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Dear participant:
Thank you for being a leader — and for participating in club trea-
surer education. The information you receive during this session will 
help ensure your success as you begin your new role.

This workbook will be a crucial companion throughout the course. 
It’s your guide to information — from the exercises you’ll complete 
to the forms and other information you’ll encounter.

Take a little time to become familiar with this workbook. After all, a 
successful experience with club treasurer education is an important 
first step toward a successful experience as a club leader. 
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Getting started
You are so important and your function within the club is so vital. Thank you  
for volunteering time and energy to your club by serving as treasurer. 

The learning objective is to prepare incoming club treasurers to be:

 • Ethical stewards of club treasuries.

 • Strong, clear communicators regarding club resources and financial status.

 • Well organized with important documents and records.

In order to accomplish this, we’ll cover these topics:

 • Job description specifics

 • Legal requirements 

 • Dues process 

 • Account expectations specific to Kiwanis
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Position description
Duties and responsibilities

The treasurer works with the club secretary to coordinate the club’s financial 
responsibilities and records. The treasurer often serves as an advisor to the club on 
financial matters, including setting a club budget.

A Kiwanis club’s treasurer is an officer of the club and a member of its board of 
directors, entitled to participate in all board discussions and eligible to vote on any 
question put to vote by the presiding officer.

The treasurer is responsible for collecting all funds due to the club and for keeping 
the records of membership fees and dues, unless these responsibilities are 
delegated to the secretary. 

The treasurer:

 • Guides the club board in preparing an annual budget before the start of the 
fiscal year.

 • Coordinates the collection and disbursement of money.

 • Receives and promptly deposits all funds paid to the club.

 • Disburses funds as directed by the club board.

 • Maintains the club’s financial accounts and records.

 • Reconciles cash accounts on a monthly basis.

 • Prepares and distributes bills to members.

 • Provides a monthly financial report to the club board.

 • Compiles an annual financial summary of income and expenditures for the 
annual club meeting.

 • Makes club records available upon request.

 • Performs other duties as may be assigned by the president or club board.

 • Fulfills all other duties documented in the Standard Form for Club Bylaws.



Tip: If you prefer spreadsheet software, a sample 
budget template is available at kiwanis.org/treasurer.
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Accounting system
Accounting systems will differ, depending upon services and equipment  
available to the treasurer. Some clubs use accounting software; others use 
spreadsheet software.  

Be sure that, when you develop your club accounting system, you:

 • Identify all sources of income.

 • Identify all disbursements.

 • Create accurate financial reports. 

 • Accurately bill members.

 • Report the financial standing of each member to club board when requested.

 • Provide the secretary with data to prepare a statement of delinquent members 
for the president or club board (such information is strictly confidential).

Kiwanis International has established a relationship with a preferred vendor that 
specializes in not-for-profit accounting software. For more information,  
visit kiwanis.org/treasurer.
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Accounting system

Record keeping

There are many financial documents that should be kept in the club’s permanent 
files. It is recommended that all permanent files be kept together — those files from 
both the club treasurer and the club secretary. The bylaws of every club require 
an annual audit of club accounts, which can be completed by either a qualified 
accounting firm not affiliated with any club member or by a standing financial 
review committee, as provided in club policy. 

There are files that should be kept up to date and then there are permanent files. 
Both sets of files will be needed for the annual audit.

FILES TO BE MAINTAINED BY THE TREASURER:

 • Club checkbook

 • Paid invoices file

 • Cash receipts file (deposit records)

 • Bank statements and reconciliations

 • Treasurers reports

 • Budget files

 • Official documentation required by state or local law (i.e., incorporation 
documentation)

PERMANENT RECORDS TO BE MAINTAINED  
BY THE TREASURER

At the end of the fiscal year, you’ll need to pass on certain files to the club  
secretary or the custodian of the club’s permanent records, including:

 • Canceled checks (seven years)

 • Financial records and reports

 • Invoices

 • Official documents related to the club foundation, if applicable

Tip: Banks may not automatically send you a copy  
of checks you’ve submitted. Make sure you know  
the policies of the bank your club is utilizing.



Legal requirements
Annual financial review

Every club is required to have an annual financial review by either an independent 
auditor or an internal committee. This is so important that it is actually the only 
required club committee in the Standard Form for Club Bylaws (unless the club 
chooses an external audit). Making the annual audit a standard practice ensures 
that club finances are being handled properly and reinforces the confidence that 
the club has placed in the treasurer.

Should the club choose to have the annual audit performed by an internal 
committee, the treasurer can be a resource to the committee but should not serve 
on the committee. This would be a conflict of interest and would infringe on the 
independent nature of the audit.

Incorporation

Each club in the United States and clubs in some countries are required to be 
incorporated. Incorporation is typically completed at the time of the new club 
chartering. It’s important, however, to ensure your club’s paperwork has been filed. 

Check your club files for a copy of the original documents. Kiwanis International 
and your state or local government agency will need a copy of these files. Be 
aware that incorporation must be renewed each year or according to your locale’s 
incorporation laws. Keep the renewal paperwork in the club files.

Call Kiwanis member services at 1-800-KIWANIS, or +1-317-875-8755, ext. 411  
(U.S. & Canada), for additional information.
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Tax information and the IRS Form 990 
(for U.S. clubs only)

Kiwanis International is registered as a 501(c)4 organization, and the Kiwanis 
International Foundation is registered as a 501(c)3 organization. Through the 
incorporation process, clubs also are registered as 501(c)4 organizations. Many 
clubs have registered with their states for an independent foundation in the 
club’s name. If your club has completed this process, then your club foundation 
is registered as a 501(c)3 organization. It is important to note that all operating 
expenses of the club, including the collection of dues and fees, are accounted  
for in the club’s administrative account, not the foundation or service account.

Dues, fees and other contributions to the administrative account are not tax-
deductible expenses for members.

The Internal Revenue Service requires that all U.S.-based Kiwanis clubs submit  
an IRS Form 990 each year. This form is due February 15, assuming a fiscal  
year-end of September 30. 

In the United States, Kiwanis clubs are required to file one of three Form 990 
reports:

 • Small, tax-exempt organizations whose gross receipts normally are US$50,000 
or less are required to file the IRS’ electronic postcard. 

 • Those whose gross receipts normally exceed US$50,000 to US$200,000  
are required to file Form 990-EZ.

 • Those with gross receipts greater than $200,000 must file Form 990. 

It’s easy to file your club’s Form 990, but here are a few tips:

1. Go to irs.gov/e-file-providers/e-file-for-charities-and-non-profits

2. Scroll slightly down to the Form 990-N (e-Postcard)* paragraph

3. Click the “e-Postcard (Form 990-N)” hyperlink

4. Scroll down to “Ready to file?”

5. Click the “Form 990-N Electronic Filing System (e-Postcard)”

6. Create an account and follow the instructions to file

*Form 990 N covers organizations that have a gross annual income of $50,000 or less.
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Legal requirements

Tip: Kiwanis 
International has 
established a 
relationship with a 
preferred vendor 
that specializes 
in not-for-profit 
accounting software 
that includes a 
simple method for 
submitting your IRS 
Form 990. Submitting 
your form is free. For 
more information, 
visit kiwanis.org/
form990.



Deadlines for filing
(for U.S. clubs only)

The deadline for filing tax forms in the United States is February 15. This is based on 
the administrative year starting on October 1 and is universal for all clubs regardless 
of when they chartered.

Recently the IRS began to monitor tax filings more closely to ensure that the proper 
paperwork is being filed. Failure to complete the appropriate tax forms can result in 
financial penalties. 

Bottom line: Complete the form and submit it by February 15.  

Form   990

Department of the Treasury  
Internal Revenue Service 

Return of Organization Exempt From Income Tax
Under section 501(c), 527, or 4947(a)(1) of the Internal Revenue Code (except private foundations)

▶ Do not enter social security numbers on this form as it may be made public. 
▶ Go to www.irs.gov/Form990 for instructions and the latest information.

OMB No. 1545-0047

2017
Open to Public 

Inspection
A For the 2017 calendar year, or tax year beginning , 2017, and ending , 20

B Check if applicable:

Address change

Name change

Initial return

Final return/terminated

Amended return

Application pending

C Name of organization 

Doing business as

Number and street (or P.O. box if mail is not delivered to street address) Room/suite

City or town, state or province, country, and ZIP or foreign postal code

D Employer identification number

E Telephone number

F Name and address of principal officer:

G Gross receipts $

H(a) Is this a group return for subordinates? Yes No

H(b) Are all subordinates included? Yes No
 If “No,” attach a list. (see instructions)

H(c) Group exemption number  ▶
I Tax-exempt status: 501(c)(3) 501(c) ( ) ◀  (insert no.) 4947(a)(1) or 527

J Website:  ▶

K Form of organization: Corporation Trust Association Other ▶ L Year of formation: M State of legal domicile:

Part I Summary

A
ct
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it

ie
s 

&
 G

o
ve

rn
an

ce

1 Briefly describe the organization’s mission or most significant activities:

2 Check this box ▶ if the organization discontinued its operations or disposed of more than 25% of its net assets.
3 Number of voting members of the governing body (Part VI, line 1a) . . . . . . . . . 3 
4 Number of independent voting members of the governing body (Part VI, line 1b) . . . . 4 
5 Total number of individuals employed in calendar year 2017 (Part V, line 2a) . . . . . 5 
6 Total number of volunteers (estimate if necessary) . . . . . . . . . . . . . . 6 
7 a Total unrelated business revenue from Part VIII, column (C), line 12 . . . . . . . . 7a 

b Net unrelated business taxable income from Form 990-T, line 34 . . . . . . . . . 7b

R
ev

en
ue

E
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se

s
N

et
 A

ss
et

s 
or
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nd
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al
an

ce
s

Prior Year Current Year

8 Contributions and grants (Part VIII, line 1h) . . . . . . . . . . . .
9 Program service revenue (Part VIII, line 2g) . . . . . . . . . . .

10 Investment income (Part VIII, column (A), lines 3, 4, and 7d) . . . . . .
11 Other revenue (Part VIII, column (A), lines 5, 6d, 8c, 9c, 10c, and 11e) . . .
12 Total revenue—add lines 8 through 11 (must equal Part VIII, column (A), line 12)
13 Grants and similar amounts paid (Part IX, column (A), lines 1–3) . . . . .
14 Benefits paid to or for members (Part IX, column (A), line 4) . . . . . .
15 Salaries, other compensation, employee benefits (Part IX, column (A), lines 5–10)
16a Professional fundraising fees (Part IX, column (A),  line 11e) . . . . . .

b Total fundraising expenses (Part IX, column (D), line 25)  ▶

17 Other expenses (Part IX, column (A), lines 11a–11d, 11f–24e) . . . . .
18 Total expenses. Add lines 13–17 (must equal Part IX, column (A), line 25) .
19 Revenue less expenses. Subtract line 18 from line 12 . . . . . . . .

Beginning of Current Year End of Year

20 Total assets (Part X, line 16) . . . . . . . . . . . . . . . .
21 Total liabilities (Part X, line 26) . . . . . . . . . . . . . . . .
22 Net assets or fund balances. Subtract line 21 from line 20 . . . . . .

Part II Signature Block
Under penalties of perjury, I declare that I have examined this return, including accompanying schedules and statements, and to the best of my knowledge  and belief, it is 
true, correct, and complete. Declaration of preparer (other than officer) is based on all information of which preparer has any knowledge.

Sign 
Here

▲

Signature of officer Date▲

Type or print name and title

Paid 
Preparer 
Use Only

Print/Type preparer’s name Preparer's signature Date
Check         if 
self-employed

PTIN

Firm’s name      ▶

Firm's address  ▶

Firm's EIN  ▶

Phone no.

May the IRS discuss this return with the preparer shown above? (see instructions) . . . . . . . . . . . . Yes No

For Paperwork Reduction Act Notice, see the separate instructions. Cat. No. 11282Y Form 990 (2017)

SA
M
PL
E
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Dues process
Members of local Kiwanis clubs pay membership dues and fees to their club. The 
dues and fees paid by members support Kiwanis International, the Kiwanis district 
and the Kiwanis club.

The total amount a member pays in dues depends entirely on his or her club and 
district and is determined by the appropriate governing body. For district dues, this 
decision is made by the district House of Delegates. For club dues, the club bylaws 
and policies state that club membership dues, fees and other assessments, as provided 
in club policy, must be approved by two-thirds (2/3) vote of the members present and 
voting, provided at least fourteen (14) days’ previous notice of the vote and proposed 
amount is given to the members. (Club Bylaws, Article 8.5)

Some clubs may include meal costs in their fees, while others may set lower 
dues and leave meals up to the individual member when attending a meeting or 
event. Dues and fees collected for club treasuries should be accounted for in the 
club’s administrative account.

Kiwanis International dues are set by the House of Delegates while the fees are 
established by the Kiwanis International Board based on the cost of the service 
provided. The fees can fluctuate slightly to reflect the change in the cost.

Kiwanis International dues and fees (as of April 2018):* 

 US$52: Kiwanis International dues 

 US$13: Liability insurance (North America and the Caribbean only)** 

 US$4: Directors’ and officers’ insurance (North America and the Caribbean only)** 

 US$8: Magazine publication (for English-speaking members in North America)

*Depending on your country’s GDP and location, Kiwanis International dues and fees may be adjusted.
**Insurance fees may be paid out of either the administrative account or the service account.

Tip: If your club is currently paying for a separate directors’ and 
officers’ insurance policy, take the time to evaluate the coverage 
provided by Kiwanis International before renewing your policy. 
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Exceptions to the amounts above include:

1. Spousal waiver for the magazine: While it is a condition of membership  
that each member is a subscriber to the official publication of Kiwanis 
International, if spouses are both members of a club (not necessarily the same 
club), one spouse may choose not to subscribe, which results in a reduction  
in fees. To receive this benefit, either the spouse or the club secretary can  
email memberservices@kiwanis.org to have this credit applied to their  
member record.

2. If new members are alumni of Service Leadership Programs, clubs should  
not charge them for Kiwanis International dues for two years after joining  
the club. They are still required to pay for the insurance and magazine fees  
as well as the new member add fee. If the new member is reported properly 
when they are added to the club roster by the club secretary, this two- 
year waiver will automatically appear on the club invoice. Contact  
memberservices@kiwanis.org if the alumni credit is not showing properly  
on the club invoice.

All exceptions are intended to be financial benefits to the eligible member  
and should be reflected on their personal invoices. 

Tip: Encourage members to use Kiwanis 
magazine to invite new members. For instance, 
give copies to friends and coworkers, or even 
leave some at doctors’ offices.
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Dues invoicing process

As in most things related to finance and accounting, there are clear expectations 
and deadlines on when to complete different steps of the dues invoice process. 

Understanding invoice timing:

1. Ensure all your new member adds have been completed by the club secretary 
prior to September 30.

2. Work with the club secretary to review the current club roster and make any 
member deletions by October 10.

3. Your club invoice is created on or about October 10. The 10-day window 
between September 30 and October 10 allows the club secretary to update 
the roster accordingly. Once that window of opportunity has closed, your club 
invoice will be set. 

4. Club invoices go in the mail the last week October/first week of November and 
are due within 30 days. This date is indicated on the invoice.

5. U.S. clubs can pay online if that method is preferred. Clubs located outside the 
United States or those that would rather not pay online can pay according to 
the invoice instructions.

President, secretary and assistant secretary all have access to the finance tab after 
logging in at kiwanis.org. Only the secretary and the assistant secretary can adjust 
the member roster. The assistant secretary’s access is limited to one person.  
If your club has a separate treasurer and secretary, it may be a good idea to 
establish the club treasurer as the assistant secretary so that he or she can manage 
the financial obligations of the club using the online system.

For North American clubs only, when your club receives an invoice from Kiwanis 
International for continuing members or new members, both the Kiwanis 
International and district costs are included when applicable. Also, Kiwanis 
International collects fees for the Kiwanis International European Federation for 
those clubs when applicable. To simplify the payment process for clubs, Kiwanis 
International collects all of the dues and fees mentioned above and then distributes 
them appropriately.

Tip: If the treasurer is assigned as the assistant secretary, take the 
time to complete the online or classroom version of club secretary 
education. It is a technical course that teaches participants to use 
the online system to manage the member roster.

 CLUB TREASURER WORKBOOK     13

Dues process



DIPLOMATIC DUES COLLECTION

Collecting dues doesn’t have to be a grueling process if everyone knows what 
to expect up front. While dues are not paid to Kiwanis International until late 
November or December, it is highly recommended that dues be scheduled for 
payment to the club by October 1. This will help clubs anticipate any changes  
to the club roster while it is still possible to make adjustments without  
financial penalty. 

Some clubs choose to bill members monthly, quarterly,  or semi-annually, 
especially for any required club fees like meal costs, to ease the financial burden 
on the member. That is a decision a club can make, but the invoice payable to 
Kiwanis International will all be due at the same time, so plan ahead with your 
cash flow.

It is important to note that the club, when it set its bylaws and policies, 
determined the definition of a member in good standing. This definition 
includes a member remaining in good financial standing. The requirement 
provides for the club to define if there is a certain amount of money or time 
that a member can be in arrears on dues or fees before they are no longer 
considered in good standing.

Refer to your club bylaws and policies for these requirements. 

PAYING DUES ONLINE

Some clubs have the option of paying dues through district websites and 
resources. Contact your district secretary to find out whether this is an option 
for your club.

CLUB INVOICES

Let’s take a look at the invoice Kiwanis International will send you. Granted,  
it may differ slightly from year to year, but the key areas will remain unchanged.
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The summary of the 
information needed to 
pay the club invoice.

These  
are the  
member  
status  
categories  
currently 
 available. 

This is the number of members 
who are on your club’s roster as of 
October 10 and the number the 
club is responsible for financially.

Mailing address used is generally that of the club secretary 
due to the greater frequency of clubs reporting the secretary’s 
contact information versus the treasurer’s.
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Member statements 

CREATING THE MEMBER INVOICE

As treasurer, you may see the member invoice as a bill. Ask your membership 
chairman or the service committee chairman and he or she will likely consider  
the invoice to be an opportunity to talk about the great work the club 
accomplished in the last year and how members made a difference…and by  
the way, here’s the invoice for this year. While this is a subtle difference, there’s  
an important distinction: You are not asking members to consider renewing  
their membership (and thus considering not renewing). You are inviting them  
to continue to invest in the community by continuing their involvement with  
your Kiwanis club.

It has become standard practice to send an invoice attached to an email. If your 
members will respond well to that delivery method, it can be a cost-saving way  
to avoid postage and can be more subtle and convenient than trying to hand-
deliver invoices at a club meeting.

The key information to include on the invoice is fairly standard. But here’s a checklist 
to make sure you include the important details:

 • Total amount due prominently displayed 

 • Where to send the check

 • To whom to make the check payable (this should be the club name)

 • An outline of the dues and fees, including any discounts the member is eligible 
to receive

 • A statement at the bottom indicating that the dues and fees are not considered 
a tax-deductible expense

Tip: Work with club leaders to create  
a summary of club activities to serve as  
the cover letter for the member invoice. 
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Here is a sample club invoice:

INVOICE

Kiwanis Club of 
Attn: Club treasurer
<Club address>
<Club phone number>

To [Contact Name]
[Company Name]
[Street Address]
[City, ST  ZIP Code]

CLUB INVOICE NUMBER 
Kiwanis Club of Date:  

INVOICE #:

Terms:  Due on receipt

DESCRIPTION TOTAL

Kiwanis International member dues $52.00

Kiwanis International fees (magazine, insurance) $25.00

District dues

District fees

Club dues

Club fees

Less any discounts (such as SLP alumni or spouse magazine waiver)

Sorry at this time we are not able to accept payment via credit or debit card.

TOTAL DUE $<enter 
total>

Make all checks payable to: 

A reminder that membership dues and fees are not considered tax-deductible expenses.  
Consult with your tax professional.

THANK YOU FOR BEING A MEMBER OF KIWANIS!
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Accounting expectations 
specific to Kiwanis
Club accounts

While some clubs may have the need for several separate bank accounts, every club 
has a minimum of two: the administrative account and the service account. 

Accounts in the club’s name likely will be business accounts that will require two 
signatures for all banking transactions. And if it’s not a requirement, it is highly 
suggested that the club opt for the requirement of two signatures. While it’s 
inconvenient at times, it’s just smart business, especially in a service organization 
that wants to be transparent.

The administrative account is for all administrative expenses of the club. The 
majority of these funds comes from annual club dues, meeting meals (if applicable) 
and membership fees from new members. 

The service account is for the service programs of the club. The income for this 
account is derived from fundraising projects in which the public participates or 
from designated contributions. 

Article 8, Section 1, of the Club Bylaws stipulates: “Monies received for club service 
activities, regardless of source, may be used only for service activities.” The service 
account covers expenses for all club service activities, as well as all educational, 
religious and charitable activities. The service account also can cover expenses 
associated with sponsorship of a Kiwanis Service Leadership Program (SLP) for 
youth, adults with disabilities or university students. 

Generally, money from any activity in which only members participate is deposited 
into the administrative account. Income from some members-only fundraisers that 
are designated by the club board as service fundraising projects also may go into 
the service account. 
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Administrative accounts  
receive income from: 

Administrative accounts  
cover the expenses for:

 • Dues
 • Membership fees
 • Meals (if applicable)
 • Assessments

 • Kiwanis International and district dues
 • Kiwanis International and district 

conventions
 • Magazine subscriptions (if applicable)
 • Meals (if applicable)
 • Club newsletters (if applicable)
 • Club programming expense
 • All or part of the expenses associated  

with liability insurance (if applicable)

Service accounts receive 
income from: 

Service accounts cover expenses for:

 • Fundraising projects 
in which the public 
participates (may be  
net of expenses)

 • Members-only 
fundraising projects 
that are designated  
by the board as service 
fundraising projects

 • Club service activities
 • Charitable, educational and religious 

activities of the club
 • Expenses associated with sponsorship  

of a Kiwanis Service Leadership Program
 • All or part of the expenses associated  

with liability insurance (if applicable)

Remember:

 • Income from fundraising projects in which the public participates MUST  
go into the service account.

 • Administrative and service accounts must be maintained and 
reported separately.
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Club bank account FAQs

Can I transfer funds from the administrative account to the service account?
Yes, but the money must then follow the spending rules for a service account.

Can I transfer funds from the service account to the administrative account?
No. 

Who do I need to share our bank ledger with?
The entire club should have access to an up-to-date ledger at every meeting. As a 
service organization, every Kiwanis club should be transparent with its members. 

How often do I need to do a review?
A club needs an annual review through an independent firm or an internal 
committee. As club treasurer, you cannot conduct the review on your own. 

If we host a public fundraiser, can we split the proceeds between the service and 
administrative accounts?
No. All money collected at a public fundraiser must go into the service account 
— including funds from club members. Once an event is open to the public, all 
proceeds must go directly into the service fund. 

If we host a fundraiser that is open to all Kiwanis members within the district, 
can we keep the proceeds for our administrative account?
Yes — if the event is only open to Kiwanis members. The proceeds from these 
closed events may be placed either in the administrative or service account.

Our club hands out free food during the community fair. We also leave out a jar 
labeled “donations.” Can we place this money in our administrative fund?
No. Regardless of how the money is collected, these are considered public funds. 
You could have used service money to purchase the food provided as long as it was 
given to the community. 
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USING FUNDS

Can we use service funds to upkeep a playground?
Yes. Since the playground is for public use, service account funds can be used to 
maintain it.  

Can we use service funds for member dues?
No. All dues money must come from the administrative account. 

Our club wants to start a club foundation. Can we use service funds to cover 
start-up fees?
No, this is an administrative expense. Please follow the directions for starting a club 
foundation provided by the Kiwanis Children’s Fund. 

Our club wants to create a permanent endowment for scholarships. Can we use 
service funds to cover set-up and management?
The laws related to endowments vary by location. Please seek local legal counsel for 
advice.  

One of our club members recently lost their house in a natural disaster. Can we 
use money from the service account to help?
No. Service funds cannot benefit a member of the club. Individual club members 
can donate directly to the affected member. 

A family in our community recently lost their house in a natural disaster. Can we 
use money from the service account to help?
Yes, as long as there are no Kiwanis members within that household. Funding from 
the service account cannot be used to personally benefit a Kiwanis member of any 
club.

A natural disaster caused extensive damage to a neighborhood that includes 
both Kiwanis members and non-members. Can we use service funds to help 
everyone affected?
Yes, service funds can be used for that community as long as Kiwanis members 
meet the same eligibility criteria established for the assistance. 
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Can we use funds from the administrative account to send delegates to the 
Kiwanis International convention?
Yes! This is a great way to ensure that your club will have a vote on important 
organizational matters. 

One of our club members needs financial assistance for an upcoming surgery. 
Can we hold a public fundraiser?
No. Service funds cannot benefit a member of the club. Individual club members 
can donate directly to the affected member.

Can we create a scholarship that is only for grandchildren of club members?
No. Service funds cannot benefit a member of Kiwanis. The club can create 
a scholarship that includes family members and the public — as long as the 
requirements and selection are not controlled by the club. We recommend having 
the school serve in this function. 

Our club now sponsors a Service Leadership Program. Can we use service funds 
for their charter night ceremony?
Yes. You may use funds from the service or administrative accounts to cover costs 
associated with Service Leadership Programs.
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Budget process

As the incoming treasurer, you will work with the incoming club president and 
other leaders of the club to develop the annual budget for the administrative year. 
This should include all anticipated committee expenses and projected revenue 
from fundraising activities.

During August, committees should meet to review materials, goals and timelines. 
They’ll form project schedules and submit a budget proposal for club board 
consideration before the end of September or at the first board meeting in 
October. In theory, it’s best if the budget can be approved in advance of the new 
administrative year, but the approval should come from the board that will be 
serving in that administrative year. If your club doesn’t allow the incoming board 
to vote on issues prior to October 1, then the first board meeting of the new 
administration is appropriate to vote on the budget.

Here are a number of budget templates and samples for you to consider as you 
create a budget. 

Tip: All of these templates are available for download in a usable 
format at kiwanis.org/treasurer. Search “budget worksheet.”
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Resources

Monthly financial report: Administrative account

This sample financial report for the club’s administrative account is only intended as a guide. The list of accounts 
below has been condensed. Treasurers may adapt and expand the accounts as needed for their clubs.

KIWANIS CLUB OF  ___________________________________________________________

MONTHLY FINANCIAL REPORT FOR MONTH ENDING  ______________________________

BUDGETED 
AMOUNT

CURRENT  
MONTH

YEAR  
TO DATE

ADMINISTRATIVE INCOME

Membership dues and fees

Meals/guarantee assessment 

New member fees 

Interest income 

Drawings 

Other 

Totals
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BUDGETED 
AMOUNT

CURRENT  
MONTH

YEAR  
TO DATE

ADMINISTRATIVE EXPENDITURES

Meals/guests 

Meals/members 

Membership dues and fees

New member  fees 

Club newsletter 

Committee expenses

• Membership

• Marketing

Delegates to

• Kiwanis International convention 

• District convention 

Gifts and flowers 

President’s gifts 

Social activities 

Installation event

Secretary salary/expenses 

Insurance and payroll taxes 

Office expenses 

Totals

 CLUB TREASURER WORKBOOK     25

Accounting expectations specific to Kiwanis



BUDGETED 
AMOUNT

CURRENT  
MONTH

YEAR  
TO DATE

BANK AND CASH

Balance summary

Beginning of the month 

Current month income 

Less current month expenses 

End of the month 

Total funds in savings 

Total funds in checking 

Other investments 

Total cash & investments
(should equal total balance of all funds)
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Resources

Monthly financial report: Service account

This sample financial report for the club’s service account is only intended as a guide. The list below has 
been condensed. Treasurers may adapt and expand the accounts as needed for their club.

KIWANIS CLUB OF  __________________________________________________________________________

MONTHLY FINANCIAL REPORT FOR MONTH ENDING  _____________________________________________

BUDGETED 
AMOUNT 

CURRENT  
MONTH 

YEAR  
TO DATE

SERVICE INCOME

Fundraising activities 

Interest income 

Totals 

SERVICE EXPENDITURES

Club 

Division 

District 

Youth services

• Terrific Kids 

• Bring Up Grades 

• Read & Lead 
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BUDGETED 
AMOUNT 

CURRENT  
MONTH 

YEAR  
TO DATE

SERVICE EXPENDITURES CONTINUED

Service Leadership Programs

• Builders Club 

• Kiwanis Kids 

• Aktion Club 

• Circle K International

• Key Club 

• Key Leader 

Human and spiritual values 

Community services 

Fundraising costs 

Liability insurance expense 

Directors and officers insurance

District foundation 

Kiwanis Children’s Fund

Total service account expenditures

Net service account activity
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Resources

Monthly financial report: Administrative account

This sample financial report for the club’s administrative account is only intended as a guide. The list of accounts 
below has been condensed. Treasurers may adapt and expand the accounts as needed for their clubs.

KIWANIS CLUB OF  ___________________________________________________________

MONTHLY FINANCIAL REPORT FOR MONTH ENDING  ______________________________

BUDGETED 
AMOUNT

CURRENT  
MONTH

YEAR  
TO DATE

ADMINISTRATIVE INCOME

Membership dues and fees 3,510 3,510
Meals/guarantee assessment 10,000 800 7,200
New member fees 1 50 75
Interest income 

Drawings 2,000 167 1,503
Other 1,500 1,500
Totals 1 7,160 967 13,788

Member Fundra isers

(Assumes 7 7+35+23) x26

(Assumes 50+ 15+ 10)

J un e
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BUDGETED 
AMOUNT

CURRENT  
MONTH

YEAR  
TO DATE

ADMINISTRATIVE EXPENDITURES

Meals/guests 720 60 540
Meals/members 10,000 800 7,200
Membership dues and fees 2,912 2,912
New member  fees 130 65
Club newsletter 

Committee expenses

• Membership 500
• Marketing 300
Delegates to:

• Kiwanis International convention 1,500 1,500
• District convention 600 200 200
Gifts and flowers 100 60
President’s gifts 100
Social activities 75
Installation event 150
Secretary salary/expenses 

Insurance and payroll taxes 

Office expenses 73 32

Totals 1 7,160 1,060 12,509

2x 750

3x200

and Speakers

( 20x 10x 50)

6 per mo. @ 10

(7 7+35)x26

( 50+1 5) x 2
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Resources

Monthly financial report: Service account

This sample financial report for the club’s service account is only intended as a guide. The list below has  
been condensed. Treasurers may adapt and expand the accounts as needed for their club.

KIWANIS CLUB OF  __________________________________________________________________________

MONTHLY FINANCIAL REPORT FOR MONTH ENDING  _____________________________________________

BUDGETED 
AMOUNT 

CURRENT  
MONTH 

YEAR  
TO DATE

SERVICE INCOME

Fundraising activities 

Interest income 

Totals

SERVICE EXPENDITURES

Club 

Division 

District 

Youth services

• Terrific Kids 

• Bring Up Grades 

• Read & Lead

6,696

2,0002,0004,000

200 200

200 200

100 100

24 6 18

6,720 6 5,018

5,000

Scholarships

J un e
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BUDGETED 
AMOUNT 

CURRENT  
MONTH 

YEAR  
TO DATE

SERVICE EXPENDITURES CONTINUED

Service Leadership Programs

• Builders Club 

• Kiwanis Kids 

• Aktion Club 

• Circle K International

• Key Club 

• Key Leader 

Human and spiritual values 

Community services 

Fundraising costs 

Liability insurance expense 

Directors and officers insurance

District foundation 

Kiwanis Children’s Fund 

Total service account expenditures

Net service account activity

 

500 500

500

260 260

50

6,720 2,000 4,470

500

450

260 260

200

0

450( 2 @ 225)

10x26

10x26
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Reporting expectations

Each time the board gathers to discuss the business of the club, the treasurer 
should be prepared with a financial report indicating the activity in both the 
administrative and the service account as compared to the budget. This typically 
includes the month just completed and the administrative year-to-date. 

In addition, the club’s annual meeting takes place in either April or May. Information 
is provided in the club president resources about the meeting in general. But 
one item on the agenda is a report from the treasurer. This annual report to the 
membership should include detailed financial information, such as the financial 
statements from the most recent board meeting. This is a great opportunity to talk 
about the amazing work the club is doing that is evident in the financial statements 
(scholarship awards, fundraiser revenue, donations to a local cause, etc.).

U.S. revenue act regarding fundraising 
solicitations

United States legislation requires that any fundraising solicitation by or on behalf 
of Kiwanis clubs and Kiwanis districts must include an express statement that 
“contributions or gifts to the club are not deductible as charitable contributions for 
federal income tax purposes.”  The statement must be in a conspicuous and easily 
recognizable format on all solicitations, whether in written or printed form, by 
television or radio or by telephone.
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Projecting ROI for club activities

You’re a treasurer. You think like a treasurer, at least a little bit. And when you see  
ROI, you think “return on investment.” And you should. 

As the club board considers fundraising and service opportunities, the return 
should be a priority during the discussion. But return can be measured in many 
ways. “Financial” is the easiest to measure and certainly the least emotional way to 
gauge club activities. 

You also can measure the impact. Let’s use a tool from the Achieving Club 
Excellence workbook to measure the impact of your projects.

Tip: You can find the full Achieving Club Excellence 
workbook at kiwanis.org/ACETools.
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Analyzing your impact 

Kiwanians serve so they can make an impact in their communities. This tool will 
help you assess your time and resources — and prioritize how to spend them. As a 
club treasurer, your club president might ask for your assistance in completing this- 
or doing it on your own.

FIND THE RIGHT FIT: ANALYZE YOUR SERVICE

Use this chart to determine if the service you are doing is relevant to the 
community. Rate your effectiveness from one to five, with one being the 
least effective.

COST IMPACT
Project (current 
and potential)

Financial Time (in 
hours)

Member 
interest 

(rate 1-5)

Estimated 
# of lives 
impacted

Long- vs. short-
term

Visibility 
for club 

(rate 1-5)

Here are some questions to consider when evaluating a potential or current project:

 • What community needs are unfilled? What role do community leaders envision 
for the  Kiwanis club?

 • What does the club consider its niche in the community? Could this project fit 
that niche— and if so, how?

 • How many lives does/could this project touch? Is the impact significant or 
empowering?

 • Is there member interest in the project? Is it something members would be 
proud of?  How many members (and member hours) are/would be involved? 

 • How much visibility could/does the club receive in undertaking this project?
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FUNDING THE RIGHT FIT: ANALYZE YOUR FUNDRAISING

Use this chart to weigh the costs against the returns of potential and current 
fundraisers. Rate each area from one to five, with one being the lowest.

Fundraiser (current 
and potential)

Member 
interest 

(rate 1-5)

Time 
spent (in 

hours)

Estimated 
# of lives 
impacted

Visibility 
for club 

(rate 1-5)

Total 
costs

Gross 
in-

come

Net 
profit/

loss

Here are some questions to help you decide which fundraisers to pursue:

 • Does this effort support or promote our mission?

 • Does this activity provide adequate revenue for projects?

 • Does it provide significant revenue compared against the volunteer hours?

 • How else could you increase the funds raised?

 • Could the fundraiser be expanded or increased?

 • Are there partnership or sponsorship opportunities?

 • How visible is the fundraiser? How much of the community does and could it 
involve?

 • Does the visibility generate interest in the club and its activities?

 • Does or could the club get media visibility before, during and after the event?

 • Does this activity educate the public about our mission?

 • Would the fundraiser be more successful if the club had more members?

If your club needs some inspiring fundraising ideas, check out the Resource section 
of  The Eliminate Project website (TheEliminateProject.org).
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CREATING CLUB CHANGE

Provide members with the results of the service and fundraising analyses (and 
perhaps the member satisfaction survey and community analysis), so they get a full 
picture of the findings.

Then think about the questions below with your members. Determine what 
changes in club operations they are willing to make based on that information. 
With confidence that you have the buy-in of all members, you can use the results of 
this exercise to develop goals in the club’s strategic plan.

Here are a few options for starting the conversation:

 • Interview members individually.

 • Use a member satisfaction survey.  Online survey platforms can make the 
surveys anonymous.

 • Conduct an open forum at a club meeting.

 • Conduct a visual assessment in which observations and thoughts are compiled 
on a chart like the following. Or write them on sticky notes according to 
categories or questions.

What works Let’s stop Let’s start

These questions can help you make changes and improvements:

 • What are we doing now that works well? Can it be improved upon?

 • What should we stop doing? Why?

 • What should we start doing? Why?

 • What steps should the club take to accomplish these changes?

Download a fillable worksheet for this exercise at kiwanis.org/AchievingClubExcellence.
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Resources

Project budget template

This template is provided in club committee chairman education as a tool to submit committee/project/
event financial needs to the treasurer or the club board.

BUDGETED AMOUNT

Income

 

Total

Expenses

(                                              )

(                                              )

(                                              )

(                                              )

(                                              )

Total (                                              )

Income total

Expenses total (                                              )

Net
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Kiwanis Children’s Fund
Kids need Kiwanis, and the Kiwanis Children’s Fund helps you reach them — 
amplifying your impact in communities around the world. A trusted partner staffed 
by experts, the Children’s Fund knows how to turn money into something much 
more meaningful. 

Gifts go to specific Kiwanis causes that Kiwanians have said are important to them:

 • Service Leadership Programs. We’re helping build a stronger generation  
of leaders and service volunteers.

 • Club and district service projects. We help clubs and districts fulfill  
the unmet needs of children in their communities.

 • Disaster relief. We make sure that when a disaster strikes, the Kiwanis  
family can respond.

 • The Eliminate Project. We are eliminating a painful, preventable disease  
that kills mothers and babies around the world.

 • Iodine Deficiency Disorders. We saw a mental health problem that  
could be cured, so we did it. Now we’re sustaining that work.

To learn more about applying for a club, district or disaster relief grant,  
visit kiwanischildrensfund.org.

Tip: To better reflect our mission of serving children, the Kiwanis 
International Foundation changed its name to the Kiwanis Children’s 
Fund in October 2016. This new name better conveys the purpose of 
our organization: We serve children. And it describes how: We raise 
funds to support Kiwanis initiatives. 
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Club Grant program

The Kiwanis Children’s Fund can be a resource for your club’s service project 
through the Club Grant program. A club grant helps address an unmet need that 
affects children in your community or elsewhere by supporting a project that 
provides long-term benefits that can be sustained by the club. 

For the Children’s Fund, a grant is a form of collaboration. When a Kiwanis club has  
a gap in its funding for a service project, a club grant can help fill it. 

Clubs may complete the first step of the application process (a Letter of Inquiry)  
at any time throughout the year, but grants are awarded in June, October and 
January. 

Not all projects are eligible for a club grant. You can find the full list of requirements 
and information about the application process in the Guide to Club Grants online.  
In general, projects should: 

 • Be Kiwanis-led.

 • Fill a documented need within the community.

 • Recur at least once per year.

 • Support activities within one of the Children’s Fund cause areas (health, 
education or youth leadership development). 

Visit kiwanischildrensfund.org/clubgrants for key dates and a library of translated 
resources, including the Guide to Club Grants. Please direct questions to the 
Children’s Fund team at grants@kiwanis.org. You also can call 1-800-KIWANIS, ext. 
225 (U.S. and Canada), or +1-317-217-6225 (worldwide).

Tip: We advise all applicants to read this guide thoroughly before applying for a 
grant.
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Resources for your club

The Kiwanis Children’s Fund wants to be a resource for your club. Every Kiwanis 
district has a dedicated Children’s Fund staff member, a development officer,  
who serves as a resource for you, your club and your district. Find your 
development officer at kiwanischildrensfund.org/staff. 

 • Looking for a speaker for your club meeting? Your development officer  
or a Children’s Fund volunteer can visit your club in-person or virtually  
and provide updates on the Kiwanis Children’s Fund, including  
The Eliminate Project. 

 • Need help establishing and managing a club or district foundation?  
The Children’s Fund can guide you through this process and ensure  
that your foundation is following best practices. 

 • Looking to develop a fundraising plan? The Kiwanis Children’s Fund  
experts can guide your club in creating an action plan to boost your  
fundraising efforts.

 • Interested in applying for funding for a new project? See the previous  
section for more information on the Club Grant program.

Of course, feel free to reach out to the Kiwanis Children’s Fund at any time  
at 1-800-KIWANIS, ext. 254 (U.S. and Canada), or +1-317-217-6254 (worldwide). 

CLUB FOUNDATIONS

Some Kiwanis clubs have their own foundations that accept tax-deductible 
donations. If your club has a foundation, you must follow the Bylaws and Articles  
of Incorporation for Kiwanis Club Foundations. The Kiwanis Children’s Fund offers 
relevant resources, all of which reflect current best practices under U.S. tax law. 

You can find guidelines for club foundations, bylaws, articles of incorporation 
and even steps to establishing a club foundation. For information, go to 
kiwanischildrensfund.org/foundation-resources.  
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Make a difference

Invest in your Kiwanis passion with the Kiwanis Children’s Fund. Here are a few ways 
you can make a difference:

UNRESTRICTED ANNUAL GIFTS
With an unrestricted gift to the Kiwanis Children’s Fund, you support five Kiwanis 
initiatives that benefit thousands of children each year: Service Leadership Programs, 
club and district grants, disaster relief, The Eliminate Project and the elimination of 
iodine deficiency disorders. Visit kiwanis.org/give to make your gift today.

CLUB GIFTS
Just like individuals, Kiwanis clubs can make gifts to the Kiwanis Children’s Fund. The 
Annual Club Gift campaign is a great way to inspire club members to come together 
and make a difference beyond their own community. And it’s an opportunity for your 
club to earn recognition. Visit kiwanis.org/clubgift for more information.

THE ELIMINATE PROJECT
You also can give directly to The Eliminate Project and join the Kiwanis family’s fight 
against maternal and neonatal tetanus. Help Kiwanis and UNICEF save or protect more 
than 61 million mothers and their future children by eliminating a painful and deadly 
disease from the face of the Earth. Visit kiwanis.org/give to make your gift today.

PLANNED GIFTS
You can help change children’s lives, even beyond your own lifetime. After all, you 
insure your valuables — why not ensure your values? We can help you explore a gift 
that makes sense for your circumstances, as well as possible tax benefits. 

DONOR ADVISED FUNDS
Did you know that you can set up your own permanent, endowed fund through 
the Children’s Fund? It’s a way to make grants for specific purposes — from Kiwanis-
related projects to other causes. 
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Tip: For more information about planned gifts or donor advised 
funds, contact Ann Updegraff Spleth, chief operating officer, at 
1-800-KIWANIS, ext. 155, or at auspleth@kiwanis.org.  



Service clubs and initiatives 
for all ages and abilities 
The Kiwanis family also includes Service Leadership Programs, or SLPs, whose 
members range from elementary school to college — as well as adults with 
disabilities. Some Kiwanis clubs sponsor one or more of these SLP clubs in their 
area. Each of the programs is made possible by grants from the Kiwanis Children’s 
Fund. Share the information below with your members if they ask where that 
funding goes.

K-KIDS
Where young leaders learn to help others 

In ways large and small, K-Kids change the world around them and, in the process, 
transform themselves. Students lead the club, plan activities, participate in 
community service projects, celebrate their successes and develop empathy, self-
confidence and compassion along the way. Through service to others they begin 
to understand the impact they can have on their school, their community and their 
world.  

Primary/elementary school      kkids.org

BUILDERS CLUB 
Building self-esteem at a pivotal age 

Builders Club members are discovering who they want to become. Builders 
Club focuses all their raw potential into service for others—empowering them 
to be themselves, work together, make plans, set goals and take action. As they 
participate in club activities and events, students develop important social and 
emotional skills that help them make smarter decisions and avoid risky behavior.

Middle/junior high school      buildersclub.org

KEY CLUB INTERNATIONAL
Learning to lead with compassion 

The dedication and enthusiasm of these students has been felt in communities 
across the globe since the program began in 1925. This student-led organization 
encourages leadership development through service to others. Students build 
confidence and character, learn to be effective, strive for academic achievement, 
create more inclusive environments in their schools and develop empathy for those 
less fortunate. 

Secondary/high school       keyclub.org
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CIRCLE K INTERNATIONAL 
The next generation of community leaders

Members of Circle K International (CKI) develop as leaders, make life-long friends 
and improve their world through service. The decision-making, problem-solving 
and team-building skills they learn while serving others are directly transferable 
to the jobs they will seek upon graduation. Dedication to community service is a 
hallmark of CKI. In fact, the CKI annual convention is centered around a large-scale 
service project that makes a positive impact on the host city.  

College/university students      circlek.org

AKTION CLUB 
Where development has no disability

Aktion Club is the one and only service club for adults with disabilities. Clubs are 
formed at or with various organizations that support individuals with disabilities, 
as well as other community programs. These caring adults develop confidence and 
character as they take on leadership roles in their clubs and direct service projects. 
Members gain a sense of purpose and personal satisfaction as they serve their 
communities, help others and discover their talents.

Adults with disabilities     aktionclub.org
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Other initiatives

Since 1915, Kiwanis has empowered youth to become confident, capable and 
compassionate. In addition to the Kiwanis service clubs for kids, there are initiatives 
for students ages 6-12 who want to develop the character and skills that help them 
engage with the world around them.

TERRIFIC KIDS
A character-building program 
Terrific Kids help students become the best version of themselves. Participants 
determine what being terrific means to them, then develop their own goals and 
use peer mentoring to hold themselves accountable each week. When a participant 
achieves a goal, he or she is honored for being a Terrific Kid.  

terrifickids.org

BRING UP GRADES (BUG)
Empowering kids in their academic success 
Bring Up Grades, or BUG, recognizes elementary students who raise their grades or 
maintain good grades from one grading period to the next. Students are motivated 
to excel because they set their own goals and participate in peer mentoring, which 
engages their classmates in their success. When they reach their goals, the entire 
class celebrates.  

bringupgrades.org

K-KIDS READ & LEAD
Introducing the power of reading to kids 
K-Kids Read & Lead kits empower kids to make positive changes in their schools 
and communities. Reading exposes them to tough societal issues while group 
discussions and follow-up activities allow them to express their thoughts, ideas and 
solutions — and even take action. Small and large kits are available on topics such 
as bully prevention, the environment, hunger, literacy and how ordinary people 
change the world. Kits include multiple copies of books along with reflection 
questions, ideas for follow- up activities and service projects. This program is a 
partnership with Penguin Random House.

kkids.org/readandlead
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Wrapping it up
Remember:

 • Report club financials promptly each month.

 • Maintain separate reporting for administrative and service accounts.

 • Reconcile bank accounts monthly.

 • Give receipts for funds received.

 • Require an invoice or a check request for checks written.

 • Act as cashier at meetings (when needed).

 • Provide records for annual audit.

 • Retain records for seven years.

Club treasurers can find a list of resources at kiwanis.org/leadertools,  
including ways to get a refresher on basic accounting practices.
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Monthly checklist

JULY, AUGUST AND SEPTEMBER (BEFORE YOUR TERM)

FF Meet with the president-elect and the current treasurer to review 
responsibilities and current procedures.

FF Review the treasurer resources available.

FF Attend the budget planning meeting, which will be scheduled  
by the president-elect. The club’s annual budget is due, if possible,  
before October 1—and no later than October 15.

MONTHLY DUTIES

FF Prepare the monthly report for the board.

FF Receive all funds paid to the club and deposit them promptly.

FF Prepare and distribute invoices to members.

FF Reconcile cash accounts.

FF Pay all expenses in a timely manner.

YEARLY DUTIES

FF Pay club dues and fees to Kiwanis International (due in December.)

FF Pay dues and/or member fees for your sponsored Service Leadership  
Program clubs.

FF Ensure your club has an annual audit of club accounts.

FF File an IRS Form 990, 990-N or 990EZ with the Internal Revenue Service  
by February 15 (U.S. clubs only). Get information at kiwanis.org/form990.

FF Mail club donations to the Kiwanis Children’s Fund annual campaign in 
November or with your annual dues and fees in December.

JULY, AUGUST OR SEPTEMBER (DURING YOUR TERM)

FF Meet with the president-elect and the incoming treasurer to review 
responsibilities and current procedures.

FF Transfer all materials to the incoming club treasurer before October 1.
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