TOASTMASTERS TOASTM‘::iT:i:sc:tI::: z:‘rAHONAL DISTRICT [ F |

INTERNATIONAL: December
2016-2017
INSTRUCTIONS:

1. Complete all sections on the Narrative tab.

2. Fill in the white cells below with the appropriate information and print out this page.

3. Obtain related signature below. Electronic signatures are not acceptable.

4. Distribute monthly reports per Toastmasters International protocol 8.4, to the district governor and
|lieutenant governors within 30 days after the end of the month.

5. Quarter reports due to World Headquarters:

* September Report: October 31

* December (Audit) Report: February 15
* March Report: April 30

* June (Audit) Report: August 31

6. Submit approved narratives and certification page to World Headquarters by email or fax:
* Scan and email the PDF to DistrictFinancialReports@toastmasters.org
* Or fax to (949) 589-3456

NOTE: This certification form must be complete for the report to be accepted by World Headquarters.
Reserve funds will not be released until World Headlquarters receives the completed report.

In Base Currency

Monthly Net Income/(Loss) ﬁg; 5_ { _g i Cf {f>
Year to Date Net Income/(Loss) / .mL[-g J O Ql 1: Z 9\ > »
Total Available Funds R (OH: 485 L (‘ﬁcc‘f gr (25002753 9)

1. We, the undersigned, certify that all district financial records have been made available to the audit committee for inspection and that any unpaid
bills or other outstanding obligations for the 2016-2017 term have been reported to the audit committee and Included in accruals section of
this audit. We further certify that there are no other outstanding district obligations incurred for the 2016-2017 term.

Dated this / 5 T-ﬁ day of %6%’ (Aﬁ
A foeg st~ CD YWl > —

District governor (for #he year audited) District treasurer (for the year audited)

.Complete only for the Mid-year Report and Year-end Report:

2. We, the undersigned members of the Audit Committee, have examined the records of District F forthe 2016-2017 term in accordance
with the Audit Committee Guidelines* and believe that this report properly reflects the operation for that term.

Dated this ZOK“ day of M‘am [)d’
) nx (U\ ,Q o

Chairman R »
Ol ThCXIE (Y
4 2
i lnaan _—~
Member [Vl Member /
* Audit Committee Guidelines are available at the District Finance Corner: www toastma Lorg/AuditGui

NOTE: Audit committee members cannot be members of the district executive committee (e.g., district governor, lieutenant. governors,
immediate past district governor, secretary, treasurer, public relations officer, division governors, area governors).



Audit Cpmmittee
Guidelines

Overview and Purpose

Areas, divisions and districts (all referred to hereafter as “district” or “districts”) are legally considered a part of Toastmasters International.
Therefore, regardless of the source, district funds are considered funds of Toastmasters International. Members of the district audit
committee are responsible for reviewing and substantiating whether district funds have been spent in accordance with the mission
and governing documents of Toastmasters.

Each finance manager is responsible for preparing the following 12 Profit and Loss Statements for the Toastmasters fiscal year that
runs from July 1 through June 30 of the subsequent year:
Monthly Profit and Loss Statement — July

Monthly Profit and Loss Statement — August

Quarter 1 Profit and Loss Statement — September
Monthly Profit and Loss Statement — October
Monthly Profit and Loss Statement — November
Mid-year Profit and Loss Statement — December
Monthly Profit and Loss Statement — January v/
Monthly Profit and Loss Statement — February v
Quarter 3 Profit and Loss Statement — March.”
Monthly Profit and Loss Statement — April v~
Monthly Profit and Loss Statement — May vy
Year-end Profit and Loss Statement — June /

Vv vV Vv Vv VvV vV VvV v Vv v Vv W

These reports provide valuable information about the financial activities of the district and its performance compared to the budget.
In addition, the information in these reports is used in Toastmasters International’s audited financial statements, and federal and
state nonprofit tax returns.

Because district leaders, World Headquarters staff, external auditors and tax authorities rely on these monthly Profit and Loss
Statement, it is essential that they be complete and accurate. The finance manager’s primary role is to complete these reports.
The audit committee’s role is to provide an independent and objective assessment of the reliability of the data contained in the
district reports by applying the guidelines outlined in this document twice a year: on the Mid-year Profit and Loss Statement and
the Year-end Profit and Loss Statement. Additionally, the audit committee is responsible for assessing the district's compliance
with Toastmasters International governing documents.

Membership on the District Audit Committee

Per the District Administrative Bylaws, the audit committee must include at least three (3) individual members who are:
»  Annually appointed by the district director
» Trained in basic accounting or have accounting experience

» Not part of the District Executive Committee (district director, program quality director, club growth director, public relations
manager, administration manager, finance manager, division directors, area directors, and immediate past district director.

Audit Committee Responsibilities

The audit committee has a responsibility to ensure that the Mid-year and Year-end Profit and Loss Statements accurately reflect
district income and expenses. Both district audits are included in the World Headquarters tax information filed with the USS.
Internal Revenue Service every year. Incorrect or inappropriate expenses may result in the loss of Toastmasters International’s tax-
exempt status.

Any unauthorized use of district funds that is not consistent with the district mission is a violation of the California Charitable Trust
Act and is illegal. Even if the district is not in California, a diversion of charitable trust funds puts the organization at risk, because
districts worldwide are administrative arms of Toastmasters International and are subject to the same laws and guidelines.



If the audit committee becomes aware of any financial irregularities or a diversion of funds that is either unauthorized and/or
does not serve a business purpose consistent with the district mission, the committee is obligated to report the matter to the
District Finance team at World Headquarters immediately.

Preparing for the Audit

The audit committee must obtain the following from the finance manager:

» Allmonthly Treasurer’s Reports supporting the Mid-year or Year-end Audit report being reviewed

» All documents (bank statements, receipts, etc.) supporting the transactions related to the aforementioned
Treasurer's Reports.

Receipts Register report.
Payment Register report.

With the exception of the mid-year and year-end reports, which have special due dates, Toastmasters International’s policy
requires that the finance manager complete a Profit and Loss Statements within 30 days following the end of each month. It is
recommended that the audit committee chair receives copies of the Profit and Loss Statements on a monthly basis throughout
the year.

Performing the Audit

The audit procedures can be summarized in the following three broad categories:
» Organization

» Substantiating transactions

» Policy review

The following Audit Committee Guidelines outline the detailed steps to be followed by the audit committee members. Once
these procedures are completed, please sign the Audit Committee Guidelines as well as the Certification Page of the Mid-year (or
Year-end Audit) Profit and Loss Statements and mail these documents to World Headquarters at the address listed below. Please
be sure to include all documentation mentioned in the Preparing for the Audit section.

Toastmasters International

Attn: District Finance

23182 Arroyo Vista

Rancho Santa Margarita, CA 92688

If you have questions, please email districtfinancialreports@toastmasters.org. The mid-year Audit documents are due to World
Headquarters by February 15 and the year-end Audit documents are due by August 31.




Audit Committee
Guidelines

District #:

Circle one; Mid-year Audit or (Year-end Audit

PROCEDURES TO BE COMPLETED

COMPLETED BY

A. ORGANIZATION

1. Obtain all supporting documents for the Mid-year or Year-end Treasurer’s Report from the district
treasurer, and sort the documents in the following manner:

» Stack #1: Sort Treasurer’s Reports, bank statements and district reserve statements into separate
groups, organize in chronological order and place in one stack.

» Stack #2: Sort all other supporting documents in the order they appear on the Receipt Register
and Payment Register. Receipt supporting documents should be placed behind the Receipt
Register, and payment supporting documents should be placed behind the Payment Register.

B. SUBSTANTIATING TRANSACTIONS

2. To ensure that all transactions are adequately supported, perform the following procedures:

» Trace and agree all transactions on the Receipt Register and Payment Register to their respective
supporting documentation.

» Place a check mark () on the Receipt Register and Payment Register next to each transaction
that has supporting documents. The only transactions that should not be check marked are the
ones missing supporting documents.

» For the transactions missing supporting documents, contact the finance manager and ask if such
documents exist. If they do, request copies.




PROCEDURES TO BE COMPLETED

COMPLETED BY

C. POLICY REVIEW

3. To ensure that transactions were executed within the company policies, perform the following
procedures:

»

Review all cancelled checks and verify that they were signed by both the district director and
finance manager (checks made payable to the district director or finance manager should be
signed or approved in writing by the program quality director or the club growth director).
Review all reimbursement requests and verify that they were approved by the district director.
Ensure that all expenses on the request have adequate documentation (receipts or other
supporting materials). Copies of credit card and/or bank statements are not valid receipts or
documentation.

Identify all payments in excess of USD $500 and verify that each expense was properly
approved by the district director and at least the program quality director or the club growth
director. Any individual expense in excess of USD $500 must be authorized in advance; there
should be approval included in the supporting documentation and some indication of when the
expense was approved (an email approving the expense is acceptable).

Review all Debit Card transactions to ensure that all payments made by the district director
were authorized in advance in writing by the finance manager and either the program

quality director or the club growth director. Payments made by the finance manager must be
authorized in advance by the district director and either the program quality director or the club
growth director.

Identify Other District Expenses (gifts, flowers, expressions of sympathy, etc.) to ensure they are
not lavish or excessive and that they support the mission of the district. Tokens of appreciation
are allowed up to $25. Donations are not permitted in lieu of flowers or to any charitable fund.
Review all meal expense reimbursements for District Leader August and Mid-year trainings to
ensure the district director, program quality director, and club growth director were reimbursed
for their meals purchased, up to $30 a day with supporting receipts. (Meal expenses are NOT
covered by a per diem)

JACKIE LS 9// 2017

AUDIT COMMITTEE MEMBER SIGNATURE DATE
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Month Ending

District F

Profit & Loss (Actual vs. Budget Summary) (in USD)

01/31/2017

Aziual Budgat Vartunce
1,652,92 1,439.00 213.92
0.00 0.00 0.00
4,130.72 7,000.00 (2,869.28)
0.00 0.00 0.00

0.00 400.00 (400.00)

0.00 0.00 0.00
5,783.64 8,539.00 {3,055.36)
0.00 0.00 0.00
6,685.79 15,466.00 (8,780.21)
558.00 1,205.00 (647.00)
313.72 2,250.00 (1,936.28)
2,676.73 5,199.00 (2,522.27)
0.00 0.00 0.00
130.40 490.00 (359.60)
2,781.80 3,675.00 (893.20)
0.00 148.00 (148.00)
13,146.44 28,433.00 (15,286.56)
{7,362.80) (19,594.00) 12,231.20

Created on: 08/11/2017, 07:31 PM

District Revenue
Membership Revenue
Conference Revenue
TL! Revenue
District Store Revenue
Speech Contest Revenue
Other Revenue

Total District Revenue

District Expenses
Conference Expenses
TLI Expenses
Marketing Expense
Communications & PR Expenses
Education & Training Expense
Speech Contest Expenses
Administration Expenses
Travel Expense
Other Expenses

Total District Expenses

Total Net Income

07/01/2016 Through
01/31/2017

Aclual Budgst Variance
48,528.71 41,335.00 7,193.71
9,814.00 17,025.00 (7,211.00)
5976.72 7,795.00 (1,818.28)
(236.26) 0.00 (236.26)
9,342,00 10,330.00 (988.00)
1,324.36 1,891.00 (566.64)
74,749.53 78,376.00 (3,626.47)
16,942.44 18,168.00 (1,225.56)
744274 16,605.00 (9,162.26)
11,728.42 21,038.00 (9,309.58)
6,310.50 13,330.00 (7,019.50)
10,907.23 20,267.00 (9,359.77)
6,923.04 9,865.00 (2,941.96)
5,039.42 7,834.00 (2,794.58)
15,689.33 20,390.00 (4.700.67)
1,567.84 2,632.00 (1,064.16)
82,550.96 130,129.00 (47,578.04)
(7,801.43) {51,755.00) 43,951.57

Page 1



Month Ending

District F

Profit & Loss (Actual vs. Budget Summary) (in USD)

02/28/2017
Actual Budijet Varance
2,914.80 2,196.00 718.80
0.00 0.00 0.00
417.00 795.00 (378.00)
0.00 0.00 0.00
0.00 3,830.00 (3,830.00)
97.51 236.00 (138.49)
3,429.31 7,057.00 (3,627.69)
0.00 0.00 0.00
7,387.76 892.00 6,495.76
1,351.65 1,170.00 181.65
322.58 850.00 (527.42)
0.00 341.00 (341.00)
0.00 595.00 (595.00)
377.33 565.00 (187.67)
0.00 0.00 0.00
54.56 110.00 {55.44)
89,483.88 4,523.00 4,970.88
(6,064.57) 2,534.00 (8,598.57)

Created on: 08/11/2017, 07:31 PM

District Revenue
Membership Revenue
Conference Revenue
TLI Revenue
Dislrict Store Revenue
Speech Contest Revenue
Other Revenue

Total District Revenue

District Expenses
Conference Expenses
TLI Expenses
Marketing Expense
Communications & PR Expenses
Education & Training Expense
Speech Contest Expenses
Administration Expenses
Travel Expense
Other Expenses

Total District Expenses

Total Net Income

07/01/2016 Through
02/28/2017

et Budget — vaence

51,443.51 43,531.00 7,912.51
9,814.00 17,025.00 (7.211.00)
6,393.72 8,590.00 (2,196.28)
(236.26) 0.00 (236.26)
9,342.00 14,160.00 (4,818.00)
1,421.87 2,127.00 (705.13)
78,176.84 85,433.00 7.254.16)
16,942.44 18,168.00 (1,225.56)
14,830.50 17,497.00 (2,666.50)
13,080.07 22,208.00 (9.127.93)
6,633.08 14,180.00 (7,546.92)
10,907.23 20,608.00 (9,700.77)
6,923,04 10,460.00 (3,536.96)
5416.75 8,399.00 (2,982,25)
16,689.33 20,390.00 (4,700.67)
1,622.40 2,742.00 (1.119.80)
92,044.84 134,652.00 (42,607.16)
(13,866.00) (49,219.00) 5,353.00

Page 1



Month Ending

District F

Profit & Loss (Actual vs. Budget Summary) (in USD)

03/31/2017
pr i Ve
31,444,37 26,900.00 4,544.37
0.00 0.00 0.00
220,00 0.00 220,00
0.00 0.00 0.00
5,111.00 5,500.00 (389.00)
160.01 361.00 (200.99)
36,935.38 32,761.00 3,174.38
8247 0.00 82.47
113,35 0.00 113.35
1,792.25 4,655.00 (2.762.75)
121.70 1,050.00 (928.30)
1,817.59 2,866.00 (1.048.41)
5,084,35 6,811.00 (1,726.65)
590,74 1,140.00 (549.26)
0.00 0.00 0.00
55.30 598.00 (542.70)
5 17,020.00 {7,362.25)
¢ % 15,741.00 11,536.63

s ———

Created on: 05/01/2017, 2:35 PM

District Revenue
Membership Revenue
Conference Revenue
TLI Revenue
District Store Revenue
Speech Contest Revenus
Other Revenue

Total District Revenue

District Expenses
Conference Expenses
TLI Expenses
Marketing Expense
Communications & PR Expenses
Education & Training Expense
Speech Contest Expenses
Administration Expenses
Travel Expense
Other Expenses

Total District Expenses

Total Net Income

07/01/2016 Through
03/31/2017
Actual Budget Variance
82,887.98 70,431.00 12,456.88
9,814.00 17,025.00 (7.241.00)
6,613.72 8,590.00 (1,976.28)
(236.26) 0.00 (236.26)
14,453.00 19,660.00 (5,207.00)
1,581.88 2,488.00 (906,12)
115,114.22 118,194.00 {3,079.78)
17,024.91 18,168.00 (1,143.09)
14,943.85 17,497.00 (2,553.15)
14,872,32 25,163,00 (10,290.68)
6,754.78 15,230.00 (8.475.22)
12,724.82 23,474.00 (10,749.18)
12,007.39 17,271.00 (5,263.81)
6,007.49 9,539.00 (3.531.51)
15,689.33 20,390.00 (4,700,67)
1,677,70 3,340.00 (1.662.30)
10476260 150,072.00 {48,369.41)
13,411.65 ) {31,676.00) 45,780.63
o —

Page 1



District F

Profit & Loss (Actual vs. Budget Summary) (in USD)

Month Ending
04/30/2017

Actual Rudgol Vanonce
8,716.93 9,092.00 (375.07)
13,076.00 22,275.00 (9,199.00)
0.00 0.00 0.00
0.00 0.00 0.00
3,024.00 100.00 2,924.00
0.00 36.00 (36.00)
24,816.93 31,503.00 {6,686.07)
33,521.47 21,108.00 12,413.47
780.14 0.00 780.14
3,421.01 7,305.00 (3,883.99)
5,203.06 4,330.00 873.06
5,193.41 341.00 4,852.41
2,976.31 2,569.00 407.31
4,265.49 3,065.00 1,200.49
1,681.53 1,320.00 261.53
57.60 48.00 9.60
57,000,02 40,086.00 16,914.02
{32.133.0!li {8,583.00) (23,600.09)

Created on: 08/11/2017, 07:32 PM

District Revenue
Membership Revenue
Conference Revenue
TLI Revenue
District Store Revenue
Speech Contest Revenue
Other Revenue

Total District Revenue

District Expenses
Conference Expenses
TLI Expenses
Marketing Expense
Communicalions & PR Expenses
Education & Training Expense
Speech Contest Expenses
Administration Expenses
Travel Expense
Other Expenses

Total District Expenses

Total Net Income

07/01/2016 Through
04/30/2017

Actual Budger Variancs
91,604.81 79,523.00 12,081.81
22,890,00 39,300.00 {16.410.00)
6,613.72 8,590.00 (1,976.28)
(236.26) 0.00 (236.26)
17,477.00 19,760.00 (2,283.00)
1,581.88 2,524,00 (942.12)
738,837.15 149,697.00 {9,765.85)
50,546.38 39,276.00 11,270.38
15,723.99 17,497.00 (1,773.01)
18,293.33 34,068.00 (15,774.67)
11,957.84 19,560.00 (7.602.18)
17,918.23 23,815.00 (5.:896.77)
14,983.70 19,840.00 (4,856.30)
10,272.98 12,604.00 (2,331.02)
17,270.86 21,710.00 (4,439.14)
1,735.30 3,388.00 (1,652.70)
158,702.61 791,758.00 (33,055.39)
(18,771.46) _____ (42,061.00) 23,289.54

Page 1



District F

Profit & Loss (Actual vs. Budget Summary) (in USD)

Month Ending
05/31/2017

Actuni Tiudget ~ Vanpnoe
3,880.20 4,033.00 (152.80)
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
220.00 100.00 129.00
450,01 236.00 214.01
4,559.21 4,369.00 190.21
139,36 0.00 139.36
1.342.35 0.00 1,342.35
2,619.85 1,455.00 1,164.85
671.61 650.00 21.61
1,787.92 2,516.00 (728.08)
620.62 0.00 620.62
777.65 1,230.00 (452.35)
400.00 0.00 400,00
0.00 112,00 (112.00)
8,359.36 5,963.00 2,396.36
{3.300.15i (1,594.00) (2,206.15)

Created on: 08/11/2017, 07:33 PM

District Revenue
Membership Revenue
Conference Revenue
TLI Revenue
Dislrict Store Revenue
Speech Contest Revenue
Other Revenue

Total Dislrict Revenue

District Expenses
Conference Expenses
TLI Expenses
Marketing Expense
Communications & PR Expenses
Education & Training Expense
Speech Contest Expenses
Administration Expenses
Travel Expense
Other Expenses

Total District Expenses

Total Net Income

07/01/2016 Through
05/31/2017

Actual Budge! Varunce
95,485.01 83,556.00 11,929.01
22,880.00 39,300.00 (16,410.00)
6,613.72 8,590.00 (1,976.28)
(236.26) 0.00 (236.26)
17,706.00 19,860.00 (2,154.00)
2,031.89 2,760.00 (728.11)
144,490.36 154,066.00 (9,575.84)
50,685.74 39,276.00 11,409.74
17,066.34 17,497.00 (430.66)
20,913.18 35,523.00 (14,609.82)
12,628.45 20,210.00 (7.580.55)
19,708.15 26,331.00 (6,624.85)
15,604.32 19,840.00 (4,235.68)
11,050.63 13,834.00 (2,783.37)
17,670.86 21,710.00 (4,039.14)
1,735.30 3,500.00 (1,764.70)
167,061.97 197,721.00 (30,659.03)
(22,571.61) (43,655.00) 21,083.39

Page 1



District F

Profit & Loss (Actual vs. Budget Summary) (in USD)

Month Ending
06/30/2017
Actual Tadpat Varance
4,374.51 3,277.00 1,097.51
1,060.00 0.00 1,060.00
1,700.00 8,000.00 (6,300.00)
0.00 0.00 0.00
0.00 0.00 0.00
2,168.72 261.00 1,897.72
9,293.23 11,538.00 {2,244.77)
81.83 0.00 81.83
11,061.50 16,720.00 (5,658.50)
5,614.94 5,900.00 (285.06)
1,234.53 3.935.00 (2,700.47)
7,009.02 12,649.00 (5,639.98)
413.83 0.00 413.63
3,493.72 3,065,00 428.72
4,503.06 3,800.00 703.06
1,396.91 75.00 1,321.91
3580014 46,144.00 (11,334.86)
{ (25515.91) Y (34,606.00) 9,000.09
e

Created on: 08/11/2017, 9:18 AM

District Revenue
Membership Revenue
Conference Revenue
TLI Revenue
District Store Revenue
Speech Contest Revenue
Other Revenue

Total District Revenue

District Expenses
Conference Expenses
TLI Expenses
Marketing Expense
Communications & PR Expenses
Education & Training Expense
Speech Contest Expenses
Administration Expenses
Travel Expense
Other Expenses

Total District Expenses

Total Net Income

07/01/2016 Through
06/30/2017
Actual Fridgot Varance
99,859.52 86,833.00 13,026.52
23,950.00 39,300.00 (15,350.00)
8,313.72 16,590.00 (8,276.28)
(236.26) 0.00 (236.26)
17,706.00 19,6860.00 (2,154.00)
4,190.61 3,021.00 1,169.61
153,783.52 165,604.00 (11,820.41)
50,767.57 39,276.00 1149157
28,127.84 34,217.00 (6,089,16)
26,528.12 41,423.00 (14,894 ,88)
13,863.98 24,145.00 (10,281.02)
26,715.17 38,980.00 (12.264.83)
16,017.95 19,840.00 (3,822.05)
14,544.35 16,899.00 (2,354.65)
22,173.92 25,510.00 (3,336,08)
3.132.21 3,575.00 (442.79)
201 11 243,865.00 (41,993.89
(46,087.52) {78.261.00) 30,173.48
s —ce——
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