Provide documentation to the Trustees
Report of receipts (From Member Billing)

Report of vouchers (From Member Billing)

Treasurer ς Provide documentation to the Trustees
Checkbook (and register)
Vouchers
Bank statements

Trustees ς Fill out form 1295  
Due by 8/15 ς for January ς June 1295
Due 2/15 ς For July - December
Using documentation from FS & Treasurer as input
FS & Treasurer should be available to answer questions as they arise

Trustees ς Schedule the Audit meeting

Skip to 25:13 for Council Audit

https://www.kofc.org/en/forms/council/audit1_1295_p.pdf
Due 2/15 – For July - December
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
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Preparation for the Audit

Financial Secretary
5ƻƴΩǘ ƘƻƭŘ ŀƴȅ ƳƻƴŜȅ 
on June 30th & or 
December 31

Provide Documentation 
to the Trustees

Report of Receipts

Report of transactions

Paper copies of transactions

Treasurer
Provide documentation 
to the trustees

Ledger and/or register

Receipt Books

Bank Statements

Trustees
Schedule the 
Audit Meeting

Do the Audit

Skip to 27:55 for Council Audit

https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
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3c. Audit - Schedule A
Membership
Member Management

Skip Schedule A

Minimizes work

Preferred method

Manually fill this out

Follow instructions shown 

Much more documentation 
needed (Council rosters, form 
100s, etc.)

D
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Skip to 29:00 for 
Council Audit

https://www.kofc.org/en/forms/council/audit2_1295_p.pdf
Due 2/15 – For July - December
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
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3c. Audit Schedule B - FS Cash Transactions

Skip to 31:20 for 
Council Audit

https://www.kofc.org/en/forms/council/audit2_1295_p.pdf
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
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3c. Audit Schedule B ς Treasurer Transactions

Skip to 31:43 for 
Treasurer

https://www.kofc.org/en/forms/council/audit2_1295_p.pdf
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
https://goto.webcasts.com/starthere.jsp?ei=1701918&tp_key=8247cfdde9
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3c. Audit Schedule C ς Assets

Skip to 33:35 for 
Assets








































