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Expectations 
and 

Responsibilities

Hotline for FS Help

• Membership Records 
has a team dedicated 
exclusively to helping 
Financial 
Secretaries/Faithful 
Comptrollers

• 203-800-4955
• ExpertFS@KofC.org
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Opening Prayer

Pledge of Allegiance
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Financial Secretary

• The financial secretary is appointed to a 
term of office rather than being elected 
which provides continuity to the council 
especially during times of changing officers. 

• Councils need to be strong and active 12-
months per year, and this is where a 
financial secretary is especially important.  

Qualifications

Recommended by the grand knight and the 
trustees, to the supreme knight for 
appointment to a three-year term 

Complete, submit and have accepted his 
Application for Appointment as Financial 
Secretary (#FS101)

Under Section 130 of the Laws of the Order, 
the financial secretary (and treasurer) is 
automatically bonded in the amount of 
$5,000. 
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Being at least 21 years of age and a Third 
Degree member

Not being engaged in the sale of life or 
health insurance for another company

Not holding another elected position in the 
council

Appointment as Financial 
Secretary is contingent upon:

Fraternal Leadership 
Training Resources

Financial Secretary’s Guide Leadership Resources Booklet
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Fraternal Planner
Summary of FS Responsibilities

Fraternal Leadership Resources
Laws of Order  - Protocol Handbook - Robert’s Rules of Order
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Fraternal Leadership Resources

• Stay in Touch 
and Up to 
Date with the 
Knights of 
Columbus 
Website

Stay in Touch and Up to Date with 
Leadership Publications

Columbia Magazine the Official Monthly 
Magazine for all members

Knightline the Official Newsletter for Fraternal 
Leaders
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Access For Member Section Resources For Members
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Resources For FS Access Officers Online
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Duties and Responsibilities

• Once appointed as 
Financial Secretary you 
will be sent a registration  
code to create your 
secure access account

• After you have created an 
account, if you have 
challenges logging in 
contact Customer Service 
at: (203) 800-4955 or     
E-mail: 
ExpertFS@KofC.org

• Stay in Touch and Up to
Date in Officers Online
– Officers Desk Reference
– Office of Youth Protection
– Home Corporations
– Member Management
– Member Billing
– By Laws Online
– Knights Gear
– Supplies Online

• Plus
– Council Membership Info
– Reports
– Forms
– Publications
– Prospect
– Candidate

Duties and Responsibilities
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• Reports help ensure good 
communication at every 
level
– Council
– District
– State
– Supreme

• Some Forms may be executable
• All Forms can be downloaded 

and emailed

Duties and Responsibilities

• Officers Desk 
Reference helps 
fraternal leaders as a 
“go-to Knights of 
Columbus Info Source”

• Research the topic in 
question, and tell the 
answer

• Do not just copy and 
paste an answer as it 
may have a different 
interpretation for each 
question

Duties and Responsibilities
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• Member Management
– Manage Members
– Submit Information
– Webinar Training specific 

for the Financial 
Secretary

Duties and Responsibilities

• Member Billing
–Maintain 

member’s records
– Initiate changes 

and reconcile for 
updated 
transactions

–Recommend 
weekly review

Duties and Responsibilities
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• Review, maintain 
and inventory 
council supplies

• Order Council 
Supplies on-line 
via Knights Gear 
in Officers Online

• Must create an 
account linked to 
your council

Duties and Responsibilities
• Financial Secretary 

and Grand Knight 
are allowed access 
to charge to the 
council’s account

• All council supplies 
are available for 
ordering online

Duties and Responsibilities
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Duties and Responsibilities

Expanded Explanation of 
Duties  and Responsibilities

Duties and Responsibilities
1. Collect and receive all money from any 

source.

• Dues from members
• Fund raisers

• Social events
• Special collections

• Athletic events
• Any other funds
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Duties and Responsibilities
2. Keep an account of member records

• Keep an account of the financial 
standing of all members.

• Is the accountant for the council. 
Keeps council financial records.

Duties and Responsibilities
3. Transfer all moneys received to the 

Treasurer. Gets receipt from Treasurer

• Dues from members.
• Fundraisers.

• .
• Contributions or donations.
• All other sources.
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Duties and Responsibilities
4. Keeps record of all members and policy 

holders (Active and inactive)

• Age

• Residence address

• Dates of exemplification

• Record of fourth degree members

• Occupation

Duties and Responsibilities
4a. Keeps record of all members and 

policy holders (Active and inactive)

It is important to remember that the 
Financial Secretary of the Council has the 
ultimate responsibility of maintaining the 
official record of membership for his 
council, not Supreme. 
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Duties and Responsibilities
5. Causes members to subscribe to by-

laws, etc

• Ensures that every member 
before participating Combined 
Degree Ceremonial subscribes 
his name on the Constitutional 
Roll, thereby submitting himself 
to the laws and rules of the 
Order and the By Laws of his 
council.

Constitutional Role of Membership

Member enters  name 
and whether an 
insurance or associate 
member.
FS enters degree dates 
– for members of his 
council only
Candidates from other 
councils must sign 
their own council 
Constitutional Roll.
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Duties and Responsibilities
5. Covenants and agreements to which 

each new member shall sign

a. Membership in the Knights does not commence until 
the candidate has been initiated in the first degree. He 
shall have no rights as an insurance member until his 
insurance application has been approved by the 
Supreme Physician and first payment has been made. 

Duties and Responsibilities
5. Covenants and agreements to which 

each new member shall sign

b. The Charter, Constitution, By-Laws, Rules and 
Regulations of the Knights of Columbus and of any 
Council at which he may be a member shall be binding 
upon him and his beneficiary. 
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Duties and Responsibilities
5. Covenants and agreements to which 

each new member shall sign

c. That each member will abide by the decision of the 
Board of Directors of the Knights of Columbus in all 
matters of difference or dispute between the Knights of 
Columbus, or any council or any officer or member 
thereof and myself relative to obligations of 
membership. 

Duties and Responsibilities
5. Covenants and agreements to which 

each new member shall sign

d. That each member has read his application for 
membership in its entirety and is fully acquainted with 
the contents. He warrants that any material statement 
made by him and for insurance is true and that all 
statements made are without fraud.
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Duties and Responsibilities

6.   Notify Membership Records of the 
names and addresses of all council 
officers and other appointments. 
Assist the council officers in timely 
completion and ensure submission of all 
council forms.

Duties and Responsibilities 

7. Keeps record of member transactions

• Names of prospective candidates

• Names of elected candidates

• Names of members initiated

• Number of degrees taken be each member

• Keeps record of all money received and paid 
to the Treasurer
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Duties and Responsibilities 
8. Draws orders and keeps record of all 

financial transactions
• Receives all council checks and cash

• Prepares receipts

• Prepares expense vouchers

• Records all financial transactions

• Publishes financial reports

Council Financial Procedure

Handling Cash

Treasurer
Fills Out
Receipt

FS Turns
Cash Over

To Treasurer

FS Receives
And Records

Cash

FS Retains
Signed
Receipt

Treasurer
Retains
Receipt 

Copy

Treasurer
Deposits

Cash
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Council Financial Procedures

Report of Receipts 
from the FS to the 
Treasurer.

Produced in MB

FS and Treasurer 
keep copy of all 
funds transferred 
to the Treasurer

Trustees use when 
conducting audit

Council Financial Procedures

• Receipt for Cash
• Issue to members for 

fundraisers and other 
monetary collections

• Membership card is 
valid substitute for 
dues receipt.
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Council financial procedures

Process for Approving Council Bills

Bill Payment 
Procedures

FS Receives
Bill

FS/GK Reads 
Bill At

Meeting

Bill
Approved
By Council

FS Prepares
Voucher

Voucher
Signed By
GK & FS

Voucher
Given to

Treasurer

Treasurer
Writes
Check

Treasurer
Has GK Sign

Check

Council financial procedures

Sec #122 of 
Supreme 
By-Laws 
limits 
amount a 
Council can 
pay or 
transfer. 
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After approval by council membership, vouchers are now 
ready for signatures of the officers shown below and 
processing for payment.   Member Billing Format

Member Billing Format

Council Financial Procedures

Vouchers can also be done manually
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Council Financial Procedures

Treasurer writes or prints check

Signed by Treasurer and Grand Knight.
“Financial Secretary is not authorized” 

• Bills that can be paid without council approval:
• Supreme per capita which includes Catholic 

Advertising
• Supply invoices from Supreme
• State per capita and assessments
• Budgeted expense items pre-approved by 

majority of council membership at a regular 
business meeting.

Council financial procedures
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Member Document (#100)

- Notify Supreme Secretary of all membership 
transactions. Use Member Document Form #100 or 
Member Management

- Promptly report members initiated, 
suspended, expelled, deceased, re-entries transfers 
into the council and any other data changes. 

- See Forms Library for Completion

Billing Procedure

• Approximate Dates, when using 
Calendar Year for Billing Dues

• First billing - December  15th

• Second billing - January  15th

• Submit Delinquent member list to               
Grand Knight – Feb 15th

• If directed, send Knight Alert – by 
March 15th
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Member Billing Process

• First billing statement. 
• Billing should be made 

15 days prior to the 
billing period or 
approximately 
December 15th .     

• Second billing by 
January 15th

Member Billing Application
After second billing  report all 
members that have not paid to the 
Grand Knight and Retention 
Committee. Retention Committee 
should include the GK, DGK, 
Trustees, Retention Chairman and 
Field Agent

Grand Knight and Trustees send 
the delinquent member a copy of 
this form warning of their possible 
suspension from the Order if their 
dues are not paid.
.
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• When a member has not paid dues 30 days after 
he has been sent the Second Notice, someone 
from the retention committee should make a 
personal visit to the member and spouse to 
explain benefits of membership and determine 
the reason for the delay in dues payment.

Next step - Personal Visit

From 
Member 
Billing

Next step
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Billing Process-Suspension 
Form #1845-Notice of Intent to Retain

• Mail original copy to delinquent member
• Mail copy to District Deputy. He calls
• Council retains council copy

• State Retention Chairman monitors the 
conservation list on Supreme Web Site and 
makes sure DD has contact with member.

Form #100- Suspension

Suspension:  - After 60 days from submission of #1845 to  
Membership Records at Supreme and before     
90 days, council must submit Form #100 
indicating suspension and the reason.

- Assumes you did  all you could to retain the  
member      
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Example of Retention Report - MM 

Report from 
Member 
Management –
Print Center –
Billing Reports -
Retention

Reasons we should never suspend

• Member has financial difficulty and unable to 
pay dues. Should pay from council’s charity 
fund or waive dues.

• Medical problems which deter his ability to 
earn income or if total disability, then submit 
completed Form #1831.
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Disability Waiver Form #1831

• Application for Relief 
from Payment of Council 
Dues and Supreme and 
State Per Capita Taxes

• Completed by member, 
attested to by GK and FS

• Renew annually per GK 
and FS.

Suspensions which may 
not affect award quotas

• Suspension-Failure to remain Catholic. 
– Requires letter from member or  pastor 

attesting to this fact.
• Suspension-Felony conviction.

Requires newspaper account of    
conviction or court documentation

• Suspension-Misconduct.
For violating the Order’s laws 
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Retention Responsibilities

• Maintain information on proposers
– Keep separate file of proposers or  

maintain record of all Form #100s
• For notifying members of degree     

exemplifications
• For follow up in the event of a 

suspension possibility.  
• List maintained in Member Management

Withdrawal Procedures

• Effective October 1st, 2003.
• No longer Use Form #100 for withdrawal
• Member must send a personal letter, signed by him and mailed 

to Membership Records Department at Supreme Council Office.
• All members will be expected to pay a re-entry fee upon re-

entering the Order.
• There is now a Withdrawal Conservation Process

– Withdrawals are placed on hold when submitted
– Give Opportunity for State Deputy and District Deputy to try to keep 

the member
– After conservation period, withdrawal is processed if the member 

cannot be retained.
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Monthly Council Statement

• Council Statement-
Summary and Payment 
Coupon

• Verify accuracy of 
information, quotas 
achieved, reports 
received at Supreme, etc

• Payment coupon for 
remitting money owed 
to Supreme

Statements and Rosters

Transfer in Transfer out Payment made

Address maintenance area

Hawk – Transfer in- Ins add – Debit for 2 months – Cr to prev Cncl
Parker – Transfer Out – Previous Month- Cr adjustment DB prev Cncl
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Statements and Rosters

Print from Officers-on-Line 

Duties and Responsibilities

10. Notify Candidate’s Grand Knight

When a candidate receives degrees    
at a council in which he is not a 
member, the Financial Secretary 
must then notify the candidate’s 
council of the degrees.
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Duties and Responsibilities

11. Keep official seal of council           
and affix the same to all official 
documents, papers, membership cards, 
etc 
New councils issued an official seal 
when chartered. Councils may order a 
seal from Supreme for a small fee.

Duties and Responsibilities

12. Notify Fourth Degree Comptroller.

Provides address changes, status 
changes, etc to the Comptroller for his 
records.  Also refer all members 
interested in becoming a fourth degree 
member to him. 
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Duties and Responsibilities

13. Other duties.
• Perform all other acts as required
• Keep record of ceremonial books    
• Order supplies as needed or  

requested by Grand Knight.
• Attend regular and officer meetings 
• Provide Field Agent with assistance

Federal Income Tax
• Federal Income Tax Information – Form 990

• The Knights of Columbus is organized under IRS 
code (501) (c)(8), a fraternal benefits society.

• Councils are exempt from income tax.
• Must provide EIN number to Supreme Advocate.
• Solicitations are not deductible for tax purposes.
• When filing for the first time do not use the   

words Supreme council, use Knight of Columbus 
and council name.   
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Federal Income Tax

• Federal Income Tax Information – Form 990
ALL councils must file one of the following:

990N - Gross receipts not exceeding $50,000
(electronically only, available at www.irs.gov)

990EZ – Gross receipts over $50,000 and up to $199,999

990 – Gross receipts over $200,000    

Failure to file 3 consecutive years may result in a loss of 
tax exempt status! 

SAFE ENVIRONMENT PROGRAM
REQUIREMENTS FOR THE

STAR COUNCIL AWARD
To be eligible for the Star Council Award in the United

States and Canada, councils must be fully compliant with
applicable safe environment requirements.

This means that the grand knight must complete the
Praesidium safe environment training and the council

youth director must complete both the safe environment
training and background check. If the council sponsors a
Columbian Squires circle, the council Squires chairman

and all circle counselors must complete the training and
background checks.

For more information on the Knights of Columbus Safe
Environment Program please visit kofc.org/safe.
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To Accomplish your Mission:                 
You must have the Will to Prepare and….
The Will to Succeed! 

You can be of great help to your 
council by providing guidance and 
advice. Insure that all forms are filed 
on time, all council records are 
properly maintained and your council 
continues to grow in membership, in 
service and charitable activities.  

Resources

Chuck Rohr, Jr
State Training Coordinator

807 Heather Ct.
Neenah WI 54956

wi-dd10-crohrjr@hotmail.com
phone or text: 920-540-4486

Please leave a voice mail, disregard my message
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QUESTIONS
or COMMENTS

??????

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

Let the inspiration of your servant prompt us to greater confidence in 
your love so that we may continue his work of caring for the needy and 
the outcast. We humbly ask that you glorify your venerable servant 
Father Michael J. McGivney on earth according to the design of your 
holy will. Through his intercession, grant the favor I now present (here 
make your request).

Through Christ our Lord. Amen. 
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FOR ALL YOU DO..
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