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The Club Treasurer

The Treasurer is the financial officer of the Lions club and the custodian of
all funds. This Lion is also a member of the board of directors and should
be a member of the finance committee. Together with the Finance
Committee, the Treasurer will develop a club’s budget to recommend to
the Board of Directors.

Constitutional Duties and Responsibilities

e Receive all monies and deposit the same in a bank or banks
recommended by the finance committee and approved by the board
of directors.

e Pay out monies in payment of club obligations only on authority given
by the board of directors.

e Have custody, keep and maintain general records of club receipts and
disbursements.

e Prepare and submit monthly and semi-annual financial reports to the
board of directors of the club.

e Give bond for the faithful discharge of your office in such sum and
with such surety as determined by the board of directors.

e Deliver, in a timely manner, at the conclusion of your term in office,
the financial accounts, funds, and records of the club to your
successor in office.

Attending and Reporting at Meetings

The treasurer is expected to be at all regular and special meetings of the
club and of the Board of Directors. At such meetings, you should be
prepared to present the current financial status of the club. A copy of each
report should be submitted to the secretary to include in the minutes and
maintain in the official club records. It is good policy to prepare quarterly
reports for club members which include not only the income,
disbursements, and balance of both the Administrative and Activity
(Charitable) accounts, but also a comparison of the current financial status
with that projected by the budgets of both accounts. It is common that
when these reports are presented at a meeting that a motion be made to
“file the report for audit.”



Preparing Club Budgets

Most clubs use the budget system of financing. This is a practice of
anticipating in advance as accurately as possible the income and expense
of the club for a specific period (usually the fiscal year) and then preparing
a budget on that basis.

To remember when preparing budgets:

e Budgets are prepared to reflect projected income set to be equal to
projected expenses.

e Budgets are not written in stone, they may need to be adjusted at
mid-year. It is not a problem, if at the end of the year, there is a
small surplus in income.

e A club should have two budgets, administrative budget and activities
(charitable) budget.

e The two budgets must balance independently of each other.

Together with the finance committee (which includes the president as ex-
officio member) the treasurer is responsible for preparing both the
administrative and the activities budget for submission to the Board of
Directors and recommendation by the board to the club.

The administrative budget is what finances the club operations. The
income is primarily from club dues supplemented by fines, 50/50s, and
donations by club members. If meals are included as part of the club dues,
they must be included in the administrative budget. Payments from the
administrative funds would include, but not be limited to, LCI, District and
Multiple District dues, office expenses for the club, any expenses accrued
for web site hosting or other public relations efforts, and payments to
restaurants, catering services, or club members for meals for both club
members and Lions guests.

The club activities (charitable) budget finances the club’s activities and
projects. Its income should come from special fundraising projects held by
the club in the community. Income from the club’s fundraising projects
cannot be used to defray the club’s administrative costs, even if
the club advertises that funds raised will be used for the club’s
own purposes. The club can, however, deduct the direct operating
expenses of the fundraising project from the funds raised.



Setting Annual Member’s Dues

With advice from the Finance Committee and approval of the Board of
Directors, the treasurer sets annual club members’ dues at an amount
sufficient to efficiently operate the club and maintain its financial health.
The dues amount must be approved by the Board of Directors and
submitted to the club membership for approval.

In setting club dues the following should be included:

e LCI, Multiple District, District dues and fees

e Club office expenses which would include postage, stationery,
computer/printer supplies, etc.

e Meals and gifts for guests

e Supplies from LCI: pins, plaques, certificates, awards

When presenting totals to the board and to the club membership, be
prepared to break the dues down so the members realize where the funds
will be going.

Making Payments on Behalf of the Club

The club treasurer is responsible for making payments for items purchased
by the club as well as the district, multiple district, and international dues.

Each month, the club treasurer will receive an itemized statement from LCI
headquarters, if transactions occurred, or if the club maintains a balance
on its account. It is the responsibility of the club treasurer to review the
statement for accuracy and submit the statement to the club’s board of
directors for approval. It is the responsibility of the treasurer to monitor
the billing statements for credit of payments received by LCI. If a payment
is not shown on the next billing statement, resend the payment
identification information to the Accounts Receivable and Club Account
Services department email, accountsreceivable@lionsclubs.org, or by fax
to 630-571-1683.

After the club’s board of directors has approved the monthly statement,
the club treasurer is responsible for submitting a payment to the
association’s bank account. Payment may be made using Credit Card,


mailto:accountsreceivable@lionsclubs.org

PayPal check, and wire transfer. Payment is expected within the
established terms for all club account balances.

Preparing Financial Reports

Most of a treasurer’s time during a board meeting is spent presenting and
explaining the financial report. It is important to choose a format for the
report that is clear, easy to follow, and accurate. Some items to include in
the report are:

e Itemized income and expenses for the period since the last financial
report.

e The amount budgeted for expenses.

e The net monetary assets for the club at the beginning and end of the
reporting period.

e A running total of the amount of money the club actually spent on
community projects versus the same figures from the previous year.

Financial Suspension of Clubs

A club which has an unpaid balance in excess of $20 per member or $1000
per club whichever is less, outstanding past 120 days will be automatically
suspended, including the charter, rights, privileges, and obligations of the
Lions club. In the event the club does not reach an active status by the
28t of the following month, the club’s charter will be automatically
cancelled.

Tax Status and Requirements

All clubs chartered under Lions Clubs International in the U.S. are exempt
from federal income taxes.

This exemption is under the IRS Code section 501(c)4

e All clubs must file an IRS 990 EZ or Form 990 due by November 15t
for the year ended June 30

e Form 990 must be used if your club collects $100,000 or more.

e Copies of the forms needed for filing tax information can be found on
the IRS website.



For all federal purposes, Lions Clubs are not considered charities and
donations to Lions Clubs or projects are not deductible as charitable
contributions. It is proper to refer to a Lions Club as a “"Tax-Exempt” or as
a “Not for Profit” organization. However, it would be improper to refer to a
Lions Club as a “Charity.”

Tips for a Successful Year

Transparency of finances is important. The Lions have a right to know
about the financial condition of the club. Concise and factual reporting in a
timely manner will reduce questions and enhance the credibility of the
treasurer.

When club members purchase items for meetings or fundraisers, explain
ahead of time that they must present receipts to be reimbursed.

In the case that a club member gives the treasurer cash from a
fundraiser, give that member a receipt for the cash with a copy going into
the club records.

Pay all bills promptly using a method that will leave a paper trail if there is
ever a question.

Utilize technology as much as possible. Keeping books using a computer
spread sheet, is in the long run, much easier than doing it by hand.

Club Treasurer and MyLCI

In order to log into and use LCI, the treasurer must first create a
username and password. Once successfully logged in, you may view and
print the current statement as well as statements for the past two years.
You may also pay the bills electronically. The treasurer may also access
club reports.



Resources

References

Standard Club Constitution and By-Laws (LA2.pdf)
Club Officers Team Manual (LA15.pdf)

Club Treasurer e-Book

LCI Website: Leadership Development
Club Treasurer Module

Club Treasurer MyLCI Training
Presentation

Lions University, Bachelor’s Program
Course 123: Club Finances

Use of Funds Policies and Guidelines

Source

Lions Club Handbook, USA/Canada Lions Leadership Forum


https://docs.google.com/viewer?url=http%3A%2F%2Fwww.lionsclubs.org%2Fresources%2FEN%2Fpdfs%2Fla2.pdf
http://www.lionsclubs.org/resources/EN/ppt/club_treasurer_training.pptx
http://www.lionsclubs.org/resources/EN/ppt/2014ClubTreasurer_slides.ppt
http://www.lionsuniversity.org/bachelors/
http://www.lionsclubs.org/resources/EN/pdfs/use_funds_policy_faq.pdf
http://www.lionsclubs.org/resources/EN/pdfs/ebook/DA-CTEB.pdf
http://www.lionsclubs.org/resources/EN/pdfs/la15.pdf

Use of Funds

Use of funds guidelines (attached) are intended to assist Lions members,
clubs, district, and multiple districts in following the Use of Funds Policy
(attached) adopted by the International Board of Directors. These
guidelines are a supplement to the Use of Funds Policy, and are not
intended to replace the policy adopted by the International Board of
Directors. It should be noted that these guidelines are not intended to
constitute legal or tax advice.

The guidelines include typical questions and answers for non-profit
organizations, but may not be accurate under every local law which may
have different requirements. For additional questions and advice about the
use of funds and the laws in your jurisdiction, please consult local legal
counsel or tax professionals for advice.
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USE OF FUNDS GUIDELINES

These guidelines are intended to assist Lions members, clubs and districts (single, sub- and
multiple) in following the Use of Funds Policy adopted by the International Board of Directors.
These guidelines are a supplement to the Use of Funds Policy, and are not intended to replace the
policy adopted by the International Board of Directors. Lions are encouraged to review the
described Use of Funds Policy in detail and may be found on the Lions Clubs International
websitewww.lionsclubs.orgor by contacting the Legal Division Egal@lionsclubs.or@r by

calling 1-630-203-38471t should be noted that these quidelines are not intended to constitute

legal or tax advice. The following questions and answers are typical questions and answers for
non-profit organizations, but may not be accurate under every local law which may have
different requirements. For additional questions and advice about the use of funds and the laws
in your jurisdiction, please consult local legal counsel or tax professionals for advice.

Typical Questions & Answers

Property

1. A Lions Club raised funds from the public to build a community center.
May the building be used for Lions meetings as well as for the community?
Yes, so long as the building is primarily used for the community, the club may
still use the building for its own meetings.

2. Our Lions Club owns a building that was donated to it from the city. My
we rent the building and keep the proceeds for our Administrative Account?
It depends on the circumstances in which the building was donated and whether
there were any restrictions on the use of the building. However, it is possible to
use the funds from rental income from a Lions owned building for use in the
Administrative account.

3. The Lions Club owns a building and permits the local Boy Scouts (or other
community related group) to use the building free of charge. May we use
funds from the public account to clean the building after the use by such
organizations? Yes, you may use public funds to offset direct expenses for the
public use of the building.

4. Our Lions Club owns a multi-use building where we hold public fundraisers,

donate use of the building for other community organizations, charge rent
for private events and hold Lions meetings. Can we use public funds to offset

Effective February, 2012
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the cost of maintenance and upkeep? Yes, you can use a pro-rata share of the
public funds related to the percentage of the use of the building by the public.

5. The Lions Club maintains a public park. May we use public funds for
maintenance of the public park? Yes, because the park is for the use of the
public, public funds may be used to maintain it.

6. Our Lions Club owns a Clubhouse and we want to sell it. Are the proceeds
from the sale considered public funds? The dissolution of a club property must
be done in accordance with the local laws of the jurisdiction in which a club is
located. Many jurisdictions have specific requirements depending upon the
nature of the organization. Therefore you should seek local legal guidance for the
particular local requirements, if any, that are applicable. Generally, if publicly
raised funds were used to acquire and/or maintain the property, the proceeds from
its sale are considered public funds. If administrative funds wereased t
acquire/maintain the property, the members may have a legal claim to agrorate
share of the property/proceeds or else the property/proceeds may be used for
public funds.

Operating Expenses

7. Our Lions Club purchased directors and officers liability insurance with the
crime/fidelity (Bond) coverage to protect the officers of the club and to
protect the club from losses as a result of fraudulent acts. What fundsay
be used to purchase this insurance? This insurance coverage is considered an
administrative expense and must be paid from administrative funds.

8. Our Lions Club purchased excess umbrella liability and liquor liability
insurance for our annual fundraiser. What funds may be used to purchase
this insurance? This insurance is a direct cost of the fundraiser and therefore
public funds may be used.

9. Our Lions Club purchased Accident Insurance under the supplemental
insurance program. What funds may be used for this expense&ccidental
insurance coverage is an administrative expense and therefore must be paid with
administrative funds.

10.Our Lions Club is thinking about incorporating our club. May public funds
be used for legal and filing fees necessary for incorporation? No, this is
considered an administrative cost and should be paid out of the Administrative
Funds.

11.Our Lions Club has decided to create a separate Lions foundatiorMay we

use public funds for the start-up costs of creating the legal entity? No, this is
an administrative expense and must be paid by administrative funds. However,

Effective February, 2012
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public funds could be donated to and for the use of the Faandatfurther the
Foundation’s own charitable purposes.

12.Our Lions club received a large bequest and would like toreate a
permanent endowment for scholarships.What funds can we use for the
expenses related to setting up the endowment as well@agyoing fees for
managing the endowment?Generally, the operating expenses of the
endowment may be paid from the corpus of the endowntdmivever, the laws
related to endowments and whether the funds of thenandat may be used
toward operating expenses vary depending on jurisdicti@hterefore you will
need to seek local legal and/or tax counsel for advice.

13.Our Lions Club has purchased property insurance for our Qubhouse which
is used as both for the benefit of the club and for these by the public. May
public funds be used for purchase of this insurance? A pageacentage of
public funds related to the percentage of public use magée to purchase the
insurance. For example, if the building is used 60% ofithe for the public,
then 60% of the cost of the insurance may be paid by piuipids.

Benefits to Lions or Family Members

14. A member of our Lions Club recently lost their house duédo a fire. May we
use public funds to assist him?Use of public funds to benefit a member of the
Lions club is not permitted. However the individuallzinembers may donate to
the member personally to assist him.

15.The sister of one of our Lions Club members recently logheir house due to
a flood. May we use public funds to assist herJse of public funds may not
be used to personally benefit a Lion. So long as the nramb@&ot personally
receive a financial benefit from the transactiofgraily member who is not a
dependent may be eligible to receive public funds fraaClub.

16. Our town recently suffered a devastating flood and many of theibns as well
as the community at large suffered extensive loss to thdilomes. May we use
public funds to assist the community which would includeffected Lions?
Use of public funds may be used to assist the communityding affected Lions
members in the case of disasters so long as the memieet the same eligibility
criteria established for the disbursement of funds aettance.

17.We have a member of our club that needs a heart transplant. & we hold a
fundraiser in his name to raise money for the financial hardhip of the
medical procedure?No, this is considered a private benefit to a member.
However, individual club members may donate to the mepdrsonally to assist
him or ask others to donate personally to him.

Effective February, 2012
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18.We have a member of our Lions Club that has recently lost hgob and is
experiencing financial hardship. May we loan her money fronpublic funds
to assist her? No, this is considered private benefit to a membehetions.

19.Our Lions Club wants to establish a scholarship fund for kildren or

grandchildren of Lions members. May we raise funds fronthe public to
support this fund? Use of public funds may not be used to personally benefit a
Lion. So long as the member will not personally recaivi@ancial benefit from
the transaction, a grandchild of a member who is not a depemay be eligible
to receive public funds from the Club. If the club veghto establish a
scholarship for the public at large, they could include famembers as well as
the public so long as the recipients meet the qualidinatand are selected by a
group (such as the school) outside of the controlet.ibns Club.

Public Fundraisers vs. Private Lions Fundraisers

20.0Our Club is holding a Golf Tournament and we are selling tikets to Lions
and the public. Lions receive a blue ticket and membersf the public receive
a yellow ticket. May we use the proceeds from the tickeales to the Lions
(as evidenced by the blue ticket) for our administrativednds? No. Once the
event is open to the public, all the proceeds are carsigriblic funds.

21.We are having a Lions dinner open to all Lions Clubs in the Birict. May
we use the proceeds from the sale of the tickets to tdaner for our
administrative funds? Yes. As the event is limited to Lions members, the
proceeds may be designated as administrative fundslbasapublic funds.

22.0ur Lions Club is working the vending area at the local footbh game and is
getting paid a percentage of the sales by the stadium. Maye designate our
payment as administrative funds? Yes, so long as this is the agreement
between the stadium and your cluld no Lions name or logo is displayed in
working the event through signs or clothing.

23.May our Lions Club accept a personal bequest from a membaeaf the public
(non-Lion) to be designated administrative funds?Yes, if the bequest was
received with specific directions to be used for theiathtnative purposes of the
Club.

24.0ur Lions Club wants to raise money to build a new Lions Qlbhouse. If we
advertise that the money is to be used for the clubhouse amdll be used for
our administrative fund is that okay? No. If the clubhouse is going to be used
primarily for the private use of the Lions, then thedsimust come from the
Lions and not the public, regardless of how it is adsedti

25.A Lions Club sponsors an event such as an antiques showsobtains the
space and arranges for appraisers to render opinions as to talue of items

Effective February, 2012
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brought in by Lions and non-Lions. Either a flat fee or fegoer item will be
charged for the appraisal and the Lions will receive a peentage of that fee.
Where can the funds be used?his is a Lions event for the public, and
therefore the net proceeds of the event are consigetgd funds.

26.A Lions Club provides free food for participants (and is reognized for it) in
a fundraiser for a non-Lions cause, such as the Cancer Sagi&K Race.
Some participants want to make donations for the food. If thelub puts a
donation box on the table, what must be done with the donais? What if
people just hand the club money with no directions”Regardless of whether
the funds are donated through a donation box or hanaedradly to the Lions
by participants, the funds are considered public funds. , Natthe expense for
the food purchased for the race could be paid from the €public funds in this
particular circumstance.

Interest/ Investment of Public Funds.

27.1f our Lions Club invests our public funds, would we woudl be able to use the
interest for administrative costs? No, the interest raised is considered public
funds.

28.How long can our Lions Club invest public funds before speding it? The
funds should be spent within the same year received uhighave been
designated for long term projects.

Other Questions:

29.0ur Lions Club sells advertisements in our Calendars. Maye use the
proceeds from the sale of advertisements as administrativarfds? Yes,
however, the revenues from the sale of advertisesrmeay be considered
unrelated business income and may be subject to federal atate income tax.
Please consult with a local tax or legal advisorafdditional information
regarding unrelated business income.

30.Can the administrative funds and public funds be maintaied in the same
checking account? Yes, so long as there is a detailed accounting of dsparsd
expenditures for each fund.

31.0ur Lions Club sponsors a Leo Club. May we use publiahds for the

charter of Leo Clubs? Yes, a Leo Club is considered a project of the LiChs
and therefore the funds for supporting the Leo Club neggublic funds.

32.We would like to send the members of the Leo Club to thaternational
Convention. May we use public funds to offset the registtion and travel

Effective February, 2012
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expenses for the students going to the convention9o, this is considered a
private benefit to Leos and Lions.

33.Can public funds be used to recognize a club member with Melvin Jones
Fellowship? Yes, the Melvin Jones Fellowship (MJF) recognizes donsitof
US$1,000. A club and/or district (single, sub- and multiplay donate public
funds to LCIF and recognize a member of the club as aorho

Summary Chart

How Funds Are Raised | Use for Public Projects? | Use for Administrative

(Activity Account) Expenses? (Administrative
Account)

Administrative — dues,

rental fees, fines,

advertisement revenue | Y€S Yes

Public — any fundraising

event open to the public, .

public contributions and | Y€S No

bequests

Interest — accumulated

investments from money .

received from the public | Y€S No

Direct Expenses of Fundraiser. Direct Expenses of a public fundraiser may be
deducted from the proceeds to replenish the Administrative Account for funds used to
hold the fundraiser.

Lions Property. If the Lions Club (or District) owns property that is used to meet the
needs of the community at large, a pro-rata percentage of the proceeds from funds
raised through use of the property may be used toward the operating expenses of the

property.

Effective February, 2012



(B) Use of Funds Palicy

General Policy on Funds Raised from Lions Clubs Activities. Funds raised from the public must be used

for the benefit of the public and community in which the Lions Clubs serve. The International Constitution and
By-Laws and Articles of Incorporation (the “governing documents”) provide that chartered Lions clubs shall
be not-for-profit of the individual club or its individual members. Consequently, no part of the net earnings of
funds raised from the public shall benefit any individual Lions member, or other private individual or entity.
These policies are intended to provide guidance for clubs to meet the purposes of the International Associatic
of Lions Clubs. Key in determining the proper use of funds is considering transparency to the public anc
developing trust from the community in which the Lions operate. How Lions use funds must meet the legal
and tax requirements for the local jurisdiction in which they operate.

a. Definition of Public/Activity Funds. Funds raised from the public are the net earnings of income
raised from activities open to the public, public contributions, bequests and money accumulated from
invested public funds.

b. Definition of Administrative Funds. Administrative funds are contributions from Lions ttgbu
dues, fines, advertisement revenue, rental fees and other individual Lions contributions. These funds
may be used for either public projects or for internal Lions use such as meeting and conventio
expenses, incorporation fees, audit fees, newsletters, bulletins and other club and/or districigoperati
and administrative expenses.

2. Direct Expenses of Fundraiser. Direct Expenses of a public fundraiser may be deducted from the proceeds
of the fundraiser to replenish the administrative funds used to hold the fundraiser.

3. Lions Property. A percentage of the net proceeds from funds raised through the use of property ywned b
Lions clubs and districts may be used toward the operating and maintenance expenses of the property unc
the following guidelines.

a. Property Used for Public Purposéspenses for operating and maintaining the property may de pai
from public funds to support the use of the property for the public.

b. Property Used for Administrative PurpasEgpenses for operating and maintaining the property must
be paid from administrative funds if the use is for the benefit of the Lions.

c. Mixed Use of Property When Lions property is used for both public and administrative purposes,
then a pro-rata percentage of the expenses may be paid from public funds related to the percentage
use of the property by the public. For example, a Lions Club House that is used 20% of the time for
the public may use public funds to offset 20 % of the expenses of maintaining and operating the

property.

4. Political Activity. As a non-partisan charitable organization, Lions Clubs and Districts (single, sub- or
multiple) cannot contribute public or administrative funds to support or endorse an elected official or candidate
for local, state, federal or foreign office.

Board Policy Manual, Chapter XV, Section B
Effective July, 2011
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