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NOTICE TO
FINANCIAL SECRETARY AND
FAITHFUL COMPTROLLER

This handbook is intended for use by council financial secretaries
and assembly faithful comptrollers. Faithful comptrollers should ignore
Third Degree and council references, substituting Fourth Degree
terminology where applicable. Where minor differences exist between
Third Degree and Fourth Degree Laws or procedures, they are so noted.
Any questions arising from Fourth Degree use can be directed to
the Department of Membership Records at: membership@kofc.org.

Financial secretaries and faithful comptrollers should make this hand-
book available to other officers and chairmen as appropriate and should
call their attention to the various sections that pertain to their responsibil-
ities. For example, while the grand knight/faithful comptroller should have
an interest in the entire handbook, he must acquaint himself specifically
with account keeping and the monthly Statement. The trustees, along with
the treasurer/faithful purser, must review the Audit section which provides
instructions on completing the Audit Report.
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OFFICERS ONLINE —
REGISTRATION

The grand knight, faithful navigator, financial secre-
tary, faithful comptroller, advocate and faithful pilot have
access to the Officers Online section of the Order’s web-
site. The Reports Online section of Officers Online pro-
vides the ability to view council records such as the
roster, membership statistics and support materials. The
grand knight/faithful navigator and financial secretary/
faithful comptroller have access to Member Management,
but only the financial secretary/faithful comptroller have
access to Member Billing. The grand knight/faithful navi-
gator and advocate/faithful pilot have access to the
Order’s Bylaws online.

Once the Supreme Council office records the new offi-
cers in its database, an Invitation Code is generated for
each eligible officer. Returning officers that have not reg-
istered the previous year may use their Invitation Codes
received by mail the year before. If you have misplaced
your Invitation Code, you can call the Customer Service
Department (800) 380-9995 for assistance. Members hold-
ing multiple officer positions will only need to be regis-
tered with one account, and on the Reports Online
screen, a Change Role link will display in the upper right-
hand corner. A member’s officer account can be reused if
he serves under a different officer role or returns to a
position that requires access to Officers Online.

To register your online account, you must have
received your personal Invitation Code and then go to
kofc.org/register. During the registration process, you will
be asked to enter your Invitation Code, member number
and council number. You will also need to pick a user
name and password, select security questions and pro-
vide answers as well as enter your email address. If fur-
ther assistance is needed, you can contact Customer
Service at the Supreme Council office.

ELIGIBILITY —
FINANCIAL SECRETARY

The Laws and Rules of the Order set forth the follow-
ing requirements for appointment of a financial secretary:

Only members who have been initiated in the first
three degrees of the Order shall be eligible for any
office in subordinate, state or Supreme councils or in
the Order. This shall not apply to the first officers of a
new subordinate council. . . (Section 92).

In addition, Section 128 of the Laws and Rules makes
the following provision regarding the appointment of a
financial secretary:

...The financial secretary shall be appointed by the
Supreme Knight. He shall hold office at the will of
the Supreme Knight.

As stated, the financial secretary must be a Third
Degree member of the Order, at least 21 years of age and
cannot be engaged in the sale of life or health insurance
for another organization. The financial secretary cannot
be a convicted felon and should not hold another elected
council position.

Inregard to college councils, at the October 1991 meet-
ing of the Board of Directors, it was voted that new col-
lege councils may not be instituted unless a member of
the faculty or staff of the school or a permanent resident
of the local community has agreed to serve in the position
of financial secretary. It was further voted that this regu-
lation should also apply to financial secretary reappoint-
ments in college councils.

Financial secretary applicants who fail to meet any of
the above requirements will not be considered for
appointment. Financial secretaries who become engaged
in the sale of life or health insurance for another organi-
zation after accepting appointment must notify the
Supreme Knight immediately so arrangements can be
made for the appointment of a successor to the office.

If a financial secretary must resign from office before
the end of the term, he should send a brief letter of resig-
nation to the Supreme Knight noting the effective date of
the termination and the reason for doing so. This should
be done as far in advance as possible. It is to be remem-
bered that every financial secretary has been appointed
on the condition that he will remain in office, if needed,
until the Supreme Knight has been able to appoint the
new financial secretary. Hence, the importance of
advance notice cannot be overemphasized. Sufficient
time is needed to secure applicants for the position and to
process the paperwork required for the appointment.

When the financial secretary’s resignation is acknowl-
edged by the Supreme Knight or if a vacancy occurs for
some other reason, the grand knight is provided with
complete instructions and forms (FS 101 — Application
and F'S 103 — Nomination) for the appointment of a suc-
cessor to the office. The forms are pictured on pages 12
and 13. The grand knight will then nominate one or more
members. The Supreme Knight requires that the trustees
concur in the selection of applicants. They do this by sign-
ing the Nomination form (F'S 103) in the space provided.
When all of the forms have been completed and returned,
the Supreme Knight will make a new appointment. The
appointment will be mailed directly to the newly
appointed financial secretary, with a copy to the state
deputy, the district deputy, the grand knight and the gen-
eral agent. If the jurisdiction has an executive secretary,
he, too, will receive a copy of the appointment. The
appointment takes effect on the date it is issued and will
run for a period of three years from that date.
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In cases where a financial secretary fails in the perfor-
mance of his duties, the grand knight and trustees should
send a statement of facts to the Supreme Knight. The
statement should be based on the Laws of the Order, prin-
cipally Section 139. A copy of the statement should be
provided to the state deputy.

If a financial secretary is aware that he will be inca-
pacitated by illness for more than three or four weeks, it
is his obligation not only to advise the grand knight, but
also to make arrangements for normal council operation.
The accounts should be turned over to the board of
trustees who should select a temporary financial secre-
tary. If there is an accountant available in the council, the
board of trustees could request his assistance.

Where a financial secretary is unable to make arrange-
ments in advance and the grand knight has knowledge
that the financial secretary will be unable to carry out his
duties for some time, the grand knight should obtain the
council records and any moneys in the possession of the
financial secretary. This should and can be done by tact-
fully explaining the council’s position either to the finan-
cial secretary or to a member of his family.

EVALUATION —
FINANCIAL SECRETARY

Ninety days prior to the conclusion of a financial sec-
retary’s three-year term, the grand knight of the council is
advised that an evaluation of his performance in the
office must be made and returned to the Supreme Knight
before consideration will be given to re-appointment for
an additional three-year term. The financial secretary
receives a copy of the Supreme Knight's letter to the
grand knight.

The Evaluation (Form #1938), illustrated on page 14,
calls for the grand knight, the three trustees and the coun-
cil’s district deputy to evaluate the financial secretary by
checking one of the four designations, i.e., excellent,
good, fair or poor in each of the eight categories shown
on the form. Space is also provided to indicate recom-
mendation or non-recommendation for re-appointment
and the current occupation of the financial secretary. The
completed evaluation must include the signatures of the
grand knight, the trustees and the district deputy before
forwarding to the state deputy for his endorsement and
subsequent mailing to the Supreme Knight.

SELECTION OF FAITHFUL COMPTROLLER

Fourth Degree Laws provide that the faithful
comptroller be elected, along with the other officers of
the assembly, at the first regular business meeting held in
June of each year.

BONDING

The financial secretary, upon appointment by the
Supreme Knight, is automatically bonded at no charge to
the council in the amount of $5,000.00. The same is true
for the council treasurer and both the assembly
comptroller and purser when the appropriate Officer
Reports are processed at the Supreme Council office.
Additional bonding may be obtained at a cost of $7.00 per
thousand.

Please be guided by the following:

* Bonding is on the office, not the person holding the
position.

e Additional coverage is requested by writing to the
Supreme Secretary.

e Bonding on the covered officers is limited to
$125,000 of total coverage per council or assembly,
including the provided $5,000 of coverage on each
officer.

¢ Bonding runs from March 1 to the end of February,
and any charge for additional coverage is posted on
the council or assembly account annually in March
or April. The charge is prorated if purchased at
another time during the year.

e The last two council/assembly audits must be on file
in the Supreme Council office or bonding will not be
in effect.

ADHERENCE TO
SUPREME COUNCIL RULES

Adherence to Supreme Council requirements in
accounting for moneys and recording membership addi-
tions and changes is most important and cannot be
stressed enough.

The Supreme Council has developed an effective
accounting system for subordinate council use that pro-
vides checks and balances in accounting for council
funds. The burden of accounting for moneys is not placed
on the shoulders of any one individual and involves not
only the financial secretary, but the district deputy, grand
knight, trustees and treasurer. The district deputy, grand
knight and trustees are obligated to make certain that all
council records are properly maintained, that moneys are
accounted for and that all members are properly
recorded on Supreme and subordinate council rolls.

The financial secretary who “cuts corners” in his
accounting system not only confuses himself, but also
makes it more difficult for those whose responsibility it is
to make routine examination of the council books and
conduct the audits.
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Likewise, the reporting of member additions or
changes to the Supreme Council office on improper
forms often results in incomplete information being pro-
vided and delays in processing.

INITIATION FEES AND COUNCIL DUES

The Laws and Rules prescribe that the initiation fee
shall be fixed by the council, provided, however, no initi-
ation fee shall be required of any priest or member of a
religious community who applies for membership.
Permanent deacons and seminarians are subject to initi-
ation fees. The rules also provide that for those entering
under 26 years of age, the initiation fee shall not exceed
$10.00. In cases of juvenile to adult transactions, the max-
imum initiation fee is $5.00, provided application is made
prior to the applicant’s nineteenth birthday.

Likewise, the Laws and Rules set forth specific provi-
sions regarding dues payable by each member. Dues shall
be levied in advance in an amount as fixed by the council.
The dues for all associate and insurance members shall
be the same, and they must not be less than $5.00 per
year. However, councils may fix a different rate of dues
for insured members under 26 years of age, but the same
shall not be less than $3.00 per year.

DUTIES
COLLECT AND RECEIVE ALL MONEYS

The financial secretary shall collect and receive all
moneys due the council and all funds obtained from any
source (Section 139 — Laws and Rules of the Order).

BILLING PROCEDURES

The financial secretary will mail the Membership Bill
— First Notice 15 days prior to the billing period.

If payment is not received in 30 days, the financial
secretary will mail the Membership Bill — Second Notice.

If payment is still not received within 30 days from
the date the second notice was sent...

e The financial secretary will provide the names,
addresses, telephone numbers and amounts of
delinquency for each member in arrears to the reten-
tion committee. The committee should include —
but is not limited to — the grand knight, chairman
ex officio; membership director; retention chair-
man; trustees; and proposer, if available.

e A Knight Alert letter Form #KA1 will be forwarded
to each delinquent member, signed by the grand
knight and trustees (not applicable in the Fourth
Degree).

e The grand knight will assign a member of the reten-
tion committee to make personal contact with the
delinquent member to remind him of his obligation.

The committee member will provide a written
report of his findings to the grand knight. If the
member is experiencing financial difficulty, the
grand knight will direct the committee members to
visit the member and make arrangements to accom-
modate him with either a payment plan or other
financial arrangement acceptable to the council.
Again, a full report is to be provided to the grand
knight as to why the member is delinquent and why
he is considering leaving the Order. Financial diffi-
culty is not a valid reason for suspension.

If at the end of the second month of arrearage the
member still has not paid his dues, the Notice of Intent to
Suspend (Final Notice in the Fourth Degree) is to be pre-
pared and signed by the financial secretary and grand
knight.

Copies are distributed as follows:
e The Original Copy is sent to the delinquent member.

e The Supreme Office Copy is forwarded to the
Department of Membership Records. The Supreme
Knight will mail a personal letter to the delinquent
member. This letter will convey the Supreme
Knight’s interest in having the member retain his
good standing status.

e The State Council Copy is mailed to your state
deputy. He will write to the member, offering assis-
tance and advising him that the district deputy in his
area is available to help with any particular prob-
lems.

e The District Deputy Copy is sent to your district
deputy. He will telephone the delinquent member to
discuss the arrearage situation. In the course of the
telephone visit, suggestions as to a possible solution
will be recommended, and the district deputy will
volunteer to assist the member, if a need exists. The
district deputy will also determine whether personal
contact has been made by the council. The response
and reaction received from the delinquent member
is recorded on the District Deputy Copy of the
Notice of Intent to Suspend and then forwarded to
the state deputy.

e The Council Copy is retained for council files.

If the delinquent member does not meet his obligation
or arrange a satisfactory payment schedule within 60
days following processing of the Notice of Intent to
Suspend, the council may file a Form 100 Membership
Document, indicating suspension. However, the sus-
pension will not be processed at the Supreme Council
office unless a Notice of Intent to Suspend has been on
file for the required 60 days.

The Notice of Intent to Suspend becomes null and
void 90 days following the date it is recorded at the
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Supreme Council office. After the 90-day period has
elapsed, the form will be removed from the file under the
assumption the council has been successful in retaining
the member.

If, subsequently, the member on whom the council pre-
viously filed a Notice of Intent to Suspend should again
become delinquent, the entire billing/retention process
must be re-implemented as described herein.

KEEP ACCOUNTS

Be the accountant of his council, keeping said
accounts so that they show the complete and accurate
financial standing of the council and its members at all
times by utilizing such systems and records as are
required by the Laws and Rules and furnished by the
Supreme Council at the expense of the subordinate coun-
cil.

PAY MONEYS TO TREASURER

Pay over to the treasurer of his council all moneys
received at meetings or between meetings for fines, dues,
contributions, initiation fees or from other sources, for
which said treasurer shall issue a receipt to such financial
secretary, specifying the funds to which the same shall be
credited, which receipt shall be given to the grand knight
by the financial secretary before the next succeeding
meeting,.

KEEP ROLL

Keep a roll of the members, their ages, residences and
occupations, with the dates of initiation. Keep a record of
Fourth Degree members when furnished by the master of
the Fourth Degree and comptroller.

CAUSE MEMBERS TO SUBSCRIBE TO BY-LAWS, ETC.

Cause every member before initiation to subscribe his
name, subjecting himself to the Constitution and By-laws
of the Order and of the council.

NOTIFY SUPREME SECRETARY OF ELECTIONS

Notify the Supreme Secretary of the names and
addresses of all council officers using Report of Officers
Form 185 or electronic equivalent.

KEEP CERTAIN RECORDS

Keep a record of the financial and business transac-
tions of his council using systems and records approved
by the Board of Directors and furnished by the Supreme
Council at the expense of the council, to wit: the number
of propositions received and the names of the candidates,
the number elected and their names, the number initiated
and their names; the amount of money received and from
what sources, the amount paid to the treasurer and for
what purpose, the amount of all orders drawn against the
treasurer, stating to whom paid and for what purpose.

DRAW ORDERS

Draw all orders on the treasurer of his council when
ordered by the Supreme Council, state council, his local
council, board of trustees or grand knight for the payment
of all claims or demands against his council, which orders
shall be signed by him and countersigned by the grand
knight.

NOTIFY SUPREME SECRETARY
OF MEMBERSHIP TRANSACTIONS

Notify the Supreme Secretary promptly of members
initiated, suspended, expelled, deceased, readmitted,
transferred into the council, etc., on the Form 100
Membership Document. Data changes can be reported on
the Form 100 or by other acceptable means.

NOTIFY CANDIDATE’S GRAND KNIGHT

When a candidate receives degrees in a council of
which he is not a member, the financial secretary thereof
shall notify the grand knight of said candidate’s council.

MAINTAIN COUNCIL SEAL

Keep the seal of the council and affix the same to all
proper papers, etc.

NOTIFY COMPTROLLER

Notify the comptroller of the assembly of all Fourth
Degree member transfers into or out of the council, sus-
pensions and deaths.

OTHER DUTIES

Perform all other acts required by the Laws of his
council and the Order and the Rules of the Board of
Directors.

ACCOUNTING SYSTEMS

The electronic accounting system—Member Billing—
is designed for use by local councils and assemblies. It is
the only accounting system being supported by the
Supreme Council office. Manual systems and FSPC are
no longer supported, though they can still be used as long
as supplies of supporting forms remain available in the
Supply Department. Councils/assemblies that have not
already done so should transition to Member
Management/Member Billing as soon as practical to avoid
losing support at an inopportune time.

MM/MB resides on the Order’s website at kofc.org in
the secure Officers Online area and allows
councils/assemblies to: manage the financial transactions
for their unit; create, edit and archive receipts, vouchers,
assessments and adjustments; maintain a list of accounts
and sub-accounts, payee/payor lists and council/assembly
defined sub-classes for billing (military, students, etc.);
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produce billing notices and payments received from
members.

To use this online system, you must have received a
personal invitation code and be registered at kofc.org to
gain access to the Reports Online/Member
Management/Member Billing portions of the website.

ACCOUNTING SYSTEM CHECKS AND BALANCES

Regardless of the accounting system used by the coun-
cil, the Laws and Rules provide for the financial secretary
to receive all moneys and for the treasurer to disburse all
council funds. For this reason the financial secretary
cannot be a signatory on council checks and
accounts. Doing so would violate the Laws by allowing
the financial secretary to participate in the disbursement
process.

ASSISTANCE TO INSURANCE MEMBERS

A financial secretary is occasionally called upon to
assist members with insurance matters. The financial
secretary is expected to give as much assistance as
possible.

Often, the information sought by the insurance
member is not available to the financial secretary. It
would be to his advantage and to that of the insurance
member to take one of the following steps after first
determining the information sought:

e Advise the insurance representative that a particular
member desires assistance, providing the represen-
tative with all possible details including the
member’s address and telephone number.

e On behalf of the insured, write to the Supreme
Secretary for the information requested.

e Refer to pages 57-68 and 95-97 for additional infor-
mation on the Order’s insurance program.

MEMBERSHIP ROSTERS

Council and assembly rosters are available on the
Knights of Columbus website at www.kofc.org. Each reg-
istered officer in the council or assembly (see page 2) can
access his roster listing by clicking on the Reports Online
tab to view or print. These rosters are updated weekly.
There are also “frozen” rosters dated January 1 and
July 1, which are needed for conducting the audits.

Any council or assembly that is unable to generate
a roster from the website should contact the district
deputy or master for help in doing so. Should you be
unsuccessful at that level, you can contact the
Supreme Council Customer Service Department at
nfo@kofc.org or the Department of Membership Records
at membership@kofc.org.

Membership lists can also be generated by using the
Data Download Tool in Member Management. The Data

Download Tool is located in the Print Center section of
the Member Management application, located in the
secure Officers Online area of kofc.org.

Regardless of the roster format being used, any dis-
crepancies between local council records and the records
of the Supreme Council office are to be reconciled. Please
refer to page 42 under the heading “Schedule A -
Membership” in the Audit section.

An asterisk (*) preceding an address on the roster indi-
cates that mail sent to that address has been returned to
the Supreme Council office by the Postal Service. It does
not necessarily indicate a bad address. However, if the
address is wrong, the corrected or new address should be
reported on a Form 100 or other suitable medium as
detailed on page 55 under the “Data Change” heading. If
the address is correct, please notify the Department of
Membership Records so that the restriction code (*) can
be removed. Those members with restriction codes in
their records do not receive COLUMBIA magazine or
other fraternal mailings originating from New Haven.

SERVICE PROGRAM PERSONNEL REPORT

The Service Program Personnel Report Form 365, pic-
tured on page 17, should be completed by the newly
elected grand knight as soon as a majority of the council’s
Service Program personnel have been appointed for the
fraternal year. Receipt of Form 365 at the Supreme
Council office by August 1 is a requirement for the Star
Council, Columbian, Founders’ and Father McGivney
Awards and comprises the mailing list of Service Program
personnel for special programming materials, including
Knighiline and PS.

Form 365 can be found in the Council Report Forms
Booklet (#1436) contained in the Surge . . . with Service
kit that is forwarded in May to each financial secretary of
record. (The financial secretary should review his copy of
the Council Report Forms Booklet monthly and confer
with the grand knight to verify that the appropriate
reporting forms have been completed as required.) The
original Form 365 should be forwarded to the Supreme
Council office, with photocopies sent to the state deputy,
district deputy, and a copy retained for the council files.

The preferred method of reporting Service Program
personnel is through the Member Management applica-
tion located in the secure Officers Online area at
www.kofc.org. Simply follow the instructions included on
the website. There is no need to file a paper report with
the Supreme Council office after reporting personnel
through the Member Management application.

You can also visit our website at www.kofc.org and
complete the Service Program Personnel Report Form
365. Click on: For Officers, Forms, Council, 365. Please
note, however, that this form must then be printed and
mailed to the Supreme Council office. It cannot be sub-
mitted electronically. The information contained on the
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form must also be reported to the state deputy and dis-
trict deputy.

Any questions relating to the Service Program
Personnel Report should be directed to the Supreme
Council Department of Fraternal Services, see page 8.

CHARTER CONSTITUTION AND LAWS

The financial secretary should have on hand at all
times a personal copy of the current Charter
Constitution and Laws of the Knights of Columbus
(Item #30). He should also have extra copies available for
the grand knight, advocate and other interested officers
or members and has the responsibility to distribute
copies of the latest issue of the Charter Constitution and
Laws to all First Degree initiates. Copies may be ordered
from the Supreme Council Supply Department.

The council will benefit from a periodic review of the
Laws governing councils, officers and members. These
reviews may be made at meetings of officers under the
direction of the grand knight or the advocate. These
reviews are not requirements of the Laws, but are good
practices to assure that all are acquainted with the
requirements of their own duties in the council and of all
other functions in the council.

REQUISITION FOR SUPPLIES

Financial secretaries should order supplies on a requi-
sition Form #1 provided for that purpose. It is a five-copy
form with one copy for the financial secretary. The other
four copies, with the carbons remaining between the
sheets, are to be forwarded to the Supply Department at
the Supreme Council office. Please refer to page 15.

To avoid delays in receipt of your order, supply all
required information including specific quantities. Using
terms like “a few” or “a stack” impede processing. Allow
three to four weeks for delivery. Rush orders require that
the requisitioner supply a specific “needed by” date, not
ambiguous terms like “as soon as possible.”

Chargeable items should be ordered only by the grand
knight or financial secretary. If a council requests
imprinted forms, a separate requisition should be com-
pleted, with imprint sample attached, and forwarded at
least one month in advance. Promotional items must also
be ordered on a separate requisition and forwarded —
together with the proper payment — to the Supply
Department.

The SUPPLY CATALOG (#1264), included in the Surge
... with Service kit each year, contains individual items
used by local councils, Fourth Degree assemblies and
Columbian Squire circles. Additional copies of the catalog
are available from the Supreme Council Supply
Department.

FINANCIAL SECRETARY COMPENSATION

The Board of Directors has set the compensation to be
paid to the financial secretary, and every council should
have by-laws that conform exactly to this policy:

From the council... an amount equal to not less than
eight percent and not more than ten percent (to be
determined by the council) of the moneys collected for
dues from both insurance and associate members. The
financial secretary is free to waive this compensation
at his discretion.

Lump sum payments are not allowed as compensation
to the financial secretary. The purpose of compensat-
ing on a percentage basis is to pay the financial secre-
tary according to the effectiveness of his collecting
from members all moneys due to the council. Such col-
lection is the first duty of his office listed in Section 139
of the Laws. The financial secretary receives compen-
sation from his council for dues collected only. He
does not receive compensation for initiation fees or
any other receipts.

From the Supreme Council office... payable annu-
ally at the end of each calendar year, $0.40 for each life
insurance certificate registered to the council and in
force at the end of the calendar year.

The payment from New Haven is made annually in
January to the financial secretary of record on
December 31. However, if more than one person
served in the office during the year, it is expected that
the financial secretary receiving the award will share it
on a pro-rata basis with his predecessor.

The approved compensation is for performance of the
regular duties of the office of the financial secretary
according to the Laws of the Order. The council may
award additional compensation to a financial secretary
for extra duties which he performs at the council’s direc-
tion beyond those required by the Laws.

MEMBERSHIP NUMBERS

Every member in the Order is assigned a permanent
membership number. The number is indicated on the
Council Statement following any transaction processing
involving that member.

When submitting forms or letters to the Supreme
Council office, the financial secretary should always use
the number of the member involved. Failure to do so may
cause delays in processing or in responding to inquiries.
The importance of using the membership number cannot
be overemphasized.

CONTACTING DEPARTMENTS

To address general issues, please contact the
CUSTOMER SERVICE DEPARTMENT at:

Phone: (203) 752-4000



Toll free number: 1-800-380-9995
Email: info@kofc.org
If you have any technological questions regarding on-

line applications, you should contact the home office
Service Desk:

Phone: (203) 752-4242

Email: helpdesk@kofc.org (All inquiries sent via
e-mail should start with the word “NEW” in
the subject line.)

If you need a specific issue to be addressed, you
should contact directly any of the departments listed
below:

Mailing address for all departments except Supply:
1 Columbus Plaza, New Haven, CT 06510

AGENCY: Administrative support arm for agency field
force — distributes field and general agent mail and
status cards, verifies claims for agent’s health insur-
ance. Any issues with insurance policies should be
dealt with directly through your agent.

Email: agency@kofc.org

Phone: (203) 752-4252

Agent Locative Service: (203) 752-5046

CATHOLIC INFORMATION SERVICE: Publishes and dis-
tributes information on Catholicism, Catholic doctrine,
and practice.

Email: cis@kofc.org

Phone: (203) 752-4574

CEREMONIALS: Exemplification observance of degrees
to ensure proper rituals.

Email: ceremonials@kofc.org

Phone: (203) 752-4347

COLUMBIA MAGAZINE: Publishes international maga-
zine containing information on the Church, volunteer
efforts and issues most important to Knights and their
families throughout the world.

Email: columbia@kofc.org

Phone: (203) 752-4398

COUNCIL ACCOUNTS/GENERAL OFFICE: Processes
council payments for per capita, Catholic advertising,
Culture of Life and supply charges. Distributes the
monthly Council Statement. Responsible for scholarship
programs.

Email: council.accounts@kofc.org

Phone: (203) 752-4739

FINANCIAL SECRETARY APPOINTMENTS: Respon-
sible for the appointments, reappointments, and resigna-
tions of financial secretaries and the maintenance of their
records and reports.

Email: ann.moran@kofc.org

Phone: (203) 75624717

FRATERNAL SERVICES: Develops service-oriented and
fraternal programs for implementation by state and local
councils. Promotes the Columbian Squires.

Email: fraternalservices@kofc.org

Phone: (203) 752-4270

Fax: (203) 752-4108

MEMBERSHIP GROWTH: Promotes membership growth
in local and state councils, the district and Orderwide.
Promotes the development of councils including college
and ethnic councils. Responsible for the following: mem-
bership promotion, new council development, millennial
group, college councils, council reorganizations and rein-
stitutions, round tables, and VIP programs.

Phone: (203) 752-4473

Fax: (203) 752-4108

MEMBERSHIP RECORDS: Processes council, assembly,
and circle transactions, including disability exemption.
Maintains membership database. Processes address
changes.

Email: membership@kofc.org

Phone: (203) 752-4210

Fax: (203) 752-4113 or (203) 562-7215

PAYMENT RECEIPTS: Processes insurance and loan
billings and payments, reinstates policies, handles corre-
spondence, dividend matters and policy audits.

Email: payment.receipts@kofc.org

Phone: (203) 752-4238

PRINTING PLANT/SUPPLY: Responsible for the Order’s
printing and mailing needs. Handles supply requisitions
for fraternal and insurance programs.

Email: supply@kofc.org

Phone: (203) 752-4244 (for print orders)

Phone: (203) 752-4214 (for supply orders)

Mail: 78 Meadow St, New Haven CT 06519

ISSUING COUNCIL CHECKS

When a council forwards a check to the Supreme
Council office in payment of per capita, Catholic adver-
tising, Culture of Life, or supplies, the check should be
forwarded in the self-addressed envelope provided,
together with the payment stub, which is located in the
upper right-hand section of the Council Statement.

All checks must be made payable to “Knights of
Columbus Supreme Council.” Do not make checks
payable to any individual or place endorsements on the
reverse side. Your check should include the following:

¢ Council number, name and address

e All required signatures

* Agreement between figures and written amount
e Bank code



Financial secretaries and other officers frequently
write concerning council payments when a check is sent
at the close of a month and credit is not shown on the
next month’s statement. The following explanation may
be of help in this matter:

Preparations to produce Council Statements are initi-
ated on the last working day of the previous month.
Therefore, any payment not received and credited to your
account prior to this time will not appear until the next
statement is produced on the first of the following month.
This creates a situation where your records and those of
the Supreme Council office do not agree, and that pay-
ment will be a reconciling item. It is to be noted that the
status of your council is determined by the information
on our records at the time of preparation. For example, a
check received after cut-off on January 31 would be cred-
ited to your account on February 1 and the activity would
be shown on your March 1 statement.

INCOME TAX REQUIREMENTS

The annual grant from the Supreme Council to the
financial secretary is subject to income tax. Accordingly,
he is required to report the total amount received from the
Supreme Council on his tax returns. In the United States,
the Supreme Council will issue a Form 1099-MISC to each
financial secretary whose grant exceeds $599.99. For
Canadian councils, a T4A slip will be issued if the grant
exceeds $499.99. The financial secretary must report the
grant as income on his tax returns even if it falls below
the threshold for issuance of a Form 1099 or a T4A tax
slip. He must also report any annual compensation
received from the local council on his income tax returns.
The financial secretary is not treated as an employee of
either the local council or the Supreme Council.

INSTITUTION OF PAYMENT

Relative to institution of payment of a council obliga-
tion, Section 139.8 instructs the financial secretary to
draw all Orders on the Treasurer—voucher. The grand
knight countersigns the completed document. This is the
treasurer’s authorization to draw the required check
(Sections 140. 3 and 4).

A Supreme or state council obligation does not require
council approval, as outlined in Section 140.4. Receipt of
the monthly Council Statement from Supreme is the offi-
cial notice that the amount owed is due and payable. The
same is true of a billing from the state council.

When the council approves any bill other than a
Supreme or state council assessment, the bills must be
turned over to the financial secretary. He then issues the
Order on Treasurer—voucher.

SUSPENSION OF COUNCIL

The financial secretary should always be aware of the
need to make payments to the Supreme Council within
the time limits allowed under Section 156 of the Order’s
Laws.

Failure to make payments within the time limit will
result in suspension of the council. When a council is sus-
pended, the Board of Directors requires the Supreme
Secretary to send a Notice of Suspension to the grand
knight, with copies to the district deputy and state deputy.

Section 156 provides a grace period of 100 days for
each levy from the first of the month in which the levy is
made. The assessment dates and the dates on which they
become in arrears are as follows:

Levy date Type of levy Pay by
January 1 Per Capita/ April 10
Catholic Adv.
July 1 Per Capita/ October 10
Catholic Adv.

Supplies — 40 days after the first of the month in
which the charge appears on the monthly Council
Statement.

The above information is of particular importance to
the financial secretary and the grand knight. A council is
suspended automatically whenever there is an arrearage
of $50.00 or more in any of the above accounts.

Even though the council has a 100-day grace period to
remit and receive credit for payments, automatic notices
to the grand knight, financial secretary and district deputy
will be generated between 58 and 60 days from the date
of assessment. This notice is a reminder to forward your
payment in order to avoid automatic suspension. It is not
the official Notice of Suspension.

A council may have its suspension lifted by merely
making payment of the amount in arrears. When a coun-
cil is to be reinstated, Notice of Reinstatement is sent to
the aforementioned officers.

ORDER ON TREASURER

After a bill has been properly approved for payment,
the financial secretary initiates issuance of a check by
generating a voucher (Order on Treasurer) in Member
Billing under the Voucher section of the Council Ledger.
He then prints a Report of Vouchers for the grand knight’s
signature which authorizes the treasurer to issue the
check. Instructions, specific recorded webinars and Help
are available within the online applications.

Trustees, in conducting the semi-annual audit, should
make certain that the stubs in the possession of the finan-
cial secretary and the vouchers held by the treasurer
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agree. Also, the vouchers should be compared with the
checks actually issued. Some treasurers, after receiving
the cancelled checks from the bank, clip the vouchers
and the checks together, thus facilitating the work of the
trustees.

COUNCIL STATEMENT

Each financial secretary must have a complete under-
standing of the effect of reported membership transac-
tions on per capita, Catholic advertising and Culture of
Life levies and should also be familiar with charges accru-
ing to the council from supply orders. The Council
Statement, sent to financial secretaries monthly, provides
that information. It reflects changes in membership and
reports vital information on the council’s financial obliga-
tions to Supreme. Please refer to pages 18 and 19.

Important points of information regarding the Council
Statement. . .

e The Council Statement should be retained by the
financial secretary as part of his permanent files. It
should be reviewed by the grand knight and read at
the next council meeting.

e The account balances — per capita, Catholic adver-
tising, Culture of Life and supplies — should be
treated as individual amounts owed by the council.
Because of inactive insurance member credits,
back-dated transaction credits and miscellaneous
adjustments, credit balances often appear in
columns 12 and 13 and in some instances result in
an overall credit balance in the account. Please note
that account balances also appear in the Retain for
Council Records box located at the top of the state-
ment. The amount due and payable by the council
appears as the Total Due. Any credit balances on the
New Balance line will not print in their respective
fields in the box. Credit balances in columns 12 and
13 will automatically transfer between accounts to
offset charges. Supply account credits, however,
will not be transferred but will be used to offset
future charges.

¢ The financial secretary institutes payment by issuing
an Order on Treasurer—voucher, countersigned by
the grand knight, along with the payment stub por-
tion of the Council Statement. Use of the stub will
help ensure that the payment is applied in accor-
dance with council wishes. Failure to use the stub
could result in the payment being applied incor-
rectly or credited to the wrong council.

e Section 156 of the Laws of the Order provides for
suspension of any council for failure or refusal to
pay assessments within the time specified. Per
capita/Catholic advertising assessed January 1 and
July 1 must be received and processed by April 10
and October 10, respectively. Supply charges are
payable forty days after receipt of invoice.

e (Credits for assessments may be applicable in the
case of member suspension. The Supreme Council
posts an effective date of suspension up to 130 days
earlier than the calendar date on which it is actually
processed in New Haven. Thus, if an assessment
date (January 1 or July 1) is reached or passed, a
credit of $3.25 is issued to the council.

e If there are any items on the Council Statement
about which you wish further information or that
appear to be incorrect, you should contact the
Supreme Secretary. Be certain to provide your com-
plete address and telephone number including area

code with your inquiry.

FINANCIAL TRANSACTION DESCRIPTIONS

(COLUMNS 2 & 3)

Balance Forward

New Balance

—Balances brought forward from
the previous Council Statement

—Balances of the council as of
the date shown

Per Capita Tax —Semiannual levy, January and
July

Catholic Advertising —Semiannual levy, January and

Fund July

Culture of Life —Semiannual levy, January and
July

Payment —Payment received from council

Supply Charge —Supplies billed to council

Bonding Fee —Charge for additional bonding
ordered by the council

Adj.—Fund —Transfer of credits or charges

Transfer between accounts or councils

Adjustment— —A reconciliation adjustment

Office originated by the Supreme
office

Returned Check —Charge back of a check not

Misc. Adjustment

Inactive Credit

honored for payment

—Misc. charge/credit resulting
from membership activity

—Annual per capita credit
allowed for each inactive insur-

ance member

Dues Adjustment —Form 142 Transfer Account
Adjustment

Re-entry —Financial charge/credit for re-

Adjustment activation or readmission



MEMBERSHIP TRANSACTION DESCRIPTIONS
(COLUMN 3)

Associate to Ins —Associate to Insurance

Disability Exempt = —Disability Exempt Status
Honorary Memb —Honorary Membership
Honorary Life —Honorary Life Membership

Ins to Associate —Insurance to Associate

Juvenile to Adult —Juvenile Insured Initiation
Member Adjustment —Membership Adjustment
Member Death —Member Death

New Member —New Member Initiation

Notice of Intent —Notice of Intent to Suspend

processed
Reactivation —Member Reactivation
(inactive insurance only)
Readmission —Member Readmission
(3 months to 7 years)
Reapplication —Membership Reapplication
(over 7 years)
Reinstatement —Membership Reinstatement
(up to 3 months)
Suspension —Suspension/nonpayment
Suspension/Board —Suspension/Board action required
for return
Transfer —Member Transfer
Withdrawal —Member Withdrawal

Councils are assessed $1.75 for per capita tax and $.50
for Catholic Advertising each January 1 and July 1 on the
total membeship in the council including inactive and
honorary members. Honorary life and disabled members
are excluded from the assessment. Concurrently, coun-
cils are also assessed $1.00 for the Culture of Life fund.
Honorary, honorary life, inactive and disabled members
are excluded from the Culture of Life assessment. On
occasion, the Board of Directors implements special
assessments for financing various worthy projects and
causes. Any such levies are additional.

Each month the grand knight receives his own
Membership and Financial Statement (Form #1189). It
is pictured on page 20. The report shows progress the
council is making in its membership/insurance pro-
grams. The Financial Summary section indicates the
council’s financial standing in relation to the Supreme
Council. This statement is a condensed version of the
Council Statement received by the financial secretary.

In addition, the district deputy receives a monthly
report (#F049) similar to the grand knight’s except that
it contains information on every council in his dis-
trict. A District Deputy’s Report is shown on page

21. If a council is not meeting its financial obligations,
the district deputy is obligated to determine the reason
and urge the financial secretary to initiate payment to
avoid suspension.

ANNUAL FEDERAL INFORMATION RETURN—
FORM 990

All councils and assemblies in the United States are
exempt from federal income tax under the Internal
Revenue Code, Section 501(c)(8). A group ruling rec-
ognizing the exemption was obtained by the Supreme
Council for itself and for its subordinate units. The
group ruling does not extend to home corporations.

All councils/assemblies file one of the following:

e 990N — Gross receipts of $50,000 or less
(electronic format only, available at www.rs.gov).

e 990EZ — Gross receipts over $50,000 and up to
$199,999.

¢ 990 — Gross receipts of $200,000 and over.

The Supreme Council insists that each such subor-
dinate unit carry out its responsibilities under this law.
Form 990 must be filed by the fifteenth day of the fifth
month after the end of your annual accounting period.
Failure to file three consecutive years will result
in a loss of tax exemption status.

In order to keep abreast of the current laws in these
matters, the Supreme Advocate will send a memoran-
dum to all U.S. councils and assemblies during the
month of February of each year.

RECORDS RETENTION

On occasion, financial secretaries inquire as to how
long council records should be retained. Be guided by
the following:

e Current member Form 100s (new members, re-
entry transactions for members who did not join
through your council originally): 7 years

e Current member Form 100s (all except above and
data changes): 3 years

e Current member Form 100s (data changes):
verify processing at the Supreme Council
office, then destroy

e Former member Form 100s (all transactions):
verify processing at the Supreme Council
office, then destroy

¢ Financial and business records (e.g., bank state-
ments, contracts, purchase orders, invoices):
10 years

e Tax forms: 7 years minimum, 10 years recom-
mended

e Correspondence: 3 years

In all cases, tax ID numbers—including the last four
digits—must be obliterated.












KNIGHTS OF COLUMBUS
SUPPLY DEPARTMENT
78 MEADOW STREET, NEW HAVEN CT 06519-1759

(203) 772-2130 - ask for Supply Dept
FAX 1-800-266-6340 U.S. and Canada

PRINT CLEARLY — USED FOR MAILING LABEL
NAME

wmm

James C Scott

TITLE
PLEASE PRINT

FORM NO. 1 (3/00)

REFER TO CONTROL NO.

NO. 587822

DATE

Grand Knight

CHARGE TO

STREET OR P.O. BOX NO.

14 Grassy Ln
Y

CI STATE/PROVINCE

ZIP/POSTAL CODE

PRINT ABOVE NAME & NO. OF GOUNCIL ASSEMBLY AGENCY OR CIRCLE

STATE GODE
Milford CT 06619
New Haven 06510
cITYy STATE/PB,OVINCE . ZIP/POSTAL CODE
DAYTIME TEL. # ( 203 ) 998-8888 ()W Y ,{/ = GK
FAX # ( 203) 998—4426 V! ~ AUTHORIZED SiGNATURI . TITLE
PRINT INSTRUCTIONS (ATTACH SAMPLE IF AVAILABLE) MUST BE ON A SEPARATE FORM 1
QUANTITY QUANTITY
K FORM NUMBER DESCRIPTION UNIT PRICE AMOUNT
ORDERED SHIPPED ORDERED
4 pads 154E Membership Cards
500 426E Official Receipt
2 346E Sample of Council By-laws
PAYABLE IN U.S. FUNDS OR charge it to your Mastercard or VISA Subtotal
Make check or money order payable to: M.C. O VISA [ -
Knights of Columbus Supreme Council | | | | | l | | | | | | | | 1 | | CT Residents add 6% sales Tax
78 Meadow St, New Haven CT 06519-1759 CANADIAN residents add 7% GST
Money Order No. Amount Expiration Date: Month Year NB, NF, NS & ON residents addl ]5.% GST
Shipping and
Check No. . Amount Signature Handling
' [ TOTAL AMOUNT
1 ORDER BILLING MEMORANDUM — BILLING COPY ko By | Paaas by | Bt Shingod

'FAX YOUR ORDER e 1-800-266-6340 (US AND CANADA) ¢« DO NOT MAIL FAX ORDERS

MAIL INTACT TO SUPPLY DEPARTMENT

SUPREME COUNCIL ASSESSMENTS

Advertising/Culture of Life

Levy date Pay by
Per Capita/Catholic January 1 April 10
Advertising/Culture of Life
Per Capita/Catholic July 1 October 10
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INSTRUCTIONS TO FINANCIAL SECRETARY

i This Counci Statement should be retaned by the fnancis! secretary us
part of his permarent files. It should be shown to the gtand knight when
received and read at the naxt mecting.

2. The actoun: balances are hsted in their respective cateqories on the
Council Statement, eclurmns 12, 13 & 14, The total amoun? payable s
shown in the Tolal column of the Summary Financial Infortnation section on
the Summary and Fayment Coupon page. Gredit balances in the Per
Capita, Catholic Advertsing ang Culture of Life accounts autaomaticaly
transfe: hetween accounts hut do not transfer to the Supply account.

3 The financial secretary instilutes payment oy isswing an Order on Treagurer
(# 157} which musl he countersigned by the grand kinight.

4. Zection 156 of tha Laws of the Qrder provides for suspensian of any
council far fatura to pay assessments within the time specfied. Per Capita,
Cathoke Advertizing and Gulture ol Life assessed January 1 and July 1 must
ba received and pracessed iy April 10 and Cctober 10, respectively. Supply
charges ars pavable upan racaipt of merchandise.

4. I thete are any ilems an this Council Statement about which yau wish
furthar invdormabion or which appear to be incarract, you shauld drect an
ime[Uiry ta the telephone rumbers on the front of this page.

FINANCIAL TRANSACTION DESCRIPTIONS
{COLUMNS 2 & 3)

MEMBERSHIP TRANSACTION DESCRIPTIONS

[COLUMN 3)
Associate to fns - Assaciate to Insurance
Disahility Exernpt - Digability Exampt Status
Henorary Meml - Monarzary WMemberskip

Hanorary Life - Henorary Lite Mambarship
s to Assaciate - Insurancs to Associate
Juvenile to Aduit - Juvenile insured Iniliation
lember Adjustment - hembership Adjustmeant
Member Death - Member Dgalh

Mew Member - New Member [nitiation

- Motice of Inient
to Suspend processed

Matice of Intent
Reactrvation - Member Reactivatiar
(imactrve msuranoe only)

Readmission - Member Raadmission
3 moenths to 7 years)

Balance Forward

New Dalance

Per Capita Tax

Catholic Advertising Fund
Culiure of Life

Payment

Supply Tharge

Bending Fee

Adj. Fund Tranzfer
Adjustment - Cflice
Returned Check

- Balanues brought forward fram the previous Councl
Statement

- Balances of lhe council as of the date shown
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- Sermanausl lswy, January and July
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- Charge for additional bonding orderad by the counzit
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- Areconciliation adjustment originated by the Supreme oflice

- Charge back of a check not honored for payment

Reapplication

Reinstateenant

Suspension

Suspension/Board

Transter

- Mambership Reapphoation

[over 7 years)

- Membarship Reinstaterment

[un ta 3 months)

- Suspension/nonpayment

- Suspension/Board action

required far return

- Member Transfer

Mise, Adjustment
(rraclive Credit

- Mise. chargeforedit resulting from membership actwity

- Annual per capita credil allowed for each inactree
INsUFrance memhber

- Forrn 142 Transter Aceount Adjustment

- Fihanca! charge/oredit for ieactivation or readmission

Bues Adiustment
Re-antry Adjustment

Withdraweal - Member Withdrawat
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ACCOUNT KEEPING ...

The duties of the financial secretary as set forth in
Section 139 of the Laws of the Order stipulate that the
financial secretary shall collect and receive all moneys
accruing to the council from members and other sources,
that he shall keep an account of the indebtedness of each
member of the council and the amount received from
each member, and that he shall pay over to the treasurer
of his council all moneys received by him from all
sources. To assist him in complying with these duties, the
Supreme Council has developed and makes available for
local council use a computer-based system of record and
account keeping.

. .. USING THE MEMBER BILLING APPLICATION

The Member Billing application — located in Officers
Online, the secure area at kofc.org — works in conjunc-
tion with the Member Management application to allow
councils to: manage the financial transactions for their
council; create, edit and archive receipts, vouchers,
assessments and adjustments; maintain a list of accounts
and sub-accounts, payee/payor lists and council-defined
sub-classes for billing (military, students, etc.); as well as
produce billing notices and payments received from
members.

INITIAL SET-UP FOR FIRST TIME USERS

If you are just starting to use Member Billing, there are
afew steps that are required prior to generating an assess-
ment.

Setting up the council’s general billing information
located in the Billing Information section:

¢ Billing Information — The billing frequency needs to
be established. Member Billing allows you to assess
dues to members annually or semi-annually only. If
your council has quarterly payors, you can inform
them that they can continue to pay quarterly but will
be billed annually or semiannually, as is the council
preference.

Additionally, the billing schedule must be selected as
calendar or fraternal year. Also, the billing remit-
tance address needs to be selected — either the coun-
cil's mailing address or meeting address, or the
financial secretary’s mailing address.

e (Class List — This screen is where the amount of the
council’s dues can be entered. Note that the
amount of annual dues for honorary members is
based on the sum of state and Supreme Council per
capita taxes and other levies. The annual dues for
honorary life members is specified in the Charter
Constitution and Laws and cannot be updated in
Member Billing.

Sub Class — Council-defined sub classes can be cre-
ated for members for which the council wishes to
reduce the dues amount. For example: a council
waives or reduces dues for students. A sub class of
students can be added, along with the annual rate of
the reduced dues. Once established, members asso-
ciated with a sub class will need to be assigned to
the sub class on the member’s Billing Information
screen, located under the Member Information sec-
tion.

e Reason for Assessments — This is required if the
council plans to assess members any special or
miscellaneous assessments. Reason for
Assessments can be added on the Event/Assess-
ments screen under the council’s Billing
Information section.

Setting up the member’s billing information located
in the Member Information section (Illustration # 1,
page 28):

e Member Class — Displays the member as a regular,
honorary, or honorary life member.

e Sub Class — Members may be assigned as part of a
sub class and eligible for reduced dues (military, stu-
dents, etc.)

e Disability — Members that are on disability and noted
“Yes” on the Member’s Billing Information screen
will not be assessed dues. Nothing else is required to
ensure that they are not assessed.

e Do Not Assess — This provides the ability to not
assess dues for members who may have a special
circumstance, such as financial hardship, where the
council decides not to assess dues for a particular
period. Note that honorary life or disabled members
are not included in the dues assessment process, so
this option does not need to be selected for these
members.

e Do Not Send Bill — This provides the option of not
sending a billing notice to specified members for
any reason. Note that the member will still be
assessed, but a notice will not be generated.

e Delivery Preference — This identifies the preferred
method by which the member wishes to receive his
billing notice — mail, email or both.

e Billing Address Information — This section allows
the financial secretary to update a member’s contact
information including: address, phone number, fax
number and email address. These changes will also
be made in Member Management as well as alert
Membership Records at the Supreme Council office.

Prior to generating the initial dues assessment, if there
are members with an outstanding balance for previous



billing periods, these member records should be updated
in the Member Ledger:

e Billing Status — When a dues assessment is pro-
cessed from the Pending Assessment screen, the
billing status for all members receiving this assess-
ment will be changed to First Notice. Note that hon-
orary life members do not receive an assessment,
and their billing status can be manually updated to
Dues are Current. Additionally, former members
that are listed in Member Management/Member
Billing can be manually changed to Prior or
Deceased status (Illustration #2, page 29).

e Adjustments — The Adjustment section on the
bottom of the Member Ledger screen can be used to
generate a charge adjustment for members with an
outstanding balance (Illustration # 3, page 30).
Separate adjustments should be added if a member
owes money for dues and other assessments (i.e.,
dues, special, etc.). If a member has paid dues or
other assessments for future periods, a credit
adjustment should be added. Payment of dues
should not be recorded here, but through the Dues
Collection Tool found under the Receipts section of
the Council Ledger.

Note: This is the same process as assessing new
members for dues or initiation fees after they
have been recorded at the Supreme Council
office and added to Member Management/
Member Billing.

BILLING MEMBERS

A dues assessment can be generated for all billable
members on the Enter Dues Assessment screen by click-
ing on Assessments under the Council Ledger section
(Ilustration # 4, page 31):

e Billing Cycle — Dues can be billed for the calendar
year (Jan to Dec) or the fraternal year (Jul to Jun).
Note that the default for the billing period is prede-
termined by the billing frequency, which is selected
in the Billing Setup section.

e As of Date — All bills have a date that indicates how
much is owed at the time the dues were assessed.
Dues can be assessed in Member Billing as early as
90 days prior to the billing period. However, the As
of Date cannot be set more than 15 days prior to the
billing period. We suggest that the date used for the
As of Date when generating a dues assessment also
be used for special or miscellaneous assessments.

e Assess Dues button — This will place the dues
assessment in a pending status, which can be pro-
cessed on the Pending Assessments screen. All spe-
cial or miscellaneous assessments should be

assessed on the Assess Other screen before pro-
cessing the dues assessment.

A special or miscellaneous assessment can be gener-
ated for selected members using the Assess Other screen
under Assessments in the Council Ledger section .

e Charge to — This specifies who will be assessed the
additional charge and is selected by member type.
Note that All Billable will assess all regular & hon-
orary members; All Members will assess all regular,
honorary & honorary life members; Honorary will
assess only honorary members; and Honorary Life
will assess only honorary life members.

e Voluntary or Mandatory — If an assessment is a vol-
untary assessment, a notation will display on the
member’s bill that this assessment is voluntary and
payment is optional. Additionally, voluntary assess-
ments require a valid Through Date. We suggest that
the Through Date selected be well in advance of the
last day of the billing cycle. (For example, if using an
annual calendar year billing cycle, select a date like
September 1 — well in advance of December 31.)
After this date you have the ability to generate a
credit transaction for all members that did not pay
the voluntary assessment. Mandatory assessments
will remain on the Member Ledger until the member
pays this assessment or the transaction is voided on
the Member Ledger.

e Reason for Assessment — This is a required field, and
if the reason for assessment does not appear in the
drop down list, it can be added on the Event/Reason
screen under the Billing Information section.

Note: There is a link to this section on the
bottom of the Assess Other screen.

e Assess Other button — This will place any special and
miscellaneous assessments in a pending status,
which can be processed on the Pending Assessments
screen. All special or miscellaneous assessments
should be assessed on the Assess Other screen
before processing the dues assessment.

All pending assessments can be posted to the Member
Ledger from the Pending Assessment screen. Note that if
a dues assessment is included when the Process
Assessment button is clicked on the Pending Assessment
screen, the billing status for all members assessed will
change to First Notice.

GENERATING NOTICES

e Once the pending assessments are processed, the
First Notice can be generated from the Notices sec-
tion of the Print Center in Member Billing
(IMlustration #5, page 32).



Note: If the grand knight’s or trustees’ names or
telephone numbers do not display on the notice,
the data can be added on the Council Officers—
Current Year or member’s General Information
screens in Member Management.

Notices can be sent via email, or printed and mailed.
There is also an option to generate a file copy of all
notices to members, regardless of the delivery prefer-
ence.

Member Billing also provides the ability to email an
individual member a notice, once the member has been
added to Member Management/Member Billing. Once
the member delivery preference is set to email or both,
an email notice icon will appear on the Member Ledger
or Billing Information screens.

e After 30 days, you can update all members currently
in First Notice status to Second Notice by using the
Update Status screen under the Assessment section
of the Council Ledger (Illustration # 6, page 33).
Notices can be sent via email, printed and mailed or
saved electronically by selecting a delivery prefer-
ence in the Billing section.

e After 30 days, you can update all members currently
in Second Notice status to Knight Alert by using the
Update Status screen under the Assessment section
of the Council Ledger (Tllustration # 6). A letter is
sent to the member explaining how his membership
is in danger of being forfeited as a result of unpaid
dues. The notices cannot be sent electronically
because they require the signature of the grand
knight and trustees.

e Sixty days after initiating the billing process, you can
update all members currently in Knight Alert status
to Intent to Suspend by using the Update Status
screen under the Assessment section of the Council
Ledger (Illustration # 6). A notice can be generated
in the Billing section of the Print Center, informing
the member that his delinquency has put his good
standing status in jeopardy. Copies of this letter
must be printed and sent to the Supreme Council
office, the state deputy and the district deputy.

Note: Individuals who have been assessed for the
current billing period, but have become former
members, will need to have any outstanding bal-
ances and their billing status manually updated on
their Member Ledger screens. If the billing status
has not been updated, these members will con-
tinue to appear when the next notice is generated.

GENERATING MEMBERSHIP CARDS

Membership cards can be generated for members
using the Membership Card section of the Print Center in
Member Billing. We suggest printing membership cards

using the By Member Type feature, thereby having these
cards ready for presentation when the member submits
his payment for dues.

Membership Card stock paper (#4817) for Member
Billing can be ordered from the Supreme Council Supply
Department. (Note that cards come 8 to a sheet with 25
sheets to a package for a total of 200 cards.)

There are three options in Member Billing for printing
membership cards:

e By member type, which can be classified as: All
Billable, All Members, Regular, Honorary, Honorary
Life or Members on Disability.

e By all members whose dues became current
between specified dates.

¢ By using the Membership Card Template for a small
group of members or for new members who have
not been added to Member Billing.

PROCESSING PAYMENTS FROM MEMBERS

Under the Receipt section of the Council Ledger, there
is a Dues Collection Tool, which will assist in recording
members’ payments. The Dues Collection Tool can be
used if the member pays his outstanding balance in full
(Mlustration # 7, page 34).

If a member does not pay the full amount or includes a
donation to the council or special fund, we suggest that
the payment be recorded on the Enter Receipt screen to
ensure that the proper accounts/sub accounts are
recorded properly. If this payment includes money for a
special or miscellaneous assessment, a reason for assess-
ment must be entered in the Event field.

Once the Save button is clicked on the Dues Collection
Tool screen or the Enter Receipt screen, this will place
the transaction in pending status. Pending transactions
can be processed on the Pending Receipt screen.

A Report of Receipts is available under the Treasurer
Reports in the Print Center of Member Billing. There are
four reports available: two for pending receipts and two
for posted receipts. Note that the posted receipts reports
will display signature lines for the financial secretary and
treasurer, which will serve as a record that the treasurer
received these moneys.

Note: If the treasurer’s name does not display on
this report, add his data on the Council Officers—
Current Year screen in Member Management.

PROCESSING MONEY FROM OTHER SOURCES

Section 139.1 of the Laws of the Order specifies that
the financial secretary shall collect all moneys accruing to
the council from members and other sources. These
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moneys can be recorded in Member Billing using the
Enter Receipt screen under the Council Ledger
(IMlustration # 8, page 35).

Member or Payor — Prior to entering the receipt infor-
mation, you must search for a member or a payor.

Note: A payor is an individual or entity that is not
a member of the council (i.e., the Supreme
Council or state council). A payor can be added to
Member Billing on the Add a Payee/Payor screen
under Billing Information.

Once a search has been conducted, the results will
appear in the Search Results box to the right. Click on the
desired member or payor so that it is highlighted in a blue
banner. Click the Select button to populate the date and
member/payor in the Enter Receipt section on the bottom
of the screen. Then continue to enter the remaining
information.

Once the save button is clicked on the Dues Collection
Tool screen or the Enter Receipt screen, the transaction
is placed in pending status. Pending transactions can be
processed on the Pending Receipt screen.

A Report of Receipts is available under the Treasurer
Reports in the Print Center of Member Billing
(MMlustrations # 9 & 10, pages 36 and 37). There are four
reports available: two for pending receipts and two for
posted receipts. Note that the posted receipts report will
display signature lines for the financial secretary and trea-
surer, which will serve as a record that the treasurer
received these moneys.

Note: If the treasurer’s name does not display on
this report, add his data on the Council Officers—
Current Year screen in Member Management.

PROCESSING VOUCHERS FOR PAYMENT

After a bill has been properly approved for payment,
the financial secretary must initiate the procedure for
issuance of a check by the treasurer, which can be accom-
plished under the Vouchers section of the Council Ledger
(MMustration # 11, page 38).

Member or Payee — Prior to entering the voucher infor-
mation, you must search for a member or a payee.

Note: A payee is an individual or entity that is not
a member of the council (i.e., the Supreme
Council or state council). A payee can be added to
Member Billing on the Add a Payee/Payor screen
under Billing Information.

Once a search has been conducted, the results will
appear in the Search Results box to the right. Click on the
desired member or payee so that it is highlighted in a blue
banner. Click the Select button to populate the date and
member/payee in the Enter Vouchers section on the
bottom of the screen. Then continue to enter the remain-
ing information.

Once the Save button is clicked on the Enter Vouchers
screen, the transaction is placed in pending status.
Pending transactions can be processed on the Pending
Vouchers screen.

A Report of Vouchers is available under the Treasurer
Reports in the Print Center of Member Billing
(Mlustration #12, page 39). There are two reports avail-
able: one for pending vouchers and one for posted vouch-
ers. Note that the Report of Vouchers will display signa-
ture lines for the grand knight, financial secretary and
treasurer. This serves as a record that the treasurer is
authorized to issue a check.

Note: If the treasurer’s name does not display on
this report, add his data on the Council Officers—
Current Year screen in Member Management.

OFFICERS ONLINE -
EXPERT HELP & TRAINING

The Expert Help site provides step-by-step instruc-
tions to assist members in using Member Management
and Member Billing. This site can be accessed by click-
ing on the Expert logo in the upper right-hand corner
of any screen in these applications, or by going to
www.kofc.orgexperthelp.

Additionally, a training site for these applications
has been added, which can be accessed by clicking on
the Sign-In — Officers Training link located in the upper
right-hand corner on the Expert Help site. This training
area allows the user to update records and generate
transactions in a test environment.
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AUDIT REQUIREMENTS

Section 145 of the Laws of the Order requires that the
grand knight and trustees audit the accounts of the finan-
cial secretary and treasurer at least every six months,
and in January and July report to their council, district
deputy, state deputy and the Supreme Secretary on forms
approved by the Board of Directors and furnished by the
Supreme Council. (Fourth Degree Laws require that the
trustees audit the accounts of the faithful comptroller
and faithful purser annually as of June 30.) Under no
circumstances should either the financial secretary
or treasurer prepare the audits, but each should be
readily available to the trustees to answer questions re-
garding the records. The trustees are charged with this
duty, and in accepting office they are accepting the
responsibilities the office entails.

Trustees who sign an audit prepared by the financial
secretary or treasurer are acting in an irresponsible
manner. The report made to the council, district deputy,
state deputy and the Supreme Secretary indicates that
the trustees have examined the records of the financial
secretary and treasurer. If they have not done so, the
trustees cannot know that the figures thereon are correct.

If the trustees and grand knight cannot personally
make the audit, they should arrange to have one made by
a qualified member at the expense of the council. A
responsible financial secretary will insist that his records
and accounts be examined periodically according to the
Laws for his protection and that of the entire council.
The grand knight and trustees must arrange for the audit
to be accomplished without depriving the financial sec-
retary of his records for more than one week. The busi-
ness records of any council can be properly examined
within a week to assure accuracy and completeness.

The bonding company can refuse to honor the bond
on either the financial secretary or treasurer (faithful
comptroller/purser) for the following reasons:

e Failure of the trustees to conduct the audit, or
signing an audit prepared by the financial secre-
tary/faithful comptroller or treasurer/faithful purser

e Failure to have on file at the Supreme Council office
two consecutive Audit Reports for the periods
immediately past

RECORDS AND ITEMS NEEDED TO PREPARE
THE AUDIT

FROM THE FINANCIAL SECRETARY . ..
e (Cash receipts
e Vouchers
e Receipts, treasurer to financial secretary
e January 1 or July 1 roster, as appropriate
¢ Billing Statements for the audit period
e Cash and checks on hand, if any
e Bills or invoices requiring payment
e Copy of last audit

e Member ledgers (or Outstanding Balance Report in
Member Billing)

FROM THE TREASURER. ..
e Treasurer’s Cash Book

e Check book, bank statements, cancelled checks
and vouchers for the audit period

e All bank books, regardless of purpose of account

e All documents reflecting cash or liquid assets such
as stocks, bonds, notes, etc.

FROM THE RECORDER. ..
e Minute Book

COMPLETING THE AUDIT REPORT

All three sections of the Audit Report are to be com-
pleted, with the exception of those councils/assemblies
using the online Member Management/Member Billing
application. Those users need not complete Schedule A,
since Member Management/Billing records reflect the
figures maintained at the Supreme Council office. In
such case, check the box under Schedule A—
Alternative. The audit must be signed by the grand knight
and at least two trustees. If an entry is not applicable, the
word “none” should be inserted on the line. Please refer
to page 46 for a sample Audit Report.

SCHEDULE A — MEMBERSHIP

A major objective of the council audit is to reconcile
local council membership records with those maintained
by the Supreme Council Department of Membership
Records. The sources for information necessary to com-
plete Schedule A of the Audit Report are: (1) records the
financial secretary maintains on Member Billing Member
Ledgers or equivalent; (2) the January 1 or July 1 Council
Roster, as appropriate for the audit period and (3) monthly
Council Statements provided by New Haven. The latter is
especially necessary for associate to insurance, insurance
to associate, transfers out of the council and, in some
instances, death transactions recorded as a result of insur-
ance claims processing. All discrepancies between local
council and Supreme Council records are to be recon-
ciled, with any necessary membership transactions being
submitted to the Department of Membership Records,
or...local council records being corrected as necessary to
ensure agreement.

Only those members for which the applicable mem-
bership transactions have been reported are to be listed
on the audit. If an addition or a deduction is being acted
upon but as yet has not been submitted with sufficient
time for processing, it is not to be indicated on the audit
report. Each time a transaction is submitted to the
Supreme Council office, it is the financial secretary’s
responsibility to verify that it has been received and pro-
cessed. This is accomplished by reviewing the monthly
Council Statements for the audit period — August
through January statements for the January audit,



February through July statements for the July audit.
Again, only those members for which transactions
have been verified as received and processed in
New Haven are to be listed on the audit as addi-
tions or deductions.

For the purpose of preparing the semi-annual audit
only, inactive insurance members are excluded; they are
not to be considered as insurance members of the coun-
cil. If an insurance member is suspended or takes a with-
drawal, he becomes inactive and is considered a deduc-
tion. Conversely, an inactive member reactivating his
membership is an addition to be recorded on the Re-
entries line. Also, the Transfers — Assoc. to Ins. and
Transfers — Ins. to Assoc. lines in the Additions and
Deductions sections must agree. For example, an insur-
ance addition as a result of an associate to insurance
transfer is also an associate deduction. (This paragraph
does not apply to the Annual Assembly Form Item
#1315.)

The figures for Total deductions in the Deductions
section are to be placed on the line Minus total deduc-
tions in the Additions section and must be subtracted
from the figures for Total for period to obtain the correct
figures for Number members end of period.

SCHEDULE B—CASH TRANSACTIONS
FINANCIAL SECRETARY

Cash on hand beginning of period will be the figure
from the previous Audit Report showing Cash on hand at
end of period. Figures for Cash received — dues, initia-
tions and Cash received from other sources will be the
accounting period totals from the Reports of Receipts.
Total cash received will be the total of the three previous
items.

Amounts for Transferred to treasurer will be the total
of the figures shown on receipts from treasurer to finan-
cial secretary for moneys received during the period by
the treasurer from the financial secretary.

Cash on hand at end of period will be amounts shown
Transferred to treasurer subtracted from amount shown
as Total cash received. In most instances Cash on hand
at end of period will show a zero balance as most finan-
cial secretaries transfer all moneys to the treasurer
before the end of the audit period.

SCHEDULE B — CASH TRANSACTIONS
TREASURER

The Cash on hand beginning of period will be the
figure shown on the previous audit from line Net balance
on hand.

The item Received from financial secretary will be the
accounting period total of the items in the Treasurer’s
Cash Book showing moneys received from the financial
secretary. This should agree with the amount shown in
the financial secretary’s report on line Paid to treasurer.

Under Disbursements, the amounts for per capita pay-
ments and general expenses will be the accounting
period total of payments by the council as shown in the
disbursements section of the Treasurer’s Cash Book.

AUDITING DUES PAYMENTS

The procedure detailed below is recommended for
use by auditors in determining that dues payments were
receipted, entered on the appropriate member ledgers,
turned over to the treasurer, receipted by the treasurer,
and deposited in the council’s bank account. Conversely,
it is effective in verifying that credits were not posted to
member ledgers unless there is a record of payment
having been received. In order to make these determina-
tions, a representative number of accounts should be
“spot checked.” Proceed as follows:

¢ Verify several entries on each Report of Receipts to
determine if credit was given on the appropriate
member ledger for the amount shown.

e Verify several member ledgers to determine, in
reverse order, if credit given there was received and
recorded on a Report of Receipts.

e Verify the totals on each Report of Receipts to
determine that moneys were turned over to the
treasurer and his receipt was issued.

e Verify each treasurer’s receipt to determine that the
amounts shown were credited on bank statements
as deposits.

To determine if the treasurer’s check register is in bal-
ance with the balance shown on the end-of-period bank
statement, the following procedure is suggested:

e Determine that an authorized voucher exists for
each check issued and that the check was issued to
the correct payee in the correct amount.

e Review the endorsements on the checks to deter-
mine that they are endorsed by the payee.

e Compare the cancelled checks to the Report of
Vouchers and indicate and initial audit results on
the check register.

SCHEDULE C — ASSETS AND LIABILITIES

This section will provide insight as to the financial
condition of the council. From audit period to audit
period it will indicate the council’s financial progress—or
lack of it—and where necessary will enable the trustees,
state and district deputies, and the Supreme Council
office to obtain a true picture of the council’s financial
status. However, in reviewing previous audits it is appar-
ent that some councils include figures in this schedule
that are not applicable to the audit period. This is partic-
ularly true relative to Due Supreme Council: Per capita in
the Liabilities column and Due from members in the
Assets column.

It appears that some councils are including as a liabil-
ity the Supreme Council per capita levy for the period fol-
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lowing the one for which the audit is being conducted.
For example, if an audit is being made for the period
ending December 31, then the Supreme Council levy for
January of the following year should not be shown on the
Per capita line as a liability since the audit is for the
period just completed. However, should that January
levy not be paid by June 30, it would be included on the
next audit.

Regarding the Due from members line... This refers to
dues owed and payable to the council. Such moneys are
considered assets, but not yet collected. These moneys
remain assets until such time as the member(s) are
removed from the roles. If the financial secretary follows
proper billing procedures, he will have sent the First
Notices at least 15 days prior to the start of the period.
Entries are not to be made for those members being
billed for the following period. To avoid confusion, billing
notices should be dated as of the first of the month of the
start of the period (January 1 or July 1) not the date the
bills are being prepared. However, should any portion of
the bill remain unpaid into the next audit period, that por-
tion is to be included on the ensuing Audit Report.

When a member is suspended or takes a withdrawal,
the amount he owes appears on the Audit Report for the
period in which he was suspended only. His ledger
should be deleted from the council file on or before the
end of the period in which he was removed. This proce-
dure will help to ensure that a billing notice is not pro-
duced during the next billing period and eliminates the
carryover from one period to another of uncollectible
dues or other charges on members who have been
removed from the roles.

ASSETS

Undeposited funds are moneys in the possession of
either the financial secretary or treasurer, or both.

Assets labeled Bank — General acct. and Bank —
Special acct. will be the reconciliation of the treasurer’s
checkbook(s) showing the net cash balance(s).
Outstanding checks should be deducted from the bank
statement.

Due from members data is obtained from the financial
secretary’s member ledger records. Refer to SCHEDULE
C — ASSETS AND LIABILITIES above for guidelines
regarding these figures prior to making the entries.

One indicator of the financial condition of a council is
the number of members in arrears and the amounts
owed. Be certain to include these figures on the report.

The treasurer will furnish the amounts for Savings/
investment accts. from his Cash Book which should
show transfers of cash to savings accounts or the pur-
chase of investments. If the council owns stocks or
bonds, the trustees should make a count of the invest-
ments and determine that all earnings on investments
are properly credited to the council accounts.

Total current assets is the total of the five previous
lines.

LIABILITIES

Figures for the Liabilities section relative to the coun-
cil’s obligations to Supreme, state, as well as miscella-
neous will be supplied by the financial secretary from his
records and from unpaid bills in his possession.

Advance payment of dues by members is to be
included in Advance payments by members. For exam-
ple, if a member pays dues in advance of the period
billed, it is a liability because it represents dues payment
not yet chargeable to the member.

The figure for Total current liabilities is also entered in
the Assets column in the space designated Less: current
liabilities and is subtracted from Total current assets to
obtain Net current assets.

If liabilities exceed assets, the Total current assets
should be subtracted from current liabilities and the
resulting figure shown in (parenthesis).

INVESTMENTS

Trustees are to itemize investment assets on the
appropriate lines provided for that purpose under
Investments.

It is strongly recommended that an annual budget be
prepared in November or December of each year follow-
ing guidelines established by the council. After adoption
of the budget, it is good practice to transfer funds from
the council’s general account to a savings account, as
appropriate.

Section 145 of the Order’s Charter Constitution and
Laws outlines the duties of the board of trustees and its
chairman, the grand knight. Each trustee is required to
be familiar with this section and its impact on the coun-
cil’s finances and obligations . . . and his duties. Section
122 details the manner in which the council manages its
funds. Other sections dealing with the disposition of
council moneys and funds are 139-1, 139-3, 140-1, 140-2,
140-3 and 140-4.

Council by-laws may also contain laws and rules gov-
erning the expenditure of moneys. These by-laws are
subject to approval by the Supreme Advocate in a
manner consistent with the Charter Constitution and
Laws and the Board of Directors.

HOME CORPORATIONS

Council officers and members should be well
acquainted with all phases of operations where home
corporations are concerned. Regular and complete
reports should be made to the council by the corpora-
tion trustees. There should also be a periodic review as
to the manner in which various activities are conducted
under the auspices of the corporation board.






KNIGHTS ANNUAL ASSEMBLY AUDIT REPORT

OF COLUMBUS FOR PERIOD ENDED JUNE 30, 20__

Due By: AUGUST 1
ASSEMBLY NO. CITY STATE
SCHEDULE A — MEMBERSHIP
ADDITIONS TOTAL DEDUCTIONS TOTAL
Total members start of period Suspensions
Initiations Withdrawals
Restorations Deaths

Transfers from other assemblies
Additions from council transactions
Total for period
Minus total deductions
Number members end of period

Tranfers to other assemblies
Deductions from council transactions
Total deductions

SCHEDULE A — ALTERNATIVE

Our assembly uses Member Management/Member Billing. The requirement for completing Schedule A is satisfied.

SCHEDULE B — CASH TRANSACTIONS

FAITHFUL COMPTROLLER FAITHFUL PURSER
Cash on hand beginning of period $ Cash on hand beginning of period $
Cash received —dues, initiations $ Received from faithful comptroller $
Cash received from other sources: Transfers from sav./invest. accts. $
(Explain kind and amount) Interest earned on investments $
$ Total receipts $
$ Disbursements
$ $ Expenses of delegates $
Total cash received $ General assembly expenses $
Transferred to faithful purser $ Transfers to sav./invest. accts.  $
Cash on hand at end of period $ Miscellaneous $
Total disbursements $
Net balance on hand $
SCHEDULE C — ASSETS AND LIABILITIES
ASSETS LIABILITIES
Cash: Due Supreme Council:
Undeposited funds $ Supplies $
Bank — General acct. $ Other $
— Special acct. $ Due district master $
— Savings/investment accts.  $ Advance payments by members $
Due from ____ members $ Misc. liabilities omber
Total current assets $ $
Less: current liabilities $ $
Net current assets $ $
Investments: Total current liabilities $
*Furniture $
*Stocks & bonds $
Misc. investments $ . .
Total investments $ Signedthis_ day of 20
Less: Investment Faithful Navigator
liabilities $ Trustee
Net investment assets $
Total assets $ Trustee
Trustee

*Use reverse side to describe.

Please complete all items. Insert “None” where no figures are to be shown.

1315 9/12

MAIL ORIGINAL TO: Supreme Master

COPIES TO: Vice Supreme Master, Master, Assembly File
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USE OF PROPER FORMS

On occasion, financial secretaries attempt to change
the status of a member by means other than use of the
required form — generally by submitting an email or
letter. Failure to use and complete the proper form can
cause unnecessary correspondence and delay a
member’s change to another status. Therefore, it is
important that the financial secretary make use of the
correct form to facilitate membership changes.

ADMISSION COMMITTEE AND MEMBERSHIP
ADMISSION PROCEDURES

The following guidelines detail the duties of the
grand knight in relation to appointment of an admis-
sion committee, the procedures to be utilized by the
committee in its interviews with prospective members
and the method to follow when presenting the
member’s application to the council for approval.

The Board of Directors, in interpreting the Laws
(Sections 108-109, 112-113), has prescribed the follow-
ing procedure for all councils of the Order:

e The grand knight of each council shall immedi-
ately after entering upon his term of office
appoint an admission committee composed of
seven members. This is mandatory. Within five
days after the application for membership is pre-
sented to him, the grand knight shall refer the
application to the admission committee, and the
chairman of said committee shall immediately
notify the applicant to appear before it for exami-
nation as to his qualifications for membership.

e The admission committee has the power of rejec-
tion only if five members file a written report with
the grand knight certifying that the applicant is
not a practical or practicing Catholic. There are
no requirements relative to profession, education,
national background, skin color, nationality, cul-
tural level, or financial status. If it is determined
that the applicant is not a practical Catholic, his
application shall be deemed rejected and the facts
shall be noted thereon by the grand knight, who
shall advise the proposer. As to whether an appli-
cant is a practical Catholic is for the Church to
decide. Therefore, it is expected that before a
written report is filed, the committee will have
discussed the situation with the chaplain of the
council or the applicant’s pastor and will be
bound by the decision of either.

e Having determined that the applicant is a practi-
cal Catholic, the admission committee shall
submit to the grand knight its report and recom-
mendations within ten days following the date
when the application was delivered by the grand
knight to the chairman of the admission commit-
tee. At the first meeting of the council following
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receipt by the grand knight of the report and rec-
ommendations of the admission committee, or
upon the expiration of ten days following delivery
of the application to the chairman of the admis-
sion committee—if there is no report from the
committee with respect to the application—the
grand knight shall proceed with reading the appli-
cation. Except when notice of application shall be
published as provided in Section 110, the council
shall proceed forthwith (at the same meeting) to
ballot for the admission of such applicant after
said reading. Prior to balloting after the first and
only reading, the warden shall determine and
report to the grand knight and the deputy grand
knight the number of members present, and the
recorder shall record in the minutes of the meet-
ing the report of the warden.

The grand knight cannot delay the processing of the
application under any circumstances, for unless the
application is rejected because the applicant is not
a practical Catholic as shall be determined by at
least five members of the committee, he shall read
the application at the first meeting following the ten
days allowed for the report of the admission com-
mittee. This reading is not restricted to a regular
meeting or a business meeting.

Balloting shall be by distribution to the members
present a blank slip of paper and each member
shall write thereupon either the word “yes” or
“no” and nothing more.

Balloting for candidates shall be in charge of the
warden. After exhibiting the ballot box to the
grand knight and deputy grand knight, the warden
shall deposit the same on the salutation table and
take his place six feet therefrom. He shall then
request that all officers vote by depositing their
ballots in the ballot box and after they have voted,
he shall request the members to vote in the same
manner. They shall advance in single file and
deposit their ballots. After all who desire to do so
have voted, the warden shall exhibit the ballot
box to the grand knight and deputy grand knight,
and they shall examine and count the ballots. If
the number of negative ballots cast does not
exceed one-half of the members present, the
applicant shall be declared elected. The grand
knight shall announce the result but the exact
number of negative ballots shall not be stated.
The Laws require a negative vote of more
than one-half present for rejection, not a
negative vote of one-half of those voting.

If more than one candidate is to be balloted for at
a meeting, the grand knight may announce that
the first ballot shall be a general one upon all the
candidates, and that if not more than one-half of
those present shall cast negative ballots upon



such general ballot, no other ballots shall be
taken. If the announcement is made by the grand
knight and not more than one-half negative bal-
lots of those present are cast upon said general
ballot, all candidates so balloted for shall be
declared elected. If more than one-half negative
ballots of those present are cast upon said gen-
eral ballot, an individual ballot shall then be
taken on each candidate.

e Applications for membership from priests and
religious need not be referred to the admission
committee for determination of practical
Catholicity. The opportunity to discuss Knights of
Columbus programs with the committee should
not, however, be denied to a priest or religious
brother. But if he does appear before the admis-
sion committee, his practical Catholicity shall not
be referenced nor judged as part of the interview
process.

e Impose another duty on the admission committee
in cases of reapplication by a former member
who has been in an exit status for more than
seven years. Such an applicant must appear
before and be approved by the admission com-
mittee. In addition thereto, the reapplicant must
establish to the satisfaction of the committee that
he has received the degrees of the Order. If this
cannot be established, the reapplicant shall be
required to take any or all degrees.

THE INTERVIEW

The Inquiries Guide (#390)—see page 59—is helpful
in conducting the interview as it provides a suggested
outline to be followed by the admission committee.
Using it will help assess the applicant’s Catholicity and
citizenship and will provide insight into his potential
contributions to the council. During the interview, the
committee should also review the answers provided by
the applicant at the bottom of his Form 100
Membership Document under the heading:
Interests/Preferences. During the interview process,
every opportunity should be provided for the applicant
to ask questions about the Order. In fact, he should be
encouraged to do so. A Form 100 Membership
Document completed for a new member application
appears on page 60.

REPORT OF ADMISSION COMMITTEE

Following the interview, the committee must vote
on acceptance or rejection of the candidate and com-
plete the appropriate report — page 61. If the candi-
date is accepted, only the signature of the chairman is
required. The report showing acceptance is presented
to the grand knight within ten days following the date
when the application was delivered by the grand knight

to the chairman of the admission committee. If the can-
didate is rejected, refer to page 48 for guidance.

REPORT OF OFFICER ELECTIONS

Section 128 of the Order’s Laws states that elections
of subordinate council officers shall be held between
May 15 and June 15 of each year (college councils—
March 1 to June 1). Those duly elected officers are to
be reported to the Supreme Council office on the
Report of Officers Form 185. Deadline for submission
of the form is July 1.

The Form 185 is pictured on page 62. A copy of the
actual form is contained in the Council Report Forms
Booklet, Item #1436. The Report Forms Booklet is sent
annually to financial secretaries of record for use
during the fraternal year. The original copy of the
Report of Officers is to be forwarded to the Department
of Membership Records. Copies must also be sent to
the state deputy and district deputy. Be certain to retain
a copy for local council records.

The preferred method of reporting newly elected
council officers is through the Member Management
application located in the secure Officers Online area at
www.kofc.org. Simply follow the instructions included
on the website. There is no need to file a paper report
with the Supreme Council office after reporting officers
through the Member Management application.

You can also visit our website at www.kofc.org and
complete the Report of Officers Form 185. Click on: For
Officers, Forms, Council, 185. Please note, however, that
this form must then be printed and mailed to the
Supreme Council office. It cannot be submitted elec-
tronically. The information contained on the form must
also be reported to the state deputy and district deputy.

MEMBERSHIP DOCUMENT — FORM 100

The Form 100 Membership Document is used to
report most membership transactions to the Supreme
Council office relating to new, present or former mem-
bers. (Disability exemption and withdrawal are the
exceptions. Refer to those respective sections for
details.) As financial secretary, you must be familiar
with all of the membership transactions and how to
report them. The chart on page 63 explains which sec-
tions on the Form 100 are to be completed to effect the
various transactions reported on that form.

On occasion correspondence is submitted along with
the Form 100 to further qualify the transaction being
reported. Such correspondence is always welcome.
However, with the exception of data changes and with-
drawals, no attempt should be made to report transac-
tions solely by correspondence. The historical record of
a source document is lost. It is also for this reason that
faxed Form 100s are most often unacceptable since the



quality is unsuitable for archival purposes. Higher qual-
ity scanned documents are generally acceptable and are
encouraged as they speed up submission times.
Scanned Form 100s are to be emailed to member-
ship@kofc.org. If emailing a Form 100, do no
submit the paper form to the Supreme Council
office later. Doing so is unnecessary and may result in
a duplicate membership record. Regardless of the
medium used, only one copy of the Form 100
should be forwarded to New Haven.

POINTERS FOR COMPLETING THE FORM 100

In Section 1 the financial secretary must include the
council number and also the membership number, if
applicable to the transaction being reported. Date
elected and First Degree date should be indicated, if
appropriate.

In Section 2 be sure to mark the transaction box.
Including degree attained information for manual sub-
missions of honorary/honorary life requests assures
that degree information will appear on the card. Please
note that death processing requires the full date of
death to include month, day and year. If survivor infor-
mation is known, include that information in the box
located beneath Section 6. This will enable the Supreme
Knight to write to the survivor, expressing condolences.

Section 3 of the form must be completed regardless
of the type of transaction being reported. Be sure to
include the full name and address, complete and legi-
ble. Avoid using nicknames. Titles should be limited to
religious (Bro, Rev, Very Rev, Most Rev) or profes-
sional (Dr). Date of birth is to be reported:
MM/DD/YYYY. Contact information is very important.
Thus, in addition to the address, please include tele-
phone numbers and a valid email address.

Section 4 allows for input of parish information,
Knights of Columbus degree dates and former council
data, where appropriate. An affirmative response is
required as to the applicant’s practical Catholicity.
Priests and religious need not answer this ques-
tion. The annuity questions in Section 5 need to be
answered by all new member applicants. Required sig-
natures are to be affixed in Section 6. The chart on
page 63 indicates which signatures are required for the
various transactions.

The questions included under the Applicant’s
Interests/Preferences section at the bottom of the form
should be completed whenever the applicant is new to
or re-entering the council. Those answers help the
council determine the applicant’s interests for commit-
tee assignments as well as give insight as to what the
applicant expects to gain as a member of the Knights of
Columbus. Where applicable, the Form 100 must be
available to the admission committee during the inter-
view process.

When filling out the Form 100, care should be taken
to ensure legibility of all information provided, includ-
ing officers’ signatures. If in doubt as to whether to
provide certain data, include it on the form. It is better
to supply more information than necessary, as opposed
to omitting data required for processing. Such omis-
sions can result in additional correspondence and pos-
sible delays in processing.

Extra care should be exercised when the member
has elected to take advantage of the annuity offer for
his wife. The front of the Form 100 should be filled in
correctly and completely, bearing in mind that the
Duplicate copy must be as legible as the Original. Then
the Duplicate copy should be detached before the
annuity application is completed on the reverse side.

NEW MEMBER

The initiation of new members should be reported
to the Supreme Council office within 24 hours of the
degree ceremony using the Form 100 Membership
Document (page 60). Do not delay submission of a
Form 100, awaiting reception of the higher
degrees of the Order. It is the First Degree that estab-
lishes membership, and the recording of that degree is
required to continue new insurance applications in
force. However, it is your responsibility to report
Second and/or Third Degree dates to the Supreme
Council office as these degrees are received. Refer
to “Data Change” on page 55 for instructions on report-
ing dates of degrees received subsequent to the origi-
nal Form 100 submission.

The applicant accepts or declines the annuity offer in
Section 5 on the front of the Form 100. If he is married,
he does the same for his wife. If the annuity offer is
declined for both parties, the Original copy of the
Form 100 is sent directly to the Supreme Council office
and the Duplicate is sent to the general insurance agent.
Always retain the Council copy for your records.

If the applicant accepts the annuity offer, he must
complete the ten sections on the reverse side of the
Original copy of the Form 100. If he is applying for
annuity coverage on his wife, she must complete the
reverse side of the duplicate copy. He must sign as the
applicant and she must sign as the annuitant. For legi-
bility, the Duplicate Copy of the Form 100 should be
detached before the wife completes the reverse side.
The financial secretary collects a premium of no less
than $100.00 for each proposed annuitant. He shall
retain all copies of the Form 100 and the premium pay-
ment(s) until the candidate receives his First Degree.
Any questions about the New Member Annuity Plan
should be submitted to the general agent.

Immediately following the First Degree, the financial
secretary will send to the general insurance agent both
the Original and Duplicate copies of the Form 100, the
premium payments, and the General Agent copies of



Transmittal Form 175FS — page 77. This is done if either
the candidate, his wife, or both accept the annuity offer.
(NOTE: The field agent may pick up these documents
for delivery to the general agent.) The financial secre-
tary retains the Council copy of the Form 100 and the
Financial Secretary copy of the Transmittal Form
175F'S for his records.

This transaction is credited as an addition toward
Supreme Council Award quotas.

JUVENILE TO ADULT

Juvenile to adult constitutes a specific category of
new member transaction, and the preceding section
applies to this transaction as well. An applicant for
membership who holds an in-force insurance policy
issued while he was under 18 years of age is to be pro-
cessed as a juvenile to adult transaction. If the
prospect applies for membership prior to his nine-
teenth birthday, the maximum initiation fee that can
be charged is $5.00. A juvenile to adult application
appears on page 64.

This transaction is credited as an addition toward
Supreme Council Award quotas.

REINSTATEMENT

Reinstatement is appropriate if membership termi-
nation has been for a period of three months or less.
To reinstate his membership, the applicant pays to the
financial secretary of his former council all arrear-
ages, whereupon the financial secretary shall notify
the Supreme Council office on a Form 100 (page 65).
Reinstatements can only take place in the council
from which the member was suspended or took a
withdrawal. A reinstatement will not reflect a
break in membership. No council action is required.

REACTIVATION

The proper transaction for re-entry of an inactive
insurance member is reactivation. Please refer to page
66 for a sample Form 100 completed for reactivation.
The reactivation fee is set at $5.00. No fee is required
if he left the Order by withdrawal before October 1,
2003. Years of service prior to suspension or with-
drawal, unless it is the twenty-five years of con-
secutive membership required, do not count
toward the requirements for honorary or hon-
orary life membership.

READMISSION

This transaction is appropriate if membership ter-
mination has been for a period of more than three
months and up to seven years. The applicant may
be readmitted into the council of his choice. Council
action on his membership is required, but action by
the admission committee is normally not needed.

If the applicant left his former council by with-
drawal before October 1, 2003, attach his withdrawal
card to the Form 100 and collect from him advance
dues (quarter-annual minimum). If the applicant was
suspended for nonpayment or he left by withdrawal
on or after October 1, 2003, he must pay a $7.50 re-
entry fee in lieu of all council arrearages. The financial
secretary forwards the Form 100 (page 67) to the
Supreme Council office and processes the $7.50 into a
council account. If two councils are involved, the
receiving council will be charged $7.50 and the former
council credited a like amount. These charges/credits
appear on the councils’ next monthly statements. No
monetary adjustment is made when the member re-
enters his former council.

Years of membership prior to suspension or
withdrawal, unless it is the twenty-five years of
consecutive membership required, do not count
toward the requirements for honorary or hon-
orary life membership.

REAPPLICATION

When an applicant has been out of the Order for
more than seven years, reapplication is the proper
transaction to be used — see page 68. He may reap-
ply to the council of his choice, paying the $7.50 re-
entry fee, which is retained by the council. The reap-
plicant need not retake his degrees if he satisfies the
admission committee that he’s already done so. He
pays no initiation fee. If the applicant left by with-
drawal before October 1, 2003, he simply attaches
the withdrawal card to his Form 100 and pays only
future dues. Years of service prior to suspension
or withdrawal, unless it is the twenty-five years
of consecutive membership required, do not
count toward the requirements for honorary or
honorary life membership.

NOTE: Reinstatement, readmission, reacti-
vation, and reapplication are sometimes con-
fused, resulting in the wrong box being marked on
the Form 100. At other times, the wrong box is
marked because complete, accurate information is
not available at the time the document is com-
pleted.

Upon receipt of a Form 100 in the Membership
Records Department, the record of the member is
researched thoroughly, and the correct transaction
is effected based on home office records. For this
reason, the financial secretary should not be overly
concerned with matters such as, for example, how
long the member has been suspended, information
which would be necessary to determine whether or
not an associate member should be processed as a
readmission or a reapplication. The only exception
to this procedure is the reinstatement transac-
tion. If a member has paid all back dues and is
desirous of returning to your council within 90 days



of his suspension or withdrawal, you must mark
reinstatement to ensure continuous service.

Re-entry transactions involving more than one
council can introduce the problem of maintaining
accurate Second and Third Degree date informa-
tion. In such cases the new council financial secre-
tary should email the Supreme Council Department
of Membership Records for assistance.

Reinstatement, readmission, reactivation and
reapplication transactions are credited as addi-
tions toward Supreme Council Award quotas.

TRANSFER

A member in possession of a current membership
card may transfer to any council of his choice by
making application on a Form 100 (illustration on page
69). The receiving council accepts the application for
transfer under the elective procedures. Please note
that a transfer is initiated only by the receiving
council. Members cannot be transferred out of a coun-
cil. It is suggested that the financial secretary of the
receiving council estimate any arrearages the applicant
may owe his former council and collect this amount (if
any) in addition to the required advance dues.

Upon receipt of the transfer application, the
Supreme Council office will immediately transfer the
applicant to the new council. If the transferring
member is honorary or honorary life, a new plastic
card will be generated reflecting his new council
number. The card is then forwarded to the financial
secretary for presentation.

The former council is advised of the effective date of
transfer on a Transfer Account Adjustment Form 142.
A completed sample of the Form 142 appears on page
77. The financial secretary of the former council will
enter outstanding degree information, annual dues,
dues paid to. . . (mo/yr) and the credit or past due
balance. For your convenience in computing bal-
ances, a dues adjustment chart is illustrated on page
70. Balances are to be calculated as of the last day of
the month of transfer. When completing a Transfer
Account Adjustment for an honorary member, over-
write the “Honorary” designation preprinted in the
Annual Dues box with the honorary dues calculation
appropriate for your jurisdiction and figure any bal-
ance based on that amount.

NOTE: If using Member Billing, the Transferred
Member Ledger for this member can be found by
searching by his last name in the Transfers section
under Member Information in Member Billing.

Following completion of a Form 142, the appropri-
ate copy is to be retained for council files and the
remaining two copies returned to the Department of
Membership Records.

Upon receipt of the completed Form 142 (144 for an
assembly), the Supreme Council office will charge or
credit the former council/assembly and enter an offset-
ting charge or credit to the receiving unit. The New
Council (Assembly) copy is then mailed to the financial
secretary/faithful comptroller. He will adjust the
account of the transferee and record any provided
membership information on the member ledger.

NOTE: The Account Adjustment for Transfer Form
is not a supply item and cannot be ordered. It is gen-
erated by the Supreme Council office only after a
member transfer has been processed.

This transaction is not counted toward or against
Supreme Council Award quotas.

HONORARY MEMBERSHIP

A member who has attained the age of 65 years and
who has been a member of the Order 25 consecutive
years shall be designated an honorary member. If the
25 years of continuous service is calculated from the
last date of entry, the award is automatic. If 25 years of
unbroken service was achieved prior to a suspension
or withdrawal transaction, the distinction must be
requested in writing — submission of a Form 100 by the
financial secretary (see page 71).

The honorary membership distinction includes a
plastic membership card that is sent to the financial
secretary for presentation to the member at a suitable
occasion. In the case of automatic processing, the card
includes degree information, provided the member’s
record at the Supreme Council office indicates that he
is a Third or Fourth Degree. In the case of a manual
submission, the financial secretary can also indicate
degree information on the Form 100. A picture of the
plastic card can be found on page 73.

The honorary member is exempt from general fund
charges, except payment of an amount equal to the
sum of Supreme Council assessments—$4.50/year—
and the annual levies of your state council. Because of
this annual payment requirement, a paper membership
card must be issued by the financial secretary on a
yearly basis. The honorary member must present that
card to gain access to Knights of Columbus functions.

Fourth Degree honorary members pay $10 per
annum in lieu of all assembly assessments.

This transaction is not applicable toward Supreme
Council Award quotas.

HONORARY LIFE MEMBERSHIP

Members who have attained the age of 70 years and
who have been members of the Order for 25 consecutive
years, and those who have been members of the Order for
50 consecutive years regardless of age, shall be designated
as honorary life members. If the required years of contin-
uous service is calculated from the last date of entry, the

52—



award is automatic. If the required years were achieved
prior to a suspension or withdrawal transaction, the dis-
tinction must be requested in writing — submission of a
Form 100 by the financial secretary (see page 72).

Honorary life members are exempt from further pay-
ment of dues, per capita charges and assessments. No
Supreme or state council assessments are levied against
them. All priests and religious brothers who have taken
their final or perpetual vows are automatically desig-
nated as honorary life members upon receiving the First
Degree of the Order. However, this status is not awarded
to permanent deacons or seminarians unless they meet
the requirements based on age and years of service.

The honorary life membership distinction includes a
plastic membership card that is sent to the financial sec-
retary for presentation to the member at a suitable occa-
sion. In the case of automatic processing, the card
includes degree information, provided the member’s
record at the Supreme Council office indicates that he is
a Third or Fourth Degree. In the case of a manual sub-
mission, the financial secretary can also indicate degree
information on the Form 100. A picture of the plastic
card can be found on page 73.

The honorary life member should retain the last reg-
ular membership card he was issued if his plastic hon-
orary life card does not include degree information. If
lost or otherwise unavailable, the financial secretary,
upon request of the honorary life member, should issue
a paper membership card showing degree attained,
with “honorary life” indicated on the Dues paid to line.
The honorary life member may also request from the
Supreme Council office a duplicate honorary life card
with degree information indicated. Priests and reli-
gious brothers are permitted access to all Knights of
Columbus functions with only the honorary life card,
even if it doesn’t indicate degree attained.

An honorary life member cannot be suspended for
nonpayment. He can, however, request a withdrawal or
be suspended for cause. In such case, you must request
that he relinquish his plastic honorary life card.

This transaction is not applicable toward Supreme
Council Award quotas.

SUSPENSION—NONPAYMENT

Suspension for nonpayment represents a significant
group of losses to our Order each year. Thus, it is of
vital importance that proper billing procedures be fol-
lowed before active membership is terminated by sus-
pension. Please refer to page 4 for full details on proper
billing procedures including use of the Notice of Intent
to Suspend. Actual suspension of the member is
accomplished by filing a subsequent Form 100, an
example of which is shown on page 74.

A member must be in arrears at least four months
before he can be suspended for nonpayment. Any
member in that status, however, is to be advised that a
current membership card is required for attendance
and participation at all Knights of Columbus business
meetings and ceremonial exemplifications. A “current”
membership card is defined as one bearing a dues paid
to date equal to or greater than the current date.

A suspended insurance member is recorded as an
inactive member and remains on the council rolls in
that status as long as his insurance is in force. The
council continues to be responsible for Supreme and
state-levied assessments. However, a $9.00 credit is
applied to the council’s account the month following
the anniversary date of the member’s insurance policy
to help offset such assessments.

This transaction is charged as a loss against
Supreme Council Award quotas.

WITHDRAWAL

The withdrawal transaction cannot be reported
using the Form 100 Membership Document.
Rather, a personal signed communication from the
member requesting withdrawal (resignation) is
required to be sent to the council or assembly and for-
warded on to the Supreme Council office.

The Membership Records Department must be sat-
isfied that the resignation/withdrawal has been initi-
ated by the member, not suggested by the council or

follows:
TRANSACTION

New Member and/or Juvenile to Adult (annuity
selected on husband and/or wife)

New Member and/or Juvenile to Adult (no New
Member Annuity selected) and all other transac-
tions

FORM 100 DISTRIBUTION AT A GLANCE.......

Proper distribution of the Form 100 helps ensure prompt, accurate transaction processing. Distribute as

DISTRIBUTION

Original—General Insurance Agent
Duplicate—General Insurance Agent
Council—Retain for council records

Original—Supreme Council office
Duplicate—General Insurance Agent
Council—Retain for council records




assembly by supplying a form letter for the member to
sign. The most common acceptable request for with-
drawal is an email or the return of a billing statement
with a note requesting separation from the Order. An
attempt to remove a member by withdrawal without
submission of a request from the member clearly initi-
ated by him will be denied. Any member who does not
specifically request separation from the Knights of
Columbus but is in arrears should be processed as a
suspension for non-payment.

In good standing financially is not a consideration
for withdrawal. A member can resign whether he is
current in his dues or in arrears. The only stipulation is
that he must be eligible for re-entry as of the date he
files his letter of withdrawal with the council or assem-
bly. Withdrawal is not an option for a member who is
to be suspended/expelled for felony conviction, a vio-
lation of Section 162 of the Order’s Laws or non-practi-
cal Catholicity. Those members who apply for and are
granted a withdrawal do not maintain continuous
membership. The membership record will reflect a
break in service.

If the applicant for withdrawal is an insurance
member, he remains on the council rolls in an inactive
status. The council is responsible for Supreme and
state-levied assessments and also receives the annual
$9.00 credit, as explained under suspension.

This transaction is charged as a loss against
Supreme Council Award quotas.

SUSPENSION—LACK OF PRACTICAL CATHOLICITY

One of the requirements for membership in the
Knights of Columbus is... “practical Catholic in union
with the Holy See.” In order to remain on the active
rolls, a current member must maintain his practical
Catholicity. On occasion, however, members leave the
faith, marry outside of the Church or otherwise lose
that status. In such cases, they forfeit their member-
ship “ipso facto” — by virtue of the fact.

Before the suspension can be processed, however,
tangible evidence to support a suspension under Section
168.1 of the Order’s Laws is required. A statement must
be on file in the Supreme Council office from the coun-
cil chaplain or the member’s parish priest to the effect
that the man in question is no longer a practical or prac-
ticing Catholic. Also acceptable is a statement signed by
the member, admitting to the infraction giving rise to the
attempted suspension. One of these statements, along
with a completed Form 100, must be submitted before
suspension processing can be initiated.

This transaction is not counted against Supreme
Council Award quotas.

SUSPENSION—FELONY CONVICTION

Section 168.6 of the Order’s Laws stipulates forfei-
ture of membership for felony conviction. A felony is
generally one where the potential penalty is greater

than one year incarceration. To substantiate convic-
tion, you must submit: a newspaper account of the
conviction, written confirmation from the prose-
cutor or a certified copy of the court documenta-
tion. Proof of conviction should include a description
of the crime as a felony. Any one of the aforemen-
tioned proofs of conviction, certification that the indi-
vidual convicted is known by you to be the member to
have his membership forfeited and, of course, a com-
pleted Form 100 are sufficient for suspension under
Section 168.6.

This transaction is not counted against Supreme
Council Award quotas.

SUSPENSION—MISCONDUCT

Detailed instructions on filing complaints against a
member, his rights to plead and trial are found in
Chapter XIX of the Order’s Laws. Charges against a
member must be filed in writing with the grand
knight—Section 171. The grand knight must give the
accused a copy of the charges within five days—
Section 172. The accused has ten days to notify the
grand knight whether he pleads guilty or not guilty—
Section 173.

If a not-guilty plea is presented to the grand knight,
the district deputy must examine the charges to deter-
mine if they present a prima facie case—Section 174. If
the district deputy finds a prima facie case, he appoints
a trial committee—Section 175. The trial committee
then proceeds to trial pursuant to the provisions of
Sections 176, 177 and 178 of the Order’s Laws.

A completed Form 100 Membership Document and
all paperwork resulting from compliance with Section
XIX of the Laws of the Order must be forwarded to the
Department of Membership Records before suspen-
sion processing can be initiated.

This transaction is not counted against Supreme
Council Award quotas.

DEATH

The death of a council member should be reported to
the Supreme Council office as soon as possible. The
Form 100 Membership Document can be used to report
the death as well as survivor information (see page 75).
Deaths can also be reported most efficiently by using the
Member Management application, located in the secure
Officers Online area of kofc.org. If Member Management
is used to report this transaction, there is no need to
submit additional documentation.

The death transaction cannot be processed without
the full date of death — month/day/year. Under no
circumstances should a financial secretary or any
other member of a council declare or report someone
as being deceased without sufficient proof that the



individual is deceased. There are legal consequences
that can stem from making false declarations, in addi-
tion to the possibility that news of the false report may
inflict emotional trauma on the individual’s family or
that law enforcement officials, the individual’'s
employer or various other third party/agencies may
take action in reliance on the report.

Death notices received at the home office within six
months of the date of death will enable the Supreme
Knight to write to the survivor, expressing condolences
on the death of the member. Notices received in excess
of six months following the actual date of death are not
considered timely, and the Supreme Knight’s condo-
lence letter is not sent.

This transaction is not counted against Supreme
Council Award quotas.

DATA CHANGE

Changes in personal, contact or membership infor-
mation can be reported by filing a Form 100 with the
Department of Membership Records. Be certain to mark
the Data Change transaction box and include the
member’s name, membership number and the data to be
changed. An address change is depicted on page 76.

The financial secretary is free to report information
changes in a variety of formats as long as the changes
are legible and accurate. For example, in certain cases
returning a corrected copy of a council roster or other
source document might expedite the reporting process.

However, electronic reporting is preferred. The
Member Management application, located in the
secure Officer’s Online area of kofc.org is an efficient,
paperless platform for reporting data changes. You
may want to encourage council members to submit
address changes directly by clicking on For Members
on the home page and then Update Contact
Information.

DISABILITY — RELIEF FROM PAYMENT

Those brother Knights who are unable to engage in
any occupation for a period of at least six months may
apply for waiver of dues under Section 118(e) of the
Order’s Laws. Evidence of total disability must be fur-
nished to the Supreme Council, along with the Form
1831—Application for Relief from Payment of Council
Dues and Supreme and State Council Per Capita
Charges (picture on page 78). The Form 1831 must be
signed by the disabled member, the grand knight and
the financial secretary.

All disability waivers expire on December 31 of each
year and must be renewed during the 90 days prior to
expiration. A letter is sent from the Supreme Council
office requesting confirmation of continued disability
during October and must be signed by the grand knight
and financial secretary. The letter is then to be

returned directly to the Department of Membership
Records.

Council members who are exempt from dues pay-
ment under Section 118(e) are to be issued a member-
ship card on a calendar year basis. In the case of a
member qualified for exemption under both Sections
118(e) and 118(d) — honorary life — the honorary life
designation takes precedent.

Specific guidelines pertaining to application for and
renewal of relief under Section 118(e) appear on page
79.

MEMBERSHIP CARDS

Financial secretaries are required to issue mem-
bership cards to First, Second, and Third Degree mem-
bers who have qualified by paying their dues and other
charges to the council in advance for three months, but
not more than one year.

The card shall be stamped with the council seal
(Section 240—Charter Constitution and Laws) and
should be given or sent to the member by the financial
secretary within a few days of payment.

For councils using manual record-keeping systems,
membership cards are padded in groups of 100. The
first 75 cards in each book have “3rd” imprinted in red
on the face. The last 25 cards have no imprint. The
cards with “3rd” are for Third Degree members only so
as to make it immediately apparent to anyone who has
occasion to examine the card that the card holder is a
Third Degree member.

The last 25 cards in each book are for First and
Second Degree members. The proper degree must be
entered on the card by the financial secretary — page
80. These cards will immediately show the examiner
that the member has not yet achieved the Third
Degree.

For councils using Member Billing, membership
cards are available in packages of 200 (Item #4817).
The application prints the highest degree attained,
based on the information in Member Management.

The financial secretary should take special pre-
cautions to safeguard blank membership cards so that
none would be readily available to an unscrupulous
person who could issue them to unqualified members
or to others not in the Order, thus permitting illegal
entry of ineligible persons into council meetings or
degrees. A properly completed membership card
requires entries as follows: name, membership
number, degree data, council number and location,
dues paid to date and signatures of the grand knight
and financial secretary.



CONSTITUTIONAL ROLL

The Constitutional Roll of Membership (Form #343) is
a bound book that is used at Exemplification of the First
Degree. A page from the book is reproduced on page 81.

At the top of the page are blank spaces for insertion
of the council name, number and location. Following
this are four statements regarding membership rules
and regulations that govern when a candidate becomes
a member.

The first of these (a) deals with the commencement
of membership and the effective date of insurance, if
the candidate has applied for insurance. These rules
may be summarized as follows:

e Candidate must be elected and initiated in the
First Degree

e Insurance application must be approved by the
Supreme Physician

e First contribution payment must have been made

This particular section should be called to the atten-
tion of candidates who apply for insurance.

In the second paragraph (b) the candidate agrees to
abide by the Charter, Constitution, By-Laws, Rules and
Regulations of the Knights of Columbus and of the
council of which he is to become a member. This
includes any laws made or enacted at a later date.

The candidate agrees in the third paragraph (c) to
abide by decisions of the Board of Directors or succes-
sors in all matters of difference or dispute between the
Supreme Council and any council, officer or member.

Finally, in the fourth paragraph (d) the candidate
attests to having read and become fully acquainted
with the contents of his application for membership
and that the statements are true. This also applies to
his application for insurance. He also agrees that the
statement and answers form part of the consideration
for membership in the Order.

The member signs the roll in the space headed
Name and inserts council number in the appropriate
space. He also writes whether he is an associate or
insurance candidate in the column labeled Insurance
or Associate. The financial secretary enters the initia-
tion dates of the First, Second and Third Degrees that
are given the candidate.

This is an extremely valuable record for the council
and should be retained permanently in council files.

The Constitutional Roll of a particular council
should include only the names of those candidates
being initiated into that council. Where candidates are
being initiated for another council, the financial secre-
tary of the other council must provide his council’s

Constitutional Roll for insertion of his candidates’ sig-
natures.

The complete text of the stipulations to which the
candidate agrees is as follows:

THE UNDERSIGNED, each for himself, in con-
sideration of having been admitted to membership in
the Knights of Columbus through.............. Council No.
............. located in .................. does hereby covenant
and agree with said Knights of Columbus and said
Council as follows:

a. That my membership in the Knights of Columbus
shall not commence until I have been regularly
initiated in the First Degree of the Order and that if
I have made application for insurance, I shall have
no rights as an insurance member, except as may be
set forth in any temporary insurance agreement,
nor be considered as such, nor shall any claim
accrue in favor of my beneficiary unless and until I
have been elected to membership and initiated in
the First Degree, until my insurance application, if
any, has been approved by the Supreme Physician
and until the first payment of contributions on
the certificate has been paid, and then only in the
event at the date when all said requirements shall
have been met my health and insurability remain
the same as at the date of the completion of Part
1 of my insurance application, if any, or at the
date of Part 2 thereof, whichever date is later.

b. That the Charter, Constitution, By-Laws, Rules and
Regulations of the Knights of Columbus, and of
any council thereof of which I may at any time be
a member, which are now in force or which may
at any time hereafter be duly made or enacted,
including any change in the manner, method or
amount of the insurance contributions, shall be
binding upon me and my beneficiary.

c. That I will abide by the decision of the Board of
Directors of the Knights of Columbus, or their
successors in office, in all matters of difference
or dispute between the said Knights of Columbus
or any council or any officer or member thereof
and myself relative to membership or the obliga-
tions of membership in the said Knights of
Columbus.

d. That I have read my application for membership
in its entirety and am fully acquainted with its
contents and that I hereby warrant each and
every material statement by me made therein and
in my application for insurance, if any, is true, and
that all other statements therein are, in the
absence of fraud, deemed representations and
not warranties and that they are the only state-
ments and answers upon which a benefit certifi-
cate may be issued to me by the Knights of
Columbus and I agree on behalf of myself and of



any person who may have any claim or interest
on account of the benefit certificate which may
be issued to me that said statements and answers
form part of the consideration for my acceptance
as a member of the Knights of Columbus.

PAYMENT OF DEATH BENEFITS
ASSISTANCE TO BENEFICIARIES

As financial secretary, you are expected to provide
assistance to beneficiaries of deceased brother Knights
in obtaining prompt payment of death benefits that
may be due on insurance policies issued by the Order.
Normally, your responsibilities in that regard are
limited to notifying your council’s insurance rep-
resentative of the passing of a member in your
council. However, in the event that a servicing agent
cannot make himself available in a timely manner, it
may become necessary for you to play a more direct
role in providing assistance to beneficiaries.

An alert financial secretary regularly reads the death
notices in local papers and, without delay, advises the
deputy grand knight or the memorial committee chair-
man of the demise of a member of the Order. At the
same time, a Form 100 Membership Document indicat-
ing the death of the member is filed with the Supreme
Council office. The Duplicate copy of the Form 100 is
sent to the council’s insurance representative.
Information which must be entered on the Membership
Document includes the member’s name, membership
number and complete date of death — month, day and
year. Survivor information — to include the full name of
the survivor, the relationship to the deceased member,
and the complete address — enables the Supreme
Knight to write to the survivor and express condolences
on the passing of the brother Knight.

While reviewing death notices printed in local news-
papers, you should also be on the alert for deceased
family members of brother Knights. In most cases, you
as the financial secretary will have no knowledge as to
whether a family member may have been insured by
the Knights of Columbus. Therefore, upon the death of
a family member of a brother Knight, you should con-
tact the council’s insurance representative immediately
to furnish him with this information. He will determine
whether the deceased was insured by the Order and, if
so, will take appropriate action.

In the event you must provide direct assistance to
beneficiaries, you should become familiar with the
Proof of Death Forms #261-1, #261-1B, and #261-2.
Samples of the forms appear on pages 82, 83, and 84.
Pay particular attention to the instructions printed on
the forms.

Section 71 of the Laws of the Order, which is
reprinted on this page, governs the disposition of death
benefits in cases where the beneficiary of record has

died before the insured or is otherwise disqualified to
receive benefits. An understanding of the terms of that
section will enhance your ability to help claimants in
filling out Proof of Death forms. It will also help you
realize why additional information is needed when the
claimant is someone other than a qualified beneficiary
of record. Section 71 of the Laws should be studied
carefully well in advance of having to provide direct
assistance to beneficiaries.

By conscientious, efficient handling of death benefit
matters, a financial secretary provides an important
service to the surviving dependents and generates
goodwill for the local council and the Order.

DELIVERY OF CHECK

Ordinarily, all death benefit checks will be mailed
directly from the Supreme Council office to the payees,
with a copy of the forwarding letter going to the gen-
eral agent.

However, in individual cases, where a timely written
authorization is received at the Supreme Council
Claims Department from the beneficiary, the benefit
check will be forwarded to the named person as
instructed.

EXCERPT FROM THE LAWS OF THE
KNIGHTS OF COLUMBUS

BENEFICIARIES

Sec. 71.1. Each application for a benefit certificate
shall include a beneficiary designation. The certificate
holder may, from time to time, change such designation
in such form and manner as the Board of Directors shall
prescribe provided that the Order may refuse to accept
any designation or change of designation which appears
to the Order to be in violation of any state or provincial
law to which the certificate is subject, or where it
appears to the Order that there would be lack of sub-
stantial insurable interest.

2. Where, upon the death of the insured, it appears
that the certificate holder has failed to make any des-
ignation, or that all of the named beneficiaries are
dead, or if the designation shall fail for illegality or oth-
erwise, then the death benefit shall be paid in the order
of precedence as herein set forth:

First: The insured’s spouse.

Second: The insured’s children. Under this section,
the term “children” shall be defined as: (1) all biologi-
cal children of the insured; (2) all legally adopted chil-
dren of the insured; (3) any step-children of the insured
from the insured’s marriage to his/her spouse at the
time of death; (4) any children of a predeceased child
of the insured — such children shall take their share of
the deceased parent.



Third: The insured’s natural parents, or in the event
the person insured had been legally adopted, his or her
adoptive parents.

Fourth: Any surviving brothers or sisters of the
insured.

Fifth: The insured’s estate.

LOST CERTIFICATES (POLICIES)

Form No. 113D for replacement of lost benefit cer-
tificate is available. It is known as: Affidavit and
Agreement Concerning Loss or Destruction of Benefit
Certificate.

When loss of a certificate is reported and a duplicate
requested, the financial secretary is asked to obtain
from the member the following information:

e Whether it is definitely known that the original
certificate is irrecoverably lost or destroyed.

e Whether it is needed for processing a cash sur-
render request.

Occasionally, a financial secretary learns that the
certificate is neither lost nor destroyed but is being
held by the beneficiary or some other person against
the insured’s wishes. Please suggest to the insured that
he may wish to consult his attorney to attempt to
recover the certificate. If the certificates are being
dealt with in connection with a divorce, or other judi-
cial proceedings, suggest to the member that this fact
be made known at once to the Supreme Council office.

NOTE: It is not necessary to require the benefit certifi-
cate to be sent to the Supreme Council office with any
request for change of beneficiary (Form #113A).

INSURANCE REINSTATEMENT

Members who have allowed their insurance to lapse
have the privilege of reinstating by completing an
Application for Insurance Reinstatement (Form #1164,
page 85 and Form #898, page 86) where applicable. The
forms and necessary payment can be mailed to the
Supreme Council office — Payment Receipts
Department.

The statement on the health of the applicant is sub-
ject to review by the Supreme Physician with the pos-
sibility that further evidence of insurability may be
required. It is stipulated that the certificate shall not be
considered a reinstatement until it is approved at the
Supreme Council office.

If the financial secretary assists the applicant, he
should make certain that the application and the pay-
ment are forwarded together. The form needed and the
information as to the amount of payment required
should be obtained by writing to the Payment Receipts
Department, Reinstatement Division, giving the follow-
ing information:

e Name of applicant (If a juvenile, then both the
applicant’s name and the juvenile’s name)

e Address
e Number (certificate or policy)

The application and the information on the required
payment will then be sent to the financial secretary.
Whenever possible, the financial secretary should
refer insurance matters to the agency represen-
tative in the area.



KNIGHTS OF COLUMBUS

INQUIRIES GUIDE FOR ADMISSION COMMITTEE

Questions listed below are offered as a guideline for the members of the admission committee. The Supreme

Council insurance represemtative should be inviled 1o alttend this meeting. The candidate’s responses to these
sugpested questions should be helpful in determining his attitudes, talents, and general interest as a prospective
member of the council, and as 4 participant in the coundcil’s Service Program. The candidate should be made to feel
welcome at the meeting which should be conducted informally. During the interview, review the responses the
applicant gave on his Form 100 Membership Document,

ON THE CATHOLICITY OF THE CANDIDATE

A practical or practicing Catholic man in union with the Holy See is a man who accepts the teaching authority
of the Catholic Church on matters of faith and morals, aspires Lo live in accord with the precepts of the
Catholic Church, and is in gocd standing in the Catholic Church. Are you a practical or practicing Catholic?
Do you know your pastov or any of bis assistants personatly?

Are you @ member of any parvish organizations? Do yon bhold, or bave you beld, office in an) of these
organizations?

Have you wovked as o volunieer in any parish project?
20 you sufiscribe to Catholic pertodicals, newspapers, ele.?
D0 you serve ds a deacon, eucharistic minister, lector; itsher or in some other ministry?

ON THE CITIZENSHIP OF THE CANDIDATE

Are you a member of any civic, frade, professional ov other fratevnal organizations?

Do you bold, or bave you beld, office in any of these organizations?

Hauve yout served, or dgre Yo serving on any commilitees for organizations such os the Red Cross,
Cancer/Heart associgtions, Special OQlymprics, etc.?

Do you bold, or have you beld an elective ov appeinted office in the municipal, sietle ov provincial government?
Are vou a regisieved voler? Do vou regularly vole in local, state or provincial and naltional elections?

ON OUR ORDER

Wiy are you interested in joining the Knights of Columbus?
Were you invited to foin or did you ask to join?

Huas anyone explained the member benefits 1o you or the financial obligations such as initiation fees or
annpal dues?

What is yvour personal prafect or inferest in the neighborbood, pavish or community?

What is your favorite bobby, sport or vecrvedational activity?

Every K of C council has an organizational format of clected and appointed officials. Would you be interested
i1 serving or dssisling in some administrative cafracity now or in the fulure?

Wheat do you expect your K of C memibershif to provide you and your family?

What do you bope to contribule lo the Order?

The members of the admission committee and the Supreme Council insurance representative should be

prepared to answer any questions raised by the candidate. They should be encouraged to give the applicant a brief
explanation of the insurance features of our Order and the various aspects of the Service Program.
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FORM 100 MEMBERSHIP DOCUMENT

All transactions require: 1) council number(s) indicated
2) [J transaction block checked
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New Member Application X X X | X X X X X X X
1) Applicant must accept or decline New Member
Annuity offer for himself and his wife
(if married)
Juvenile to Adult X X[ X | X | X X | X | X X X
1) Applicant must accept or decline New Member
Annuity offer for himself and his wife
(if married)
Reinstatement X X | X | X X [ X
1) Break in service is three months or less
2) Member pays all arrearages
3) Assures continuous service
Readmission X X | X | X X | X | X | X [X X
1) Break in service is over three months, up to seven
years
Reactivation — Inactive Insurance Member X X | X | X X | X | X | X [X X
1) $5.00 reactivation fee
Reapplication X X X | X X X X X | X X X
1) Break in service is over seven years
2) If no previous membership number on file,
Supreme Council office assigns number
Transfer X X | X | X X | X | X | X | X X
1) Check membership card and estimate any
arrearage
Honorary Membership X X | X X | X
1) 25 consecutive years of service
2) 65 years of age
Honorary Life Membership X X | X X | X
1) 25 consecutive years of service
2) 70 years of age
Suspension — Non-payment X X | X X | X | X
1) Notice of Intent to Suspend Form 1845 filed
2) Personal contact made
Death X X | X X | X
1) Provide date — month, day and year
2) Supply next of kin information
Data Change X X | X X | X

1) Enter data to be changed
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Ruights of Cofumbus

ONE COLUMBUS Pl A7A
NEW HAVEN, CONMN, O6510-3326

MEMORANDUM

FROM: SUPREME SECRETARY

RE:

DISABILITY EXEMPTION GUIDELINES

At the Supreme Council meeting held in Chicago, Iinois, August 5-8-7, 1986, Section 118(e) of the Crder’s Laws was
amended 1o read as follows:

{e} Any member who is disabled by bodily injuries or disease and is thereby prevented from
ehgaging in any cccupation or employment for remuneration or profit and shall have been so
prevented for a pericd of no less than six consecutive months may, on due request in writing
to the Supreme Coungil and upon certification by evidence satisfactory to the Supreme Council
of such disability, be relievad from the payment of all council dues and Supreme and state per
capita taxes as of the date of approval of said request and any suspension of such member for
non-payment of such dues and tax shall cease as of the date of such approval.

Application for relief under Section 118{(g} shall be made as follows:

1.

The Application, Form 1831, shall be completed by the member and attested to by the grand knight and financial
secretary.

. The application shall be submitted to the Supreme Secrstary with one of the following as evidence of total disability:

a. Certification from Health and Human Services, or
b. Certification from Internal Revenue Service, or

c. Certification from Veterans® Administration, or

d. Certification from attending physician.

- The application and supporting evidence shall be considered by a committee comprised of the Supreme Secretary,

Supreme Advocate and Supreme Physician. Their decision may be appealed to the Board of Directors by the
applicant only.

. If the application is approved, dues and per capita shall be waived until the following December 31.

5. Application for renewal of relief under Section 118(e)} shall be as follows:

a. The Supreme Secretary shall provide each council with a list of its members shown on Supreme Council
records as exempt from payment of dues and per capita taxes as of October 1 of each year;

b. The grand knight and financial secretary shall certify to each member's continuing disability by signing the
form;

c. The financial secretary shall forward the renewal to the Supreme Secretary;

d. Upon receipt of the properly completed form by the Supreme Secretary, he shall continue the dues and per
capita waiver under Section 118(e};

e. If the grand knight and financial secretary fail to certify the continuing disability of any member within the
90-day period, the waiver of dues and per capita charges shall terminate,

6. Where an application for relief under Section 118({e) is filed on a member duly qualified for recegnition as an
hororary life member, the Supreme Secretary shall record said application under Section 118{d).
7. Membership that is continued under the provisions of Section 118(e} shall be construed as active membership in
computing the membership requiremenit for recognition as honorary or honorary life membership.
8. Approval of an application for relief under Section 118(e) does not have any affect on waiver of insurance
contributions on an insurance certificate held by the member.
1831G 1-01 Printed in U.S.A.
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FREQUENTLY ASKED

QUESTIONS




GENERAL

Do I have to submit a Form 100 for an address
change, or can I report it online?

The preferred method is to enter this information
online through the Member Management program.
Please include apartment or building numbers, where
applicable.

I am a new financial secretary and am not able
to access the Officers Online program on the K of
C website. How do I get access to this program?

Contact Customer Service at (800) 524-3611. They
will set you up with a user ID and temporary password.

A member contacted me saying that he has not
been receiving Columbia magazine. What should
Ido?

Previous issues of Columbia may have been “unde-
liverable,” resulting in a restriction on future mailings.
If not, it may be a local postal issue. If restricted, verify
the address and notify the Membership Records
Department of any changes so that the restriction can
be removed. Then request back issues of Columbia by
contacting either Membership Records or Columbia
magazine.

On my roster, there is an asterisk preceding the
member’s address, and he has not been receiving
his mail. What is the problem and what does this
asterisk mean?

The asterisk means that the member’s mail has been
restricted due to previous mailings being returned as
“undeliverable.” If the address is verified by either the
member or his council, this restriction will be
removed.

A member contacted me to say that his address
has been changed to his son’s address. Why?

We receive a listing monthly from the Postal Service
of those members who have reported an address
change. Under certain conditions, family members
with the same prior address are changed as well. If you
notice that an address has been changed in error,
please report it to us as soon as possible.

What must a council do to get a new financial
secretary appointed?

If the financial secretary of record is resigning, he
should submit a letter of resignation addressed to the
Supreme Knight. If the grand knight and trustees do
not wish the financial secretary to be reappointed, they
should so indicate on the Evaluation Form #1938.

Upon receipt of the resignation letter or the evalua-
tion form not recommending reappointment, the
Supreme Council office will provide the grand knight

with a Nomination Form #103 (to be completed by the
grand knight and trustees) and Application Forms
#101 (to be completed by the prospective candidates).

Why does an Evaluation Form need to be com-
pleted?

The Evaluation Form #1938 advises the Supreme
Knight of how effectively the financial secretary is per-
forming his duties. Completed near the end of the
financial secretary’s three-year term, this form allows
for the grand knight and trustees to recommend/not
recommend reappointment.

Will a financial secretary be automatically
reappointed if he wishes to remain in the posi-
tion?

Not necessarily. The Evaluation Form #1938 gives
the grand knight and trustees the opportunity to either
recommend or not recommend reappointment. If
reappointment is recommended, a letter of reappoint-
ment will be forwarded to the financial secretary. If
the form is not received within 120 days following com-
pletion of the financial secretary’s term of office, he
will be reappointed automatically.

Why does a financial secretary have to send a
letter of resignation if he is at the end of his
term?

To confirm that he is leaving office of his own
accord. If, after 120 days from the conclusion of his
term, a (1) letter of resignation or (2) an evaluation
form not recommending reappointment has not been
received, the financial secretary will be reappointed
automatically.

Is there a special form for resignation?

No. A letter of resignation from the financial secre-
tary addressed to the Supreme Knight should be for-
warded to the Financial Secretary Appointments
Division.

What is the bonding for financial secretaries
and treasurers? How does a council secure it?

Bonding in the amount of $5,000 is provided for
financial secretaries upon appointment. Treasurers are
covered upon receipt of an Officer Report. Bonding is
on the position, not the person.

Can a council purchase additional bonding?
If so, how much does it cost?

Yes. The charge for additional bonding is $7.00 per
thousand of additional insurance. A written request for
additional coverage must be made to the Supreme
Secretary’s office. The charge for the additional insur-
ance will appear on the next council billing statement



and will be pro-rated as necessary. Bonding begins on
March 1 and runs through the end of February.

Is there a limit to the additional bonding a
council can purchase?

Yes. Bonding on the financial secretary and trea-
surer is limited to $125,000 of total coverage per coun-
cil, including the provided $5,000 of coverage on each
officer.

How does a council make a claim for bonding
coverage?

Claims for bonding coverage are made to the Legal
Department who investigates the request and subse-
quently pays the claim, if deemed appropriate. In order
for the bond to be in effect, the past two audits must be
on file at the Supreme Council office.

Can the financial secretary serve in another
officer position?

Within the council the financial secretary cannot
serve in another elected office. There are no limits,
however, to his serving in another elected office out-
side of the council.

Should the financial secretary serve on the
council retention committee?

No. The retention committee should include the
grand knight, chairman ex officio; membership director;
retention chairman; trustees; and proposer, if available.

Why does a financial secretary need to com-
plete a W-9 Request for Taxpayer Identification
Number form?

The Request for Taxpayer Identification Number
must be on file in the Supreme Council office in order
to receive the financial secretary compensation paid by
the Supreme Council. In the United States, the
Supreme Council will issue a Form 1099-MISC to each
financial secretary whose grant exceeds $599.99. For
Canadian councils, a T4A slip will be issued if the grant
exceeds $499.99. The financial secretary must report
the grant as income on his tax returns even if it falls
below the threshold for issuance of a Form 1099 or a
T4A tax slip. He must also report any annual compen-
sation received from the local council on his income
tax returns.

What constitutes financial secretary compen-
sation?

From the Supreme Council, paid annually at the end
of each calendar year... forty cents for each life insur-
ance certificate registered through the council.

From the local council... an amount equal to not
less than eight percent and not more than ten percent
(as stated in the council by-laws) of moneys collected

for dues only. The financial secretary is free to waive
this compensation at his discretion.

Why can’t a student serve as financial secre-
tary of a college council?

At the October 1991 meeting of the Board of
Directors, it was voted that new college councils may
not be instituted unless a member of the faculty or staff
of the school or a permanent member of the local com-
munity has agreed to serve in the position of financial
secretary. It was further voted that this regulation
should also apply to financial secretary reappoint-
ments in all college councils. The reason for this regu-
lation is to provide both a consistent point of contact
for the state council and the Supreme Council, and to
provide the college council with a consistent campus
presence. That helps ensure that the council won't
have to “start from scratch” at the beginning of a
school year if most or all of the student officers have
graduated.

Can a grand knight remove a financial secre-
tary from office?

No. Only a state, district or territorial deputy may
declare any office in a subordinate council vacant, and
only in cases where the officer fails or refuses to per-
form the duties of his office.

Can a financial secretary order supplies
online?

Currently, supplies cannot be ordered online. The
Requisition Form #1 should be completed and for-
warded by mail or fax to the Supply Department.

How long should I retain council records?

e Current member Form 100s (new members, re-
entry transactions for members who did not join
through your council originally): 7 years

e Current member Form 100s (all except above and
data changes): 3 years

e Current member Form 100s (data changes):
verify processing at the Supreme Council
office, then destroy

e Former member Form 100s (all transactions):
verify processing at the Supreme Council
office, then destroy

¢ Financial and business records (e.g., bank state-
ments, contracts, purchase orders, invoices): 10
years

e Tax forms: 7 years minimum, 10 years recom-
mended

e Correspondence and accounting records: 3 years

In all cases, tax ID numbers—including the last four
digits—must be obliterated.



Who initiates a transfer?

When a member is transferring from one council to
another, the Form 100 must be filed by the council into
which the member is transferring. A member cannot be
transferred out of a council.

Which signatures are required on the Form
100?

Signature requirements vary by transaction. Please
refer to the chart on page 63 of this handbook.

What does a council do when a member states
he has transferred to another council and has a
dues arrearage?

A transfer cannot be processed until a Form 100 is
submitted by the new council. Prior to that time, the
member remains in his former council and dues assess-
ments continue to accrue.

Does a member have to repeat the degrees
when re-entering the Order?

Not if he can satisfy the admission committee to that
effect. A former member should never be challenged
openly regarding what degree he has attained. If there
is any doubt on the part of the admission committee, it
should be suggested that the member attend the
degree(s) to become familiar with the changes that
have been made since he received his degrees. In so
doing, he is receiving the degrees by observation.

Our grand knight had to resign during the fra-
ternal year. What is the proper way to report the
new grand knight’s information?

The procedure is the same for any council officer,
with the exception of the financial secretary, who is
appointed by the Supreme Knight. You can complete a
new Officer Report Form 185, including only the infor-
mation for the position(s) being changed. On the form,
be sure to indicate the effective date of the change.
The recommended and most convenient method is to
report any changes via the online Member
Management application.

What are the qualifications for the
honorary/honorary life awards?

Both distinctions require 25 consecutive years of
service any time during the member’s tenure. Thus, the
25 consecutive years can be amassed before a break in
service or after. Please remember that automatic
awards will only be issued based on consecutive years
since the last break in service.

The age requirement for the honorary distinction is
65 years; the honorary life requirement is 70 years.

Honorary life is also awarded to those members who
have amassed 50 years of consecutive service, regard-
less of age. The honorary life distinction is awarded to
all priests and religious brothers upon receiving the
First Degree of the Order.

I received a letter regarding a person who has
applied for insurance coverage but is not yet a
member. What should I do?

This situation arises when an applicant purchases
insurance under the 90-day membership exclusion and
your council number is listed on the insurance applica-
tion. Under this exclusion the applicant has 90 days in
which to join the Knights of Columbus or risk cancel-
lation of any insurance coverage. Thus, when you
receive a copy of one of these letters — whether the
original was sent to the writing insurance agent or to
the applicant — we are asking your cooperation in
seeing that a Form 100 Membership Document is for-
warded to our office reporting his initiation as soon as
possible and within the 90-day period. If the applicant
has not received his degree, we would ask that you
contact him and the writing agent as soon as possible
to arrange for him to receive the First Degree.

How can I receive a copy of my council roster?

Rosters on the Order’s website at www.kofc.org are
updated weekly and can be accessed by financial sec-
retaries or grand knights. In addition to the current
rosters, rosters dated January 1 and July 1 are also
available for audit purposes.

Why does the roster show so many members as
only having received the First Degree when we
know that many are Third Degree members?

In the past the fraternal system did not support stor-
ing Second and Third Degree dates. This information
was normally retained by the local council. While we
now have the capability to store all degree dates, many
have never been provided to us. If degree information
is known, it should be reported to the Supreme Council
office. The easiest way to do so, is to update those
fields using the online Member Management applica-
tion. If an exact date is unavailable, simply report

“ ”

yes.

Which transactions are considered gains and
which are counted as losses for the Service
Program Award contest?

New members and re-entries are counted as gains;
suspensions and withdrawals are counted as losses.
Deaths are not quota losses, and transfers in or out do
not count for or against the quotas.



Member billing attempts have been returned to
us as undeliverable. How do we proceed with the
retention/suspension process?

You must make a good-faith attempt to contact the
member, including filing the Notice of Intent to
Suspend, as filing that form initiates state council
retention efforts. If attempts to contact fail, you can
submit a Form 100 for suspension with a notation
“unable to contact” listed as the reason.

I submitted withdrawal letters but they were
returned with a notation that they appeared to be
“form letters.” If a member will not write a
letter, why can’t the council write it and the have
the member sign?

While some decisions regarding withdrawal
requests are subjective, the Supreme Council office
must be convinced that the member — not the council —
initiated the request.

How do I obtain membership numbers and
degree dates for members entering my council by
transfer or re-entry?

If membership numbers and/or degree dates are not
available at the time of application, you can submit the
Form 100 without them. Simply include on the form
what information you have available. In the case of
transfer, this information will usually be provided by us
or the former council on the Transfer Account
Adjustment Form 142. If not — and in the case of re-
entries — check the council roster on the Order’s web-
site. Web-based rosters are updated weekly.

I see a credit on my council statement for $7.50
($5.00) with a name and number for a member
that has not applied for re-entry into our council
or left our council by suspension or withdrawal
some time ago. Why are we receiving this credit?

The member has re-entered the Knights of
Columbus through another council. That council was
responsible for collecting the re-entry fee, which is
passed along to your council by the credit appearing on
your monthly statement.

What are inactive members, and why do they
appear on my council’s roster?

Inactive members are insurance members in an exit
status, either by suspension or withdrawal, and thus
are no longer in good standing in the Order. However,
because they have in-force Knights of Columbus insur-
ance, they are retained on your rolls to satisfy the
requirements mandated by the insurance commission-
ers in the various jurisdictions we serve. Inactive mem-
bers are subject to Supreme and state-levied assess-
ments. To help offset these assessments, we credit
your account $9.00 annually for each. The inactive

member will remain in that status until such time as he
reactivates his membership in yours or another council
or he is no longer insured under a Knights of Columbus
policy.

What are the differences between the various
forms of re-entry: reinstatement, reactivation,
readmission and reapplication?

Full definitions for these four re-entry transactions
are found on page 51 of this handbook. However, when
reporting a re-entry transaction to the Supreme
Council office, the financial secretary shouldn’t be
overly concerned with which transaction is appropri-
ate, as the member’s master record at the Supreme
Council office shows how he left and how long he has
been out of the Order. The system then determines the
proper transaction. Just be certain to mark “reinstate-
ment” if the member has paid all arrearages and is enti-
tled to continuous service.

I have received an Account Adjustment for
Transfer Form 142. How do I complete it?

Following processing of a transfer application sub-
mitted by the new or receiving council, a dues adjust-
ment Form 142 is sent to the former council’s financial
secretary, who must enter the amount of his council’s
annual dues, the date to which dues were paid and the
credit or past due balance amount. The balance is to
be calculated as of the last day of the month of transfer
as indicated on the Form 142 in the upper right-hand
corner. If degree information is missing, the financial
secretary should add those dates or the word “yes” in
each applicable field. He retains the former council
copy and returns the remaining copies to New Haven.

I have been informed of the death of a member
but I don’t have the complete date (mm/dd/yyyy)
of death. How do I proceed?

The full date of death is necessary for us to process
a death transaction. In the United States you can visit
the RootsWeb.com site on the Internet and click on
social security death index. It is free and the social
security number is not required to search. Similar web-
sites are available in other countries. Use your favorite
search engine to locate one.

Priests are awarded the honorary life distinc-
tion upon receiving the First Degree of the Order.
Why are permanent deacons not awarded this
same distinction?

While deacons are certainly recognized by the Order
as belonging to religious communities, the original
intent of awarding honorary life to priests was to com-
pensate for the meager salaries common to the priest-
hood. Normally, permanent deacons are employed full
time in other than a religious vocation and with higher
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compensation. Thus, permanent deacons are only eligi-
ble for the honorary and honorary life distinctions upon
satisfying the normal age/years of service requirements.

Why can’t the Supreme Council office send the
proper number of membership cards to each
financial secretary annually, instead of us having
to order them?

Councils use different accounting systems. These
can require different card formats. Since errors, multi-
ple issues and replacement cards can occur under any
system, it is difficult to project the number of blank
cards per council. Councils are also expected to recruit
new members, adding to the potential count. Thus, the
financial secretary is in a better position to estimate
the proper number of cards needed.

MEMBER MANAGEMENT/
MEMBER BILLING

Member Management/Member Billing is discussed
in the Accounting section of this handbook. Training is
also available online at the Order’s website —
www.kofc.org. Click on Reports Online, then Officers
Online. After signing on, click on the Member
Management tab which will take you to the Welcome
page. It is here that you will find information about
online training.

Who has access to Member Management/
Member Billing?

Member Management: Grand knights and financial
secretaries have access to council information; faithful
navigators and faithful comptrollers have access to
assembly information.

Member Billing: Only financial secretaries have
access to council information and faithful comptrollers
to assembly information.

Which transactions must still be reported by
submission of the proper paper form?

Currently, all transactions except data changes,
deaths and officers chosen for the term require sub-
mission of a paper form.

When will my new members appear on the
database?

Any membership document processed by the
Membership Records Department during a given work
week will be added to the Member Management/Billing
data base on the following Tuesday.

I entered data changes yesterday on Member
Management and they are not yet listed on my
roster. Why?

Changes reported through Member Management are
not entered directly into the client/member record.
They must be re-keyed by clerks in Membership
Records. Member Management rosters are updated on
Tuesdays.

How can I view my council members on one
screen?

Due to data base constraints, search results in
Member Management and Member Billing will not
return a list of all of your members on one screen. You
can view all of the members’ last names that start with
a particular letter by placing that letter followed by an
asterisk in the search box.

How do I assess new members or transfers
when they appear on my system for the first time?

To assess a new member in your council, you must
make adjustment(s) on the Member Ledger. The first
adjustment will be the type Dues Assessment. For new
members, an additional adjustment is required for
Initiation Fee.

Can I print addresses to an envelope rather
than to a label?

You will need to use the Data Extract Tool in the
Member Management or Member Billing Print Center
to create a spread sheet and then create a merge docu-
ment to generate the envelopes.

What do I do if information doesn’t print in the
correct location on labels and membership cards?

Our recommendation is to set the Page Scaling
option in the Adobe Print dialogue box to the None set-
ting. For membership cards, some users report setting
the page scaling to None and selecting the Auto-rotate
and Center option. We know of no way to overcome
every print issue.

When a member transfers out of my council, his
ledger is deleted. How do I know if he had an out-
standing balance?

In Member Billing under Member Information there
is a Transfers section, which allows you to search using
the Transferred Member Ledger. This screen provides
the information needed to complete the Transfer
Account Adjustment form and allows for clearing any
outstanding balances.

Will the new council/assembly be able to see
the payment records and notes I’'ve made in the
past?

When a member transfers in, only Member
Management information on the member will be
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available to the new council/assembly. No member
billing information is viewable.

I would like to be able to look at the pending
assessments/dues bills before printing them to
confirm that they are correct. How do I proceed?

The application will not give you the opportunity to
view each individual member bill prior to processing
the Pending Assessments.

To assure that the assessments will process correctly,
after you have generated the assessment (Clicking on
the Assess Dues button in the council/assembly dues
process or the Assess Other button in the special/mis-
cellaneous process) you should review the amounts on
the Pending Assessments screen (Council
Ledger/Assessments/Pending Assessments or Assembly
Ledger/Assessments/Pending Assessments). If the total
properly reflects the amount to be billed (and adjusted),
click on the Process Assessments button. If for some
reason a member’s bill is wrong, an adjustment can be
made on the Member Ledger.

I inadvertently assessed dues for the current
year, not the new year. How do I back it out?

An assessment can be deleted, if there are no receipt
transactions associated with it. Under the Assessment
section of the Council/Assembly ledger, click on
Assessment History. After searching for the assess-
ment, click on the Assessment Type reference, which is
a link to the Assessment Details screen. On the lower
right-hand side of this screen, click the Delete check-
box and Delete button.

I posted a special assessment as mandatory. Is
there a way of changing it to voluntary?

Yes. You will need to delete the assessment and then
re-enter it on the Assess Other screen as a voluntary
assessment.

How do I print membership cards for one or a
few members?

There are two options in printing cards for a single
member. First, in the Member Billing Print Center,
under Membership Cards there is the Membership
Card Template option, which will allow you to enter
the member’s information. The second option is to set
the Billing Status (on the top of the Member Ledger
page) to Dues are Current and set the as of date to an
arbitrary value (such as 12-02-2008). When you print
membership cards, select the tab that says All
Members Whose Dues are Current (instead of the
default By Member Type). Set the from and to dates as
12-02-2008 (your arbitrary date) and click on the Print

Cards button. Be sure to re-set the Billing Status and as
of values when completed.

LEGAL STATUS OF COUNCILS IN THE
UNITED STATES

What is the Knights of Columbus?

The Knights of Columbus is a specially-chartered
Connecticut corporation that has no parent compa-
nies, no stock, and no subsidiaries. The Knights of
Columbus is the world’s largest Catholic fraternal ser-
vice organization. Currently, there are more than 1.8
million members in the United States, Canada, Mexico,
the Philippines, Puerto Rico, Cuba, the Dominican
Republic, Guam, Poland, Panama, the Virgin Islands,
the Bahamas, Guatemala, and Saipan. Founded in 1882,
the Knights of Columbus operates through and main-
tains an active system of local and state councils
through which extensive charitable and volunteer pro-
grams are conducted.

Is the Knights of Columbus a charity recog-
nized by the Internal Revenue Service (“IRS”)
under Section 501(c)(3) of the Internal Revenue
Code (“IRC”)?

No. The Knights of Columbus is a fraternal benefit
society recognized under IRC Section 501(c)(8).

Are all Knights of Columbus councils and
assemblies in the United States eligible to be rec-
ognized under Section 501(c)(8)?

Yes. As a unified corporate entity, the Knights of
Columbus encompasses not only the Supreme Council,
but all subordinate units (i.e., state councils, local
councils, chapters, and assemblies). Accordingly, all
subordinate units in the United States may be recog-
nized by the IRS as “fraternal lodges” under Section
501(c)(8). In order to be recognized under Section
501(c)(8), each council, chapter, or assembly must pro-
vide its Employer Identification Number (EIN) to the
Home Office Legal Department, which in turn will
report the EIN to the IRS for inclusion in the Order’s
group exemption listing.

Are all Knights of Columbus councils and
assemblies in the United States exempt from fed-
eral taxation?

The Knights of Columbus Supreme Council and its
subordinate units in the United States are generally
exempt from paying federal income tax on ordinary
receipts (e.g., funds received for charitable or fraternal
purposes). However, unrelated business income would
be subject to federal income taxation. See IRS instruc-
tions for Form 990 or Form 990-EZ.



Are Knights of Columbus councils and assem-
blies exempt from state sales tax?

Generally, state legislatures grant state sales tax
exemptions or state or local property tax exemptions
only to charitable organizations recognized by the IRS
under Section 501(c)(3). Since the Knights of
Columbus is not recognized as a charitable organiza-
tion under Section 501(c)(3), councils and assemblies
are not generally eligible for a state sales tax exemp-
tion, although the exemption may be available in cer-
tain states.

Are donations to Knights of Columbus councils
and assemblies deductible on the donor’s income
tax return?

No. Donations to Knights of Columbus councils and
assemblies for fraternal or social purposes are never
deductible and most donations for charitable purposes
are not deductible. In certain limited circumstances,
donations for charitable purposes may qualify for a
deduction under IRC Section 170(c)(4), the so-called
pass-through charitable donation exemption, provided
that the recipient of the donation is recognized as a
charitable entity under Section 501(c)(3). Knights of
Columbus officers should understand that compliance
with Section 170(c)(4) requires the council or assem-
bly to file accurate accounting records with their tax
returns in order to permit donors to claim a lawful
deduction on their tax returns. See IRS instructions for

Form 990, Form 990-EZ and Schedule A (Form 990,
990-EZ, 990-PF). Donations under IRC Section
170(c)(4) must be reported by filing Form 990
Schedule B. Donations of $250 or more must be
acknowledged as required by IRS publication 1771.
Only charitable contributions by individual taxpayers
may be claimed as deductions under Section 170(c)(4);
non-person taxpayers, such as corporations and part-
nerships, are not legally permitted to claim a deduction
for charitable donations under this provision.

Do councils, assemblies, and home corpora-
tions need insurance?

Yes. All councils and assemblies should have ade-
quate liability insurance coverage. The Supreme
Council does not provide insurance coverage to coun-
cils and assemblies or to home corporations. The
Supreme Council has arranged for liability insurance to
be purchased by the councils through R.C. Knox &
Company of Hartford, Connecticut. Councils should
contact their state deputy for information on how to
apply. Home corporations that are associated with any
Knights of Columbus unit are independent corporate
entities and are not covered by council insurance poli-
cies. Accordingly, all home corporations (including all
building associations) should make arrangements for
adequate liability insurance coverage.
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KNIGHTS OF COLUMBUS

INSURANCE




OUR INSURANCE PROGRAM

The Knights of Columbus, a fraternal benefit society,
is incorporated under the laws of the state of
Connecticut. The Order is owned, governed and con-
trolled by its members.

The Order is authorized to sell insurance in all states
of the United States, Puerto Rico, Virgin Islands, Guam
and all provinces of Canada.

Legal reserves are maintained on all forms of bene-
fit certificates.

The Order is required to file with the insurance
departments of all states and provinces a detailed
annual statement of its operations.

At the end of each three-year period, a thorough
examination of the affairs of the Order is made at the
Supreme Council office in New Haven, Connecticut, by
a staff of examiners appointed by the insurance com-
missioners of the states. The Canadian Department of
Insurance at Ottawa also conducts periodic examina-
tions of the Order’s business in Canada.

BEGINNINGS

Different concepts of insurance have been around
for along time. Hundreds of years ago Greek fishermen
employed a concept which can be construed as life
insurance protection. The agreement was that the total
catch of all of the fishing boats would be divided
equally among those who participated in the fishing
activities, thus assuring that those who were unsuc-
cessful would share in the entire return. In the event an
entire ship and crew would be lost, their families
would still be protected.

Many years later another concept developed. Upon
the death of a member of a particular group, it was not
uncommon to “pass the hat” in order to generate some
money which could then be given to the widow and
family of the deceased. This collection bore no rela-
tionship to the needs of the family, and if a succession
of deaths occurred in a short span of time, the method
resulted in unequal amounts of money being collected
and passed on. This concept, while noble in thought,
failed.

Later, regular deposits (quarterly, for example) were
made to a common fund. Upon the death of a member,
withdrawals in specific amounts ($1,000, for example)
were made and turned over to the widow. This plan,
again, bore no relationship to the needs of the widow
and further placed additional burdens on younger
members who, by virtue of their age, would ultimately
deposit more to the fund than would older members.
For this reason, among others, this concept failed as
well.

The need for voluntary, legal reserve, actuarially
sound plans became obvious as all other means of sup-
plying protection failed. This resulted in the modern
methods and practices of the life insurance industry, of
which the Knights of Columbus is a part. Every person
should assess his or her needs for protection and apply
for coverage based on those needs. Every person then
contributes small premiums to a common fund
enabling the insurance company to provide substantial
protection for the individual with the pooling effect
created by hundreds of thousands or even millions of
policy holders. Surely the principals of unity and fra-
ternity are put to use in providing this coverage to our
members.

CURRENT STATUS

On December 31, 2011 the insurance in force for
the Knights of Columbus was recorded at a record
$83.5 billion. During the calendar year 2011, over $7.9
billion of new insurance was written. This is a tribute
to our professionally trained field force of some 136
general agents and approximately 1,350 field agents
from throughout the Order whose dedication to service
resulted in these fine achievements.

To place these figures in perspective, it is necessary
to do two things:

First, we should compare the in-force figure to the
same figure of ten years ago. At the end of 2002,
the Order had $45.6 billion of insurance in force.
That amount has nearly doubled in one decade.
Our total of new insurance written in 2002 was
$4.4 billion. Last year it was $7.9 billion.

Second, we need to remember that we have accom-
plished these feats with only one of every three
members of the Knights purchasing insurance from
the Order.

These statistics, by themselves, show both progress
and challenge. Our field force is to be commended for
cooperating with our fraternal leaders in promoting the
continued growth of the Order’s insurance program.
It is regrettable, however, that more members do not
avail themselves of our greatest fraternal benefit.

At the end of each calendar year a report is pub-
lished on the status of the Order’s insurance program.
A copy can be obtained by writing to: Knights of
Columbus, Field Management, 1 Columbus Plaza,
New Haven, CT 06510-3326.

It is strongly suggested that all financial secretaries
obtain a copy of the report each year and make the
information available to the council membership.



STRUCTURE

The structure of the agency force is simple, yet
effective. The general agent is charged with the respon-
sibility of recruiting, training and supervising a given
number of field agents in the general agency. A general
agency is comprised of approximately 10,000 mem-
bers, although we do have some smaller and some
larger agencies, depending on the territory and the gen-
eral agent.

With more than 1,800,000 members, our field force is
expected to grow to approximately 2,000 agents — one
field agent for each 800 members. This will help assure
that the benefits of our program are made known to
every one of our members. In addition, concentrated
coverage of our membership and visibility of our field
agents can go a long way toward advancing the insur-
ance program.

PRODUCT

All products that we purchase can fall under one
of two categories — demand or non-demand type
products. Some examples of demand type products
might be automobiles, fuel, household appliances,
and any other products that the need for which is
obvious. Insurance falls in the other category — non-
demand. The needs for life insurance are not as obvious
to the average person as, for example, fuel for his
automobile. It is a product whose purchase is made
with discretionary dollars (those dollars left over
after the so-called necessities of life — food, clothing
and shelter — are met). There is no question that non-
demand type products are much more difficult to sell.
Yet, this is the task with which our field agents are
confronted. Much service work is associated with the
administration of the product over long durations.
Remember, life insurance as a contract is probably
one of the longest in duration. A home mortgage might
run as long as 30 years, but a life insurance contract
can run as long as 100 years. To be successful, our
agents need the cooperation and support of the home
office, the state, district and local officers and our
entire membership. Realize, too, that the finances
afforded by our insured members support many of our
charitable and fraternal activities.

The Knights of Columbus portfolio offers a wide
variety of plans designed especially to fill the needs of
our brother Knights and their families. The more popu-

lar plans—whole life, term and annuities — are made
available in amounts large and small so that members
in every age or income category can avail themselves
of protection.

SALES AND SERVICE

The most important job our field agents have is to
sell adequate life insurance to our members. This is
“job one.” But the sale does not end the client/agent
relationship. Our field agents are obliged to service the
insurance, which many times requires changes as time
passes. Changes of beneficiaries, changes of address,
loan and surrender requests, changes in plans, etc. are
all routinely handled by the field agent. He provides
one of the greatest fraternal benefits in which our
members can participate. In addition, many of the
agents aid and assist local council officers in their
membership and other activities.

It has been said many times that our field force is
comprised of professional salesmen. With this fore-
most in mind, should you be aware of any member of
the Order who would be interested in a career in insur-
ance sales, we would encourage you to direct him to
his general agent. It is without question a career of
hard work, but it is also one filled with many rewards
... both financial and otherwise.

HOW CAN YOU HELP?

You as financial secretary can help promote this
important aspect of the Order simply by giving the
Knights of Columbus insurance representative in your
council as much exposure as possible.

Aggressive promotion of the New Member Annuity
Plan would be another plus. This low-cost plan is an
ideal way for the new member to become exposed to
the insurance aspects of the Order, while at the same
time helping your council to attain its insurance quota.

We feel very strongly that positive attitudes by our
local, district and state officials contribute substan-
tially to the success of the insurance program. We can
all share in the blame when a member passes away
leaving his family impoverished. We can all share in the
pride of knowing that the widow and children of a
brother Knight can continue to live with dignity upon
his death. This is precisely what Father McGivney had
in mind when he founded his organization.



RECOGNITION
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In the Knights of Columbus, fraternal recognition is important to any local or state council’s livelihood. Brother Knights deserve
to be recognized for their contributions to the Order’s growth and their participation in the programs and activities of the Order.
Knights of Columbus certificates are a unique way to honor the outstanding accomplishments of deserving members and their
families.

This following pages contain information on all of the Third Degree certificates currently available from the Supreme Council
office.A sample copy of any certificate is available from the Supreme Council Department of Fraternal Services. Orders for these
certificates should be placed with the Supreme Council Supply Department, Department of Fraternal Services or Ceremonials
Department as indicated at the following address: 1 Columbus Plaza, New Haven, CT 06510-33206.

SUPREME COUNCIL CERTIFICATES

CERTIFICATE OF APPRECIATION—Presented to state council
officers, Service Program personnel or other state officials, in
“gratitude for his dedication, loyalty and inspirational leader-

SUPREME KNIGHT’S WEDDING ANNIVERSARY ship.” Space provided for personalization of the certificate to
CERTIFICATE OF COMMENDATION—Present- the honoree. Certificate includes supreme knight’s signature.
ed to couples celebrating a wedding anniver- Available in English, Item #1462; French, #1462F; and Spanish,
sary. Proclaims in appropriate resolutions the #1462S. Price: 25¢. Size; 81/2” x 11” horizontal.

couple’s love and devotion to their family, the
Church and the Order. When ordering this cer-
tificate, please provide the couple’s name, city
and state of residence, years of marriage and
anniversary date. Each certificate will be per-
sonalized at the Supreme Council office and per-
sonally signed by the supreme knight. Requests
for this certificate should be made through
the Department of Fraternal Services and
at least one month prior to the couple’s
anniversary date. Available in English, Item
#1352; French, #1352F; and Spanish, #1352S.
Price: $1.00. Size; 81/2” x 11” vertical.
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STATE COUNCIL CERTIFICATES

PAST STATE DEPUTY CERTIFICATE—Awarded
to past state deputies “whose dedicated leader-
ship has brought honor and glory to his juris-
diction and our Order” Bears the signatures of
the supreme knight and supreme secretary.
Avail-able in English, Item #1461; French,
#1461F; and Spanish, #1461S. Price: 25¢. Size;
81/2” x 117 vertical.

STATE COUNCIL “IN APPRECIATION” CERTIFI-
CATE (generic version)—Awarded by the state

council to any participant “in appreciation for

continued support and participation in the

program of our state
council” Space provided for signature of state
deputy. Available in English, Item #1580; French,
#1580F; and Spanish, #15808S. Price: 25¢. Size;
81/2” x 117 vertical.

CERTIFICATE OF APPRECIATION—Presented to state chaplain
in “gratitude for his priestly dedication.” Includes signatures of
supreme knight and supreme secretary. Available in English,
Item #1493. Price: 25¢. Size; 8Y/2” x 11” horizontal.

STATE _GO'UI'\I'CIL “IN APPRECIATION” CERTIFI-
CATE-"'(Local council version)—Awarded by the
. state council to a local council “in recognition of
its exceptional program of activities and partici-
pation in the work of the state council ”Available
in English, Item #1581; French, #1581F; and
Spanish, #15818. Price: 25¢. Size; 81/2” x 117 ver-
tical.
»

=
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DISTRICT DEPUTY COMMISSION—Presented to district
deputies at the beginning of their term in office. Prepared
automatically by the Supreme Council Department of
Fraternal Services and mailed to the state deputy for pre-
sentation. Includes signature of supreme knight and has space
for state deputy’s signature.Available in English, Item #1541-nc;
French, #1541F-nc; and Spanish, #1541S-nc. Size; 8Y/2” x 11” hor-
izontal.

FORMER DISTRICT DEPUTY CERTIFICATE—
Presented to a former district deputy “in appre-
ciation for his faithful, diligent and exemplary
service to the Order while serving as District
Deputy” Orders for former district deputy

certificates should be placed with the =
Supreme Council Department of Fraternal d
Services. Available in English, Item #1858; =

French, #.185_8F; and Spanish, #1858S. Price: 25¢.
Size; 81/2” x 117 vertical.




GIVER OF LIFE—Presented to blood donors in any council-
sponsored blood donor program. Includes signature of supreme
knight and provides space for the signature of grand knight.
Can be used in conjunction with the “Blood Donor Identi-Card”
(Item #1444A-NC, English only.) Available in English, Item
#1444; French, #1444F; and Spanish, #1444S. Price: 25¢. Size;
81/2” x 11” horizontal

CERTIFICATE OF APPRECIATION—Presented in “Grateful
appreciation for outstanding participation in the

program sponsored by the Knights of
Columbus.” Space provided for signature of presenter. Available
in English, Item #1579; French, #1579F; and Spanish, #1579S.
Size; 81/2” x 11” horizontal.

FAMILY OF THE MONTH—“Awarded to the family of
who has served as an inspiration
to our parish, community and council by supporting and
strengthening Christian Family Life” Signed by the supreme
knight. Space is provided for name of family and grand knight’s
signature. Available in English, Item #1843; French, #1843F; and
Spanish, #1843S. Price: 25¢. Size; 81/2” x 11” vertical.

FAMILY OF THE YEAR—“Awarded to the family of
who has served as an inspiration to
our patlsh community | and _council by supporting and
strengthening Christian Famﬂy Life” Signed by the supreme
knight. Sp_a_é&f)rowded for signature of grand knight. Available
in English, Item #1843-A; French, #1843-AF; and Spanish, #1843-
AS. Price: 25¢. Size; 81/2” x 117 vertical. o

. EAGLE SCOUT CERTIFICATE—Presented to scout upon
achievement of Eagle Scout rank. Requests for this certificate
should be made through the Department of Fraternal Services.

- Certificate includes signatures of supreme knight and supreme
secretary. Available in English, Item #4028. Size; 81/2"x 117 hori-
zontal. This is a no charge item.

- ALTAR SERVER AWARD— “Presented to in
apprcciation for years of faithful and devoted service to -
Parish.” Space provided for mgnatmes
of pastor and grand knight.Available in English, Item #1859(hot-
izontal); French, #1859F; and Spanish(verticle), #1859S. Prlce
25¢. Size; 81/2"x 117

%,
=
)
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MARRIAGE RENEWAL CERTIFICATE—Presented to cou;)les
\n.gelightg.ting the renewa.l of their marriage vows. Space provided

_g of l;h; chaplain/pastor and grand kﬂtght
'ﬁ’- sle in English, Item #2745 French, #27451= and Spanish,
\’g ﬁ7’455f§rlce 25¢. Size; 8Y/2"x 117 veri:_lpg;

MULTIPURPOSE AWARD—Blank stock award certificate to per-
sonalize for any special council program or activity. Available
with English emblem only. Item #2898, Price: 25¢. Size; aYL %
11” horizontal.

CLERGY APPRECIATION CERTIFICATE—Presented to mem-
bers of the clergy “in appreciation for his dedicated and
devoted service to our Church.” Space provided for signature of
the grand knight. Available in English, I[tem #4362. Price: 25¢.
Size; 8Y/2” x 11” horizontal.
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FRATERNAL RECOGNITION CERTIFICATES

'CERTIFICATE OF PERFECT ATTENDANCE—For presentation to
a member “In appreciation for his dedication and personal sac-
rifices” for perfect attendance at all meetings during a pre-
scribed period. Space provided for the signature of the grand
knight and the name of the council. Available in English, Item

zontal.

#809; French, #809F; and Spanish, #809S. Price: 25¢. Size; 81/2” x

117 horizontal.

RESOLUTION OF CONDOLENCE— l"?esem d in memory of a
brother Knight. Space provided for the pet ization of the
resolution and for the signatures of a comn'uttee of brother
Knights. Available in English, Item #1450; French, #1450F; and
Spanish, #14508. Price: 25¢. Size; 81/2” x 117 vertical.

HONORARY MEMBERSHIP CERTIFICATE—Awarded to hon-
orary members of the Knights of Columbus. Bears the signa-
tures of the supreme knight and supreme secretary. Provides
space for grand knight’s signature. Available in English, Item
#1457; French, #1457F; and Spanish, #14578S. Price: 25¢. Size;
81/2”x 1 honzonta.l o,

FINANCIAL SECRETARY APPOINTMENT—Presented to
financial secretaries at the beginning of their term in
office. Prepared automatically by the Supreme
Council Department of Fraternal Services. Available
in English, Item #1446-nc; French, #1446F-nc; and
Spanish, #1446S-nc. Size; 81/2” x 11” horizontal. This is a
no charge item. -

e

b

HONORARY LIFE MEMBERSHIP CERTIFICATE—
Awarded to honorary life members of the Knights of
Columbus. Bears the signatures of the supreme knight
and supreme secretary. Provides space for grand
knight’s signature. Available in English, Item #1458;
French, #1458F; and Spanish, #1458S. Prlce 25¢. Size;
8127 x 117 vertical.
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YEARS OF SERVICE—Awarded by the council to a member for
i years of faithful service” Space is provided for signa-
ture of grand knight. Available in English, Item #1419; French,
#1419F; and Spanish, #1419S. Price: 25¢. Size; 8Y/2” x 11” hori-

i

ARMES FORCES CERTIFICATE—Presented as an
““expression of grateful appreciation for his active
ﬁce in defense of mankind’s basic rlghts e

m and dignity” )ﬁ%gﬁ-pmwded for mgnatik iy
2 th English emblem only. ‘Stem* ¥

%y o %
i&§¢ Size; 81/2” x 11” vertical.




PAST GRAND KNIGHT CERTIFICATE—Awarded “In
grateful recognition of his leadership” during the frater-
nal year. Bears signature of supreme knight and
supreme secretary. Available in English, Item #1453;
French, #1453F; and Spanish, #14538S. Price: 25¢. Size;
81/2”x 117 vertical. Wallet size reproduction available in
English at no charge — Item #1453A-nc.

CERTIFICATE OF MERIT—Presented “In grateful recog-
nition and appreciation of faithful and exceptional ser-
vices” May be presented to any friend of the Order or
participant in council-sponsored program. Space pro-
vided for signature of grand knight, program chairman
‘or other council official. Available in English, Item
' #1454; French, #1454F; and Spanish, #1454S. Price: 25¢.
Size; 81/2” x 117 vertical.

CHARTER MEMBERSHIP CERTIFICATE—For presenta-
tion to charter members of the council. Bears signature
of supreme knight and supreme secretary. Space pro-
vided for signature of grand knight.Available in English,
Item #1456; French, #1456F; and Spanish, #1456S. Price:
25¢. Size; 8Y/2” x 117 vertical. Wallet size reproduction
available in English at no charge — Item #1456A-nc.

z___. 4 Pria
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g CHAPLAIN’S CERTIFICATE OF APPRECIATION—

* KNIGHT OF THE MONTH—Space provided for recipient _gﬂ_' KNIGHT OF THE YEAR—Space provided for recipient’s
Presented “in gratitude for his priestly dedication”:

name and council number, dat‘e"'(')f presentation and grand

knight’s signature. Available in English, Item #1476; French,

1476F; and Spanish, 1476S. Price: 25¢. Size; 81/2” x 11” horizon-
= and, _ £

name and council number, date of presentation and
grand knight’s signature. Available in Enghsh, Item
#1545; French, 1545F; and Spanish, 1545S. Price: 25¢.
Size; 81/2” x 117 vertical.
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Includes signatures of supreme knight and supreme
secretary. Available in English, Item #1478; French,
#1478F; and Spanish, #1478S. Price: 25¢. Size; 81/2"x 117 :
vertical. ook r




VIP CLUB CERTIFICATES

Since February 1, 1974, more than 81,000 Knights of Columbus members have been enrolled in the Supreme Council’s “Very
Important Proposers” Club. The “VIP” Club is an individual incentive plan aimed at recognizing your ambitious council mem-
bership salesmen.

Thirteen different certifcates are available for presentation to the “VIP” Club members in your council. Each certificate is
inscribed with the individual’s name and bears the signature of the supreme knight. The certificate also denotes the level of
membership (2,5, 10, 15, 20, 25, 50, 75, 100, 200, 300, 400, 500) attained by the club member. Space is provided on the certifi-
cate for the signature of the council’s grand knight and financial secretary.

The certificates cannot be ordered in quantity from the Supreme Council office. Council members are automatically enrolled in
the club and advanced to the various levels from information contained in the “proposer” section of the Membership Document,
Item #100.The appropriate certificate will be personalized with the club member’s name and council number.

M -
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DEGREE EXEMPLIFICATION CERTIFICATES

FIRST DEGREE HONOREE SCROLL—Presented in
recognition of a First Degree conducted in honor of
recipient. Space provided for personalization of the cer-
tificate to the honoree, for each member participating
in the class and for the signature of the presenter.
Available in English, Item #271-nc; French, #271F-nc;
and Spanish, #271S-nc. Size; 11” x 14” vertical. This is a
no charge item when ordered in reasonable quantities.

SECOND DEGREE HONOREE SCROLL—Presented in
recognition of a Second Degree conducted in honor of
recipient. Space provided for personalization of the cer-
tificate to the honoree, for each member participating
in the class and for the signature of the presenter.
Available in English," Item #272-nc; French, #272F-nc;
and Spanish, #272S-nc. Size; 11” x 14” vertical. This is a

no charge item when ordered in reasonable quantities.

THIRD DEGREE HONOREE SCROLL—Presented in
recognition of a Third Degree conducted in honor of
recipient. Space provided for personalization of the cer-
tificate to the honoree, for each member participating
in the class and for the signature of the presenter.
Available in English, Item #273-nc; French, #273F-nc;
and Spanish, #273S-nc. Size; 11” x 14” vertical. This is a
no charge item when ordered in reasonable quantities.

THIRD DEGREE—Presented to candidates who have received
the honors of the Third Degree of the Order. Provides space for
name of honoree. Avallablc in English, Item #270; French,
#270F; and Spanish, ,#2708S. Price: 25¢. Size; 81/2” x 11” horizon-

Fﬁﬂ‘iﬁT D‘EG_RE!EFPresented to candidates who have received ’ SECOND DEGREE—Presented to candidates who have
the honors of the First Degree of the Order. Provides space for + received the honors of the Second Degree of the S)r(_len :
name of honoree. Available in English, Item #268; French, - Provides space for name of honoree. Available in English, Item

#268F; and Spanish, #268S. Price: 25¢. Size; 81/2” x ll”horfl_zféﬂi-*’ . #269; French, #269F; and Spanish, #2608. Price: 25¢. Size; 8Y/2"x

tal. e 11” horizontal. tal.

o

AWARD—Presented “In acknowledgement of Twenty--
| Q:trs ‘of Service in the Exemplification of the
ﬂtdct%’” D’cgrees ” Must be ‘
‘Supreme Council Cere;
Available in English, Item #CRA-. 25,
tical. This is a no charge item.

SUPREME KNIGHT’S CEREMONIAL RECOGNITION T

SUPREME KNIGHT’S CEREMONIAL RECOGNITION
AWARD—Presented “In acknowledgement of Fifty Years
of Service in the Exemplification of the Order’s
Degrees” Must be ordered through the Supreme
Council Ceremonial Department. Available in
English, Item #CRA-50. Size; 81/2” x 11” vertical. This is a
no charge item.
: 07 —

DEGREE CERTIFICATE IN HONOR OF FATHER
MICHAEL J. McGIVNEY—Presented to members taking
any degree of the Order. Signature of the supreme
knight provided. Space provided for signature of the
grand knight. Available in English, Item #9167; French,
#9167F; and Spanish, #9167S. Price: 25¢. Size; 81/2 XL
vertu:al This is a no charge item.




COUNCIL ANNIVERSARY CERTIFICATES

COUNCIL SILVER ANNIVERSARY CERTIFICATE—
Awarded to the council “In grateful recognition of 25
years of service to our Order’s principles.” Prepared
automatically by the Supreme Council Depart-
ment of Fraternal Services approximately one
month in advance of anniversary date and for-
warded to state deputy for presentation. Available
in English, Item #2213; French, #2213F; and Spanish,
#22138. Size; 81/2” x 11” vertical. This is a no charge
item.

COUNCIL GOLDEN ANNIVERSARY CERTIFICATE—
Awarded to the council “In grateful recognition of 50

“years of service to our Order’s principles.” Prepared

automatically by the Supreme Council Depart-

- ment of Fraternal Services approximately one

month in' advance of anniversary date and for-
warded to state deputy for presentation. Available
in English, Item #2214; French, #2214F; and Spanish,
#22148. Size; 81/2” x 11” vertical. This is a no charge
item. i

COUNCIL DIAMOND ANNIVERSARY CERTIFICATE—
Awarded to the council “In grateful recognition of 75
years of service to our Order’s principles” Prepared
automatically by the Supreme Council Depart-
ment of Fraternal Services approximately one
month in advance of anniversary date and for-
warded to state deputy for presentation. Available

in English, Item #2215; French, #2215F; and Spanish,

158. Size; 81/2” x 117 vertical. This- is a no c-h'arge
1tem

COUNCIL HUNDREDTH ANNWERgARY“ CERTIFI-
CATE—Awarded to the council “In grateful recognition
of 100 years of service to our Order’s principles.”
Prepared automatically by the Supreme Council
Department of Fraternal Services approximately
one month in advance of aqruversary date and
forwarded to state deputy for presentation.

Available in English, Item #2211; French, #2211F; and
Spanish, #22118. Size; 81/2” x .

g c,har'ge-item.

ertical. This is a no

r
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COUNCIL ANNIVERSARY CERTIFICATE (Generic)—
- Awarded to the council “In grateful recognition of
years of service to our Order’s principles” Must Sy
be ordered through the Supreme Council Department
of Fraternal Services. “Requests for this certificate
should be made at least one month prior to the anniver-
sary date. Available in English, Item #2212; French,
#2212F; and Spanish, #2212S. Size; 81/2” x 11” vertical.
This is a no charge item.




S

Fourth Degree members give many years of service to their assemblies. Others, though perhaps not as active as some, retain
their membership for long periods of time.Whatever the degree of involvement, members who work d;hgcntly or who remamed
with the Order and particularly the Fourth Degree, for many years are deserving of recognition. .

There are numerous opportunities for assemblies to promote activities, meetings and special programs or anniversaries to honor
members for their ach1evements These opportunities for recogmuon have been expanded with these attractive certificates
available for presentatlon to members in various categories.

SUPREME ASSEMBLY CERTIFICATES

ASSEMBLY ANNIVERSARY CERTIFICATE
(Generic) — Awarded to the assembly “In
grateful recognition of years of service
to our Order’s principles.” Certificates for the
25th, 50th, 75th and 100th anniversaries are
prepared approximately one month in
advance and forwarded to the master for pre-
sentation. Other requests must be made
through the Department of Fraternal Services
at least one month prior to the anniversary
date. Available in English, Item #1980; French,
#1980F; and Spanish, #1980S. Price: $1.00.
Size; 81/2” x 11” vertical.

MASTER APPOINTMENT CERTIFICATE — Presented
to masters at the beginning of their term in office.
Prepared automatically by the Supreme Council
Department of Fraternal Services. Item #1999.There
is no charge for this item. Size; 81/2” x 11” horizontal.
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SUPREME KNIGHT’S WEDDING ANNIVER-
SARY CERTIFICATE OF COMMENDATION
— Presented to couples celebrating a wed-
ding anniversary. Proclaims in appropriate
resolutions the couple’s love and devotion to
their family, the Church and the Order.When
ordering this certificate, please provide the
couple’s name, city and state of residence,
years of marriage and anniversary date. Each
certificate will be personalized at the
Supreme Council office and personally
signed by the supreme knight and the
supreme master. Requests for this certificate
should be made through the Department of
Fraternal Services and at least one month
prior to the couple’s anniversary date.
Available in English, Item #4334E. Price:
$1.00. Size; 8127 x 117 vertical.



SUPREME ASSEMBLY CERTIFICATES

SUPREME MASTER CERTIFICATE OF COMMENDA-
TION — Presented to any Sir Knight in appreciation
for his services. Certificate signed by the supreme
master. Available in English, Item #4333. Price: 25¢.
Size; 8 1/2” x 11” horizontal.

SIR KNIGHT OF THE YEAR — Presented to a Sir
Knight in appreciation for exceptional service
during the year. Available in English, Item #4590.
Price: 25¢. Size; 81/2“ x 117 vertical.

SIR KNIGHT OF THE MONTH CERTIFICATE
—Presented to a Sir Knight in appreciation for
exceptional service during the month.
Available in English. Item #4589. Price: 25¢.
Size; 8 1/2” x 117 vertical.

PAST FAITHFUL NAVIGATOR CERTIFICATE —
Awarded “In grateful recognition of his leadership
during the fraternal year” Includes signature of
supreme knight, supreme secretary and supreme
master. Available in English, item #1470E; French,
#1470F; and Spanish, #1470S. Price: 25¢. Size; 8l x
11” horizontal.
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AWARD OF MERIT — Presil%id “In grateful recogni-
tion and appreciation of faithful and exceptional ser-
vices.”May be presented to members of the assembly
or to friends of the Org;er meriting recognition.
Space proyided for signature of faithful navigator or
other assembly"'ofﬁlgiiaji._ Available in English, Item
#1900; French, #1900F; and Spanish, #1900S. Price:
25¢. Size; 81/2” x 117 horizontal.




FRATERNAL CERTIFICATES

IN MEMORIAM CERTIFICATE — Commemo-rates the presenta- RESOLUTION OF CONDOLENCE — Present-ed in memory
tion of a chalice by the assembly, in memory of a Sir Knight, for of a brother knight. Space provided for personalization of
use in offering the Holy Mass. Space provided for signature of the resolution and for signature of a committee of brother
faithful navigator and faithful comptroller. Available in English, knights. Available in English, Item #1494; French, #1494F;
Item #1455; French, #1455F; and Spanish, #1455S. Price: 25¢. Size; and Spanish, #14948S. Price: 25¢. Size; 8127 x 117 vertical.

8127 x 117 vertical.

3 \‘:‘}::;'-&5- el

- PATRIOTIC SERVICE’A%ARD — Presented for the promotion of patriotism, patriotic service and

' the public display of ‘the national flag. Space provided for signature of faithful navigator.Available
in English, Item #§§9; (US), #839C (Canada), #839P (Philippines); French, #839F (Canada); and
Spanish, #8398 (Mexico). Price: 25¢. Size; 8127 x 117 vertical.
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FRATERNAL RECOGNITION CERTIFICATES

FAITHFUL FRIAR CERTIFICATE OF APPRECIATION
— Presented “In gratitude for priestly dedication.”
Space provided for signature of faithful navigator.
Available in English, Item #1441; French #1441F; and
Spanish, #14418S. Price: 25¢. Size; 8 1/2”x 117 horizon-
tal.

CHARTER MEMBER CERTIFICATE — For pre-
sentation to charter members of the assembly.
Includes signature of supreme knight, supreme
secretary and supreme master. Space provided
for signature of faithful navigator. Available in
English, Item #1456-4; French, #1456-4F; and
Spanish, #1456-4S. Price: 25¢. Size; 81/2”X 11
vertical.

FOURTH DEGREE HONOREE CERTIFICATE —
Presented in recognition of a Fourth Degree con-
ducted in honor of recipient. Includes signature of
supreme master and space for signature of master.
Available in English, Item #2703; French #2703F; and
Spanish, #27038S. Price: 25¢. Size; 8 /2”x 11” horizon-
tal.

L3

YEARS OF SERVICE — Awarded by the assembly to a
. member for “ years of loyal and faithful

- service.” Space provided for signature of faithful nav-
. igator. Available in English, Item #1495; French
. #1495F; and Spanish, #14958. Price: 25¢. Size; 8 127 x
117 horizontal.

FOURTH DEGREE HONORARY LIFE CERTIFI-
CATE—Awarded to honorary life members of the
Fourth Degree. Bears the signatures of the supreme
kn1ght__ supreme secretary and supreme master.
Provides space for faithful navigator signature.
Available in English, Item #4126; French #4126F; and
Spanish, #4126S. Price: 25¢. Size; 8 12 x 117 horizon- .
tal.

»

_:L"BLACK LEATHERETTE CERTIFICATE FRAME = For

81/27x 117 certificates. Item #1973. Price: $1.75.
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- FOURTH DEGREE EXEMPLIFICATION CERTIFI-

CATE— Presented to candidates who have received
the honors of the Fourth Degree of the Order.
Includes signature of the supreme master. Available
in English, Item #1467; French, #1467F; and Spanish,
#14678S. PI'ICC 25¢. SIZC 81/2”x 117 honzontal

R

LEATHERETTE CERTIFICATE HOLDER — For 81/ o4
x 117 certificates. Please specify vertical or horizon-
tal. Item #1570-4. Price: $1.75.





