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Tips for Financial Secretaries

. To assist in expediting the processing

of all Membership Documents, the
Supreme Council accepts electronic
submission of the paper Form 100 as
an alternative to submitting the form
via mail. Note, that due to variations

in fax machines, fax copies are not

acceptable, since most are illegible.

‘When sending Form 100’s

please keep in mind the

-following:

o Submit the forms right after the
member has received his degree

® Ensure the Form 100 is completed
fully and legibly by the member,
including member’s name, address,
birth date and his signature

* Both grand knight and financial
secretary signatures are required

e |f a Form 100 has been emailed to
the Supreme Council, you DO NOT
need to mail in the original form

e Form 100’s must be signed by the
member, if the form is not signed it
can not be processed

e Failure to complete the Membership
Document properly causes delays in
processing and possible returning of
the form to the council for needed
information.

e Documents submitted electronically
should be sent to either of following
email addresses:

membership@kofc.org
membershiprecords@kofc.org
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