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IN TRODUCTION

Wel come to the Society for Creative Anachroni sm, Il nc.
reporting. The Society for Creative Anachronism, Inc. is incorporated in the United States of America in the State of
CaliforniaAffiliated organizations with branches exist in other parts of the world, such as in Australia, Finland and New
Zealand. Some branches throughout the world are also a part of separate organizations incorporated under the rules of
countries outside the Weil States, such as in Canada. This book covers financial procedures for any part of the SCA,
and does not apply to affiliated organizations.

THE OFFICE OF THE CH ANCELLOR OF THE EXCH EQUER

The Society has a system of financial reporting in which alf peetsrganization participate. The person in charge
of financial reporting for any part of the Society is known as the Chancellor of the Exchequer, which is a period term for
Treasurer. Current paid membership in the Society for Creative Anachrorisméagirement of this office.

Holding the Office of Chancellor of the Exchequer is not nearly as daunting as it may initially seem. Common sense
rules apply to everything. 99.9% of anything you will be doing is covered in this handbook, andoyafficenseri
are there to help you with the other 0.1%.

The duties of the Chancellor of the Exchequer are best summarized as:
1 Take care of the money. Try to be frugal.
T Dondt put the SCAGds money into your owonacebsads acce
1 Be honest, courteous, responsible, and honorable in your dealings with everyone, including the populace, your

superior officers, any subordinate officers, and the modern world.

1 Make sure everyone is kept informed about the status ef br anch®s money and equi pmel

1 Prepare from the first day of the year to be ready to fill out the financial reports at the end of the year.

1 Only give the money out by check, and only after you have received receipts or carefully signed pajpsevork, bec
youdre answerable for the money.

T When there is a probl em, use Common Sense. Dondt be

T Dondét be afraid to change your mind, either because

T Remember that itds okay tow. sEypéemods imudthebe udlelsowaly

have to be desirable.
1 There is almost always an allowable way to do something. The trick is to avoid the unallowable ways.
1 Never lose your sense of hurddor very long anyway.
The U.S. Internal Revwem Service (IRS) classifies the United States Society for Creative Anachronism, Inc. as
501(c)(3), a nonprofit educational organization. To maintain this status, the IRS requires annual financial reports from
501 class corporations using IRS form 99Qyldyel5 of each year.

WHY IS A CHANCELLOR OF THE EXCHEQUER NEC ESSARY?

It has been noted that there are some areas of the SCA where there is a difficulty finding and retaining competent
exchequers. Here is just how easy and cool and nifty it really 48 &xbtleequer!

1) It is an HONOR to be an exchequer. You are being trusted with commonly held assets, trusted to manage those
assets correctly, trusted to keep the records of those assets so that anyone else could understand the branch's finances
and tristed to report back to the group accurately the use of assets by th&gudupxchequers should be
respected!

2) The office of exchequer is the seaoodt important office in the group, second only to the position of
Seneschal. Branches that don'‘ehaoney don't thrive. Branches that don't use their money effectively stagnate.
Branches that let their assets decay from misuse or neglect don't I@stokbrexchequers help keep branches
healthy!

3) The office of exchequer is instrumental in bragcisidnmaking becausgmost every decision a branch makes
involves an asset of some kind, usually cash. The Exchequer provides information for proposals can we afford to do X
with what we have? How do we estimate a budgetcamm@lose money on thactivity? What were the budgets for
the last three events of that kind that we held so we can start there for the budget for this year'sGoaht? etc.
exchequers help direct branch activity!

4) The office of exchequer is essential to keeping the lma@noh financialtrouble bymaking sure that any
transaction follows the rules. They don't have to approve every transaction; they just have to make sure they're allowable.
The finance committee (which includes the exchequer) decides approvalstufisamsae the exchequer says they
are allowable. BUT, the exchequer is the first gate for any transaction to screen out the transactions that would get a
branch in troublesood exchequers keep the branch out of financial trouble!

5) The office of excheqr is interesting you get to know about all the activities of the branch, see all the cool things
people do, and help them find ways to do more cool and interesting things lréim¢hinds, as well as try to
increase thbranchfunds for the benefitf all. Anyone who helps a branch find ways to earn more money to do
more stuff should be considered a hero!



INTRODUCTION

6) A successful tenure as exchequer can be used on a résumé to show trustworthiness for being a treasurer for a
branch of an international nprofit organizationThis office can be good for your career!
7) The office of exchequer is the EASIEST office in this organization to hold. Really! Here's why:

a) The reports are all templatead now even easier to use. No other office in this orgamizaget up

where your entire report is basically fill in the blanks, and you can see right away if the report is acceptable
because it balances.

b) The rules are basedthimgs that you would use in your modernTifie duties of this office (balamgia
checkbook, etc.) all are the same as duties you need to perform for yourself anyway. No specialized skills or
knowledge required.

c) The rules are 99.9% black and white, pretty clearly laid out, and easily accessible. The rules are based on
common sese. If the rules say NO, then the answDigverytime. The exchequer determines whether a
transaction is allowable.

d) The decisions regarding allowable transactions (once they are ruled allstalbéz)veth others in the

branch- so no one pspon has to own the responsibility of saying yes to spending decisions using community
property on their own. This is the purpose of the financial consnfiiteethe Society down to the branch
levelsThe exchequer can veto unilaterally based on theeekpérsagainst the rules, but once the

transaction is said to be allowable, thearadetermines desiriity.

Therefore, it is easy, cool and nifty to be an exchequer!

PURPOSE OF THIS HAND BOOK

The methods and procedures described in this handeabésiggned to comply with the rules and regulations of the
organization as laid out in the Governing Documents and Society Branch Financial Policy in as straightforward a
manner as possible.

The Society has in place a Financial Policy that regulatdse hoaneyis managetly branches and other sub
groups.Kingdomsmust have additional financial policies which apply specifically to the kingdom and its branches.
Branches can have specific policies that apply to that Branch.

SCOPE OF THIS HANDBO OK

This hanBiook covers the procedures used by branches of the Society for Creative Anachronism, Inc. This handbook
does not covealffiliatecorporationsAll branches are assumed to be part oBtiugety for Creative Anachronism, Inc.
until proven otherwise.

Corpomr, ByLaws, Society Branch Financial Policy and Society Exchequer Policies in effect are published separately,
and are available from the Corporate Office, or on t he
throughout this handbook. €tk with your Kingdom Exchequer for the most recent version.

In all cases, the official policy currently in effect overrules any instructions contained in this handbook.

HOW TO USE THIS HAND BOOK

Use this handbook mainly asBerence We know this islarge book, but most reference booksTdrey contain
the same information in several places as it relates to the topic at hand. It is a good idea to read Chapters 1, 4 and 7
when you accept the office. When in doubt, consult the handbook. If yoularsusé| contact your superior officer.
Otherwise, your common sense should suffice.

If, after reading this handbook, you find something missing, or a better way to describe some procedure, or basically
anything that you think would help someone elsseptmntact your superior officer. This handbook will be updated
periodically, and all contributions are welcome.

The office of Exchequer can be one of the most fun jobs in the Society. As an Exchequer in our Society, you are a
very important part of thefiial corporate structure of the SCA, and your services are truly appreciated!

CONTENTS OF THIS HAN DBOOK

This handbook describes the duties of the Chancellor of the Exchequer (or more commonly, Exchequer), and
common procedures for performing thoseedutExchequers need not be accountants, but they should possess the
basic skills required to balance a checkbook.

Some places in this handbook wil/ use terms | ike
toaccountforevelyossi bi l ity or circumstance, so we wondt t
judgment, although they can still contact their superior officer for guidance when desired.

Where official policy is stated or referenced, the actuahcitét be included to assist the reader in finding the
actual text of the policy.

Al l the standardized forms used by the SCA at t he t
http://www.sca.org, in the Society Exchequer section, or viafremaihe Society Exchequer at exchequer@sca.org.

The Financial Report Packet forms must be used in the format presented. All forms with the SCA escutcheon on the
upper left corner are Societguired forms.

suf
y .

- O
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INTRODUCTION

FORMAT CONVENTIONS
Report form names arehnold; lines on the reports areitalics

We wi | | use the term O6branchdé to mean the part of th
receiving a report. This can be a regular branch, or it can be a special account managed byhe dépgtono
Exchequer.

I n citations, 0Soci et WFPFi aadcio&lbcPetycyori €rabbreei At
Policiesd @ e abbreviated
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CHAPTER 1: BASIC REPONSIBILITIES

Congratulations! Your branch or guild (peoplekmbw you and work with you on a regular basis) has deemed you
a trustworthy and responsible person. They consider you capable of managing the assets belonging to that branch, guild,
newsletter, or office. That is something of which you should be proud.

Remember that this is a job with legal responsibilities. You risk prosecution if you are found to have falsified records
or embezzled money (basically, personal use of corporate funds). However, everyone who takes this office is assumed to
be capable andustworthy.

This chapter is designed to familiarize you with your new office. Please read it thoroughly when you are asked to take
office. Afterwards, you should only need to refer to it occasionally. If you have any questions that this handbook does
not arswer to your satisfaction, contact your Kingdom Exchequer for guidance. If there is some problem with a
procedure due to the unique nature of your branch or local laws, the Kingdom Chancellor of the Exchequer may grant
written variances to establishedcpgli. Submit your request for a variance i |
working, and what you think would be an acceptable solution.

/'t 6s not an overwhel ming job I f you keep on t

|. ORGANIZATIONAL DEFIN ITIONS

Exchequers are not @@t in and of themselves. They are part of the structure of the Society for Creative
Anachronism, Inc., which is further separated into smallesrgarbzations, known as geographic branches.
Geographic branches are defined in Corpora Ill.C. The finafidar for geographic branches is known as the
Chancellor of the Exchequer, or, more commonly, Exchequer.

Geographic branches known as Kingdoms may specify other smallgasizations known as Guilds, group other
smaller geographic branches into-@ghnizations known as Principalities, or appoint special purpose deputies to
handl e some part of the Kingdomds assets. The Society
deputies to handle other special accounts, such as War Events.

Geogrphic branches and guilds may have newsletters. Principalities may have their newsletter finances handled
separately from the Kingdom or Principality fuat other geographic branches and guilds must have the newsletter
fi nances han dIEekequenunlgsstlz tkingolomaErcbeguersgrants a written variance.

Sometimes, special purpose newsletters (heraldic, A&S, etc.) exist, and the Kingdom or Society Exchequer may
appoint a special deputy to manage the finances for that newsletter. Thisayeputpay not also be the Chronicler
in charge of producing that newsletter, but the Kingdom or Society Exchequer will need to know who they are so that a
proper financial warrant may be issued.

In summary, an Exchequem be one of the following:

a. Either an officer in a branch or guild
b. A Chronicler or Deputy Chronicler in charge of a Kingdom, Principality, Guild, or special newsletter
c. A special deputy to the Society or Kingdom Chancellor of the Exchequer.

More specific organizational definitions are:

Branches are the geographic or institutional-srgmnizations of the Society for Creative Anachronism, Inc. as
defined by Corpora III.C: Kingdoms, Principalities, Provinces, Baronies, Shires, Cantons, Colleges, Strongholds and
Ports. Additional Kingdom ERequer duties are covered in Chaptand2in the Kingdom Exchequeandbook
Branch newsletters are financed through the branch account, unless there is a written variance from the Kingdom
Exchequer. This is described in Chapter 6.

Guilds are organizatis that may be recognized within a kingdom (i.e., chartered) as having permission to hold and
use funds according to Society and Kingdom Financial Policy. Guilds have guild principals, which may be considered as
equivalent to a branch Seneschal. Therafoyeguild that has permission to hold funds should have someone other
than the guild principal appointed as its Exchequer. The Kingdom Exchequer may grant variances to this section of the
policy in writing. Guilds may have newsletters, which would leel thindugh the Guild account.

Newslettersthat may have separate Exchequers are Principality newsletters, regional newsletters, and branch or guild
newsletters with special permission to have a separate account. (Kingdom Newsletters are treataddsegraoetely,
directly to the Society Exchequer.) Permission to open a separate account for a newsletter must be obtained in writing
from the Kingdom Exchequer. The Principality or Regional Seneschal, or the guild principal, fulfills the role of local
persm as specified in SFP II.B.

Special deputiesto either the Kingdom or Society Exchequer include Kingdom Heralds and other Kingdom Level
Officers who manage funds, War and other special event accounts, Kingdom Stock Clerks, Royal Chamberlains, and any
otherspecial functions not covered by the above categories.



Chapter 1: Basic Responsibilities

Entittesar e defined to be all of these things in general
branch, guild, etc.
The Populaceis defined to be the people in your branaudd (regardless of their membership status in the SCA)

whose money is entrusted to your keeping. (Populous is a condition of being peopled. Lands may have populace, or be

populous.)

[I. STATED RULES TO HOLD OFFICE
The following are the stated rules for ingldhe office of Chancellor of the Exchequer. Any additional training or

experience is a plus, but not necessary to the satisf at¢

A. Membership

You must be, and remain, a paid national member of the SCA or an affjetehtion in good standing. (SFP
ILA)
B. Age

You must beat the least the age of majority in your place of residbéecKingdom Exchequer approving must
know your age before approval. (CP 11.C.2)
C. Access

You must receive yourrplae ofrgsidenoed Bhis is t® ansureghatty@uhavedccess toany
news, changes in Kingdom Law, and changes to policy or procedure distributed via the Kingdom Newsletter. If you

dondt hold a national me mb e r s hi gociatehoaRamily)nhsoneond else atgourKi n g d

home must. (Corpora I.D.2, VII.K.3)

D. Approval

You must be acceptable to the Crown and Kingdom Exchequer. The Crown and the Kingdom Exchequer sign the
warrants for Exchequers within that Kingdom, including Deputgddatm&xchequers. (Corpora VII.K.1)

E. No Other Offices

You must not also hold the office of Seneschal of a branch or Guild principal of a guild unless you have a written
variance from the Kingdom Exchequer. (SFP 111.B)

It is strongly suggested that you notdhahy other office in your kingdom. This office entails significant
responsibilities. Holding other offices may become too much work, or create a conflict of interest.

F. Separate Place of Residence
You must not live at the same address as any othermrgigndtee accounts you manage. (SFP 11.D)

G. Non-Royalty

Royalty (King, Queen, Prince, Princess, Heir, or Heiress) may hold no other office during their reign. (Corpora
IV.G.8) Royalty may not be listed as signatories on any account. (SFP |I.F) Refirsdty &sdSovereign, Consort, or
Heir. This means that Kings, Queens, Princes, Princesses, and Principality higtitsenaagignatory on any Society
account while they are so titled.

If you, as an Exchequer, are entering a Crown tournament, yothakeudésignated a successor who is acceptable
to the Kingdom Exchequer and the Crown and ready to serve. If you win, then you can transfer the office in an orderly
fashion, and immediately remove your name from all accounts that list you as a signatory.

H. Non-Landed-Baronage

Non-Landed Barons and Baronesses (also known as Court Barons and Baronesses) may be Exchequers. Territorial

Barons and Baronesses may not be Exchequers (Corpora V.B.4).

[ll. ADDITIONAL REQUIREME NTS TO HOLD OFFICE

A. Responsibility
You must bevilling to be responsible for the financial activity of your branch, including but not limited to:
1 Receiving and disbursing funds as approved by Society and Kingdom Policy and the branch Financial Committee;
1 Denying funds for improper and unapproved esgs
T Keeping accurate records of the branchdés assets and
T Keeping track of and-castaassets;ai ni ng t he branchd&s non
1 Communicating frequently with the Kingdom exchequer;
1 Communicating as needed with the branch Seneschal, and
1 Submitting andublishing required financial reports as they come due.

Chancell or of the Exchequer Branc20070fficerf6s Reference
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Chapter 1: Basic Responsibilities

These requirements are |isted so that only those who
dondt do very wel/l for very | ong. & Wardnt FohmehavR e liptucé st f o
responsibilities included. Anyone taking this office needs to be aware of these responsibilities, and accept them willingly.

B. Neutrality

You must be willing to work with people, no matter who they are, and stay out ofitperenfi@ts. No one gets
along with absolutely everyone else all the time, but you must be willing to at least be civil with everyone. Money can be
a political tool if used improperly, and we must minimize opportunities for accusations of "plaigsy) atrothe
money.

C. Willingness to Learn and Follow the Rules

You must be willing to learn and understand the policies and procedures for financial accounting used by the Society
and your Kingdom, and willing to teach them to your deputies and successor.

This is to encourage everyone who takes this office to know how to perform the duties required by this office, and to
pass that knowledge on to their successors. Handbooks, even this one, are no substitutefer teaehing.

The person who is respdrie for enforcing the rules must also know the rules.

D. Training

Some Kingdoms require that a class be taken before a warrant may be issued. Contact your Kingdom Exchequer for
more information.

IV. WARRANTS

A. What Is a Warrant

A warrant is certification by thengdom Exchequer and Crown acknowledging your acceptability to perform the
duties assigned to you for a period of time. It is also a legal document affirming your relationship with the Society for
Creative Anachronism, Inc. When you are warranted, ydoekavassigned the responsibility to carry out the duties of
the office for a period of time.

A warrant may be issued by the Kingdom Exchequer and the Crown at anybtiameliexchequers and deputies,
singly or by roster. There is usually a limit omtineber of times a warrant may be renewed, but this varies by
kingdom. Warrants normally last for two or three years with options to extdye/gaar

There are two types of warrant: formal and roster. Both are just means of showing endorsenudficéd laold
one person can be on a roster warrant and have a copy of the formal warrant at the same time.

1.Formal

Formal warrants use the form that is in Corpora Appendix B. Exchequers use the Financial Warrant. These warrants
are one to a person. The fatns such that it looks official, outlines the rights and responsibilities, and can be shown to
people outside the organization as an official document.

2. Roster

Roster warrants are a document that list the office and term, contain the required sigdatugaslist contact
information for every person that fits that office for
organization as an official document.

If roster warrants are used and a person is dropped from the roster thatraptson must be notified in writing
that they are no longer listed on the roster warrant.

B. When Are Warrants Used

If the office changed hands before a warrant could be signed by all parties, this office is taken on a temporary basis
not to exceed theemonths. During this time, the officer is styled as "Acting" Exchequer.

Warrants must be applied for within 30 days of agreeing to take the office, preferably before the office changes hands.
There is a Request for Warrant Form available on the SC/ feebsitjuesting a warrant, or your Kingdom may have
a specific form they use. Please fill out the standard Request for Warrant form completely, attach the information
requested, and send in to the Kingdom Exchequer. It is important that you eitharaapiof your warrant, or that
you confirm that you are on the Kingdom Exchegiier 8s r c
you don6t have one, itds possible that t helyddiactienst or s a
undertaken ioffice. Alspyou may neeaWarrantwhen dealing with banks.

The following information is requested on the form: Identity, Verification, and Endorsement.

1.1dentity

Legal (modern) name, home address, mailing address (iftgifiereé home and/or work phone numbers are
required on the warrant form. Work phone number andileaddress are optional. This information is not normally
distributed except to officers and royalty.

Chancell or of the Exchequer Branch Officerfés Reference
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Chapter 1: Basic Responsibilities

2. Verification

We need verification that you are whosayuyou are. If your state or province prohibits copying these documents,
then have someone else witness the information and sign that they are witnessing the ID. Your local copy shops should
know the rules regarding copying IDs in that state.

3. Endorsement

We need to know that the Seneschal and anyone else required by your kingdom law and policy are willing to have you
as one of their fellow officers. A letter accompanying the warrant request form will show this.

V. FIRST DUTIES WHEN AS SUMING OFFICE

The firstthing you should do, after you agree to take the office, is apply for a warrant. Fill out a Request for Warrant
form (one is availablewatvw.sca.orgn t he Soci e t)ygetEhe cequizeq signatuies or plbtgre and
send them in to the Kingdom Exchequer.

The second thing you should do is go through the records. Organize them to your liking or leave them organized as
they are, but wunderstand the met hoding dffi€e, aarandeiwithayouc i a | r
Kingdom Exchequer to have one done as soon as possible.

The third thing you should do is find the most recent completed report, and try to do a report for the same time
period from the books. Compare what you did to the aceigd or t . I f itdés different, fin
what the filed report missed). Itds good practice for |

VI. REGULAR DUTIES

Regular duties include: managing the assets which have been entrusted to yeundadpigduds, assets, and
files; informing the branch of the status of the branc
status of branch accounts via branch newsletters or websites; reimbursing approved valid receipts; and protecting the
tax-exempt status that the SCA currently enjoys.

Other less weknown or acknowledged duties include preserving the reputation of the Society by seeing that any
debts incurred are recovered promptly; managing investigations into misappropriation wipasiag; Sanctions
when appropriate and necessary; and answering any questions regarding proper financial activity and reporting.
Recovering debts is covered in Chapter 11; investigations are covered in Chapter 12; and sanctions are covered in
Chapter 13.

The following procedures are designed to make your life easier, rather than harder. It takes more effort to guess than
it does to follow established guidelines. Above all, use your common sense.

A. Managing Branch Assets and Accounts

Branch money is kept inrthkaaccounts. Managing cash andcamh assets is covered in Chapter 4. Branches may
also have noenash assets, covered in Chapter 5.

Branches may have other accounts as well, such as safety deposit boxes, or arrangements with storage companies
Treat sadty deposit box accoumts any other two signatagcounts

Only signatories may sign checks. There is a difference between filling out the deposit slips and actually delivering the
deposit to the bank. Ideally, the exchequer should put together #iepiepage with the completed deposit slip. If
not, a signatory should do so. Actually bringing the deposit to the bank should also be done by a signatory. Some banks
will not accept deposits from someone who is not a signatory, especially for Begesitsh

1. Investment Planning

Most branches dondt have | arge amounts of money. I n ¢
invested to realize a return on the investment. There are several options available from banks, induding saving
accounts, CDs and money market accounts. Investment in stocks is not allowed without written approval from the
Treasureand/or Presidentf the SCA, Inc., as the risk to the principal is higher than any investment instrument offered
by a bank and theipcipal is not FDIC protected. All funds are to be kept in banks in recognized banking institutions.
(SFP IV.A)

First, figure out how much cash you need to keep in the checking account to do business. Frequent movements
between investments and checkingatpthe bills will remove the interest opportunity and perhaps cause extra fees to
be charged. Try to keep an amount equal or greater to the amount of ordinary expenses paid in a quarter or half year
period in the checking account so that if you needltiupds from investments, it would have to be quarterly or semi
annually, and you can plan for when your investments may become available to coincide with these time periods.

a. Savings

Most savings accounts dondt ¢efpiinepal Tims shduld benused todadddt un |
funds that need to be kept available at all times. Chances are that getting a checking account that pays interest would
be a better bet, but it is worth noting as an option.
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Chapter 1: Basic Responsibilities

b. Certificate of Deposit (CD)

CDs are verpopular as forms for saving money. Longer term CDs for larger amounts of money pay higher yields
in interest. One popular method is to have half of the total amount to invest in annual CDs with high yields, and the
rest in sermainnual or 3 month CDs thiadve staggering maturity dates. This way, every three or six months there is
an opportunity to pull funds from a CD coming due without penalty.

c. Money Market

Banks have different forms of money market accéwsume treat them like higield checking acunts, and
others treat them more like CDs. Investigate whether these investments would fit gonnedd @arsl not cause
undue charges if funds need to be removed at any time.

2. Budgeting

Some branches are definitely large enough to require anratargbdyudget planning. Each event should have a
pre-approved budget. Operational budgets need to be developed during the fourth quarter for the next calendar year.
Here are some suggested ways for developing budgets. Once approved, budgets shishédilie hébpopulace in
some manner, either in the branch newsletter, or on the branch website.

a.lncome

Most branches depend on event profit or expected demo income to fund their branch for the year. Make sure that
when you are planning events that angateg profit is built into the budget to make sure that it is part of the
targeted income when setting site fees.

b. Expenses

Most branches spend most of their operating expense money on office supplies each year. Some branches also
allocate funds for theiffwers to travel to kingdom training events.

i. Officer Travel

Officer travel funds are usually ea#fya branch wants to pay for their officers to travel to events they are
required to attend (such as to required officer training), the branch can@letehmonw much t hey dr e
contribute to that required travel and allocate that muchw&nto estimatihis expense te figure average
roundtrip driving distance at $0.14 per mile.

B. Communication

It is crucially important that you communicate vegltl often with your superior officers, and also with your fellow
branch officers. Lapses in communication always resultthmafefsstunate circumstances, and only make you look
bad. Too much communication is more often better than not enough. Hemearteols that assist with keeping the
Kingdom Exchequer and your fellow branch officers informed.

1. Kingdom-specific Exchequer Email lists

The Kingdom Exchequer may maintain an email list of all branch and deputy Exchequers, as well as other
knowledgeablpeople as he or she sees fit. This list will be used to disseminate news from the Kingdom Exchequer, as
well as for questions from the Kingdom Exchequer to help determine the best path or policy for certain situations. You
can use this list to post quess so that others may comment and help you find a solution. If you have a question that
is confidential, you can still email the Kingdom Exchequer personally.

2. Of ficersd Meetings

You should make every attempt to attend such meetings of the branch &ffinaysbe held during their term.
There may also be meetings of the branch Financial Committee, and these should be attended as well.

3. With the Kingdom Exchequer

You should contact and inform the Kingdom Exchequer of any issues arising regarding ratsapmfofunnds
immediatelyafter a problem is discovered. The Kingdom Exchequer updates the Society Exchequer, who includes a
section in their quarterly report to the Board detailing the status of ongoing investigations so being ahead of the game
and sendig it in a few days before the report to the Board is due (the end of the calendar quarter) will be greatly
appreciated.

C. Creating Advances of Funds

When someone presents you with a request for funds, first make sure the Financial Committee appemss] the exp
either individually or as part of a budget. If not, present it to the Financial Committee. They may approve it after the
fact, or reject it. Make sure that the estimated costs look reasonable.

Some Kingdoms have specialized advance request formpkedthfor signatures on the forms. If not, consider
creating one.
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Chapter 1: Basic Responsibilities

D. Reimbursing Recejpts

When someone presents you with a receipt, first make sure the Financial Committee approved the expense, either
individually or as part of a budget. If not, presdattiie Financial Committee. They may approve it after the fact, or
reject it. Original receipts are preferred; copies of receipts are acceptable if no originals are available; cancelled checks
credit card statements may be used only as a last résant adtlitional signed statement of what the expense was and
why there is no receipt. Use a Cash Voucher / Reimbursement Request Form to help organize these requests.

If the expense was approved, then attach a reimbursement request to the receipts Bdneial r eady att ac
on the form what it was for, the fund it is being paid from, the date reimbursed, and the check number. Receipts that get
reimbursed on the same check for the same type of expense (or from the same fund) may be combiteed in orde
reduce checks used. Some Kingdoms have specialized reimbursement request forms with places for signatures on the
forms.

If the receipts are attached to a Cash Advance Request Form, write on the form the date the advance was reconciled.

E. Creating Recepts

When we receive money of any kind, we should at minimum give a receipt to the donor. A receipt book should be
present at the gate of all events to provide receipts for those who request them. There is a suggested Acknowledgement

of Donation & Receippfr m avai l able on the Society Exchequerfs webs
any receipt will do as long as the following information is included: donor contact information, recipient contact
information, and donation description. Thereial so a | etter template available

www.sca.org, which thanks the donor for the donation. The more grateful we are, the more we will be likely to get
repeat donations.

NOTE: The donor provides the value for any norcashdonations.

There is no penalty for failing to provide written acknowledgement for contributions. However, the easier we make it
for people to donate, the more donations we will receive.

F. Keeping Records

In order for someone to pick up the office when gawud, you must keep orderly files. You are also required by
modern law to keep accuratestaydate records of all financial transactions. If you keep your records on a computer
systeminake sure that you regularly make and keep hard copy, aetéctronic backups

Remember that these records are public, and anyone can request to see them at any time. Schedule an appointment
with a person who makes such a request, and keep it. Y
Seneschal for bagk If the situation becomes hard to handle, refer them to your superior officer for arbitration.
Constant reports to the branch on the financial status will go a long way towards preventing these kinds of situations.

There are six items you need to keefhé files: Transaction Records, Reimbursed Receipts, Copies of Filed
Reports, Bank Statements, Financial Committee meeting minutes or notes, and Correspondence.

If your Kingdom maintains a web server or some other sort of central data store, cdegtrgmic &les there
periodically as an additional backup.

1. Transaction Record

The easiest way to maintain a transaction record is by using accounting package software or by hand in a columnar
spreadsheet. A checkbook register is a-redcdiced version af columnar spreadsheet.
2. Reimbursed Receipts

You may choose to keep track of reimbursed receipts by placing them in envelopes for each time period (such as
quarter, or year, depending on activity level), or by fund, or both (mark duplicate receipt€lgs tagehher receipts
that were reimbursed in the same check with information on the check issued, such as on an advance request form or a
funds request or cash voucher form. Keep all receipts for seven years. Event receipts may be kept ssfsrately to a
future event planning. Mark each file or envelope with the time period.

3. Copies of Filed Reports

Keep copies of all the reports you have filed for at least seven yedtss is for historical purposes, and also in
case the report gets lost in the m¥alur Seneschal will also have copies in case yours gets lost or destroyed (because
you have been giving them copies). Also keep copies of any Transfer Forms you have sent out for the previous and
current year.

4. Bank Statements

Keep all the bank statem&im your files (only send copies with your reports). Also keep any other correspondence
with the bank, such as bounced check notices, change in account notices, etc. If you use additional paperwork when
reconciling the account, keep it with the bankstats in your files for easy access.

5. Financial Committee meeting minutes or notes

Keep all the meeting minutes or notes from the Financial Committee meetings to prove approval of any expense or
other activity. If transactions are approved via emailppritite emails as proof of decision and put them in the files.
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6. Correspondence

It is a good idea to keep copies of all correspondence you send or receive for historical reasons. This includes your
Request for Warrant form, your Warrant, and printouts ehaaijs dealing with the office.

G. Participating in Reviews of Books

When you take the office, when you leave the office, and at least every two years in between, the books need to be
formally reviewed. This process compares the branch books and yopirostideres to current policy in effect. This
process is meant solely to ensure compliance with policy. Successful reviews reflect full compliance with policy.

H. Compliance with Corporate Requirements

Whenever there is a requirement for branches to complg wdtrporate requirement, the Kingdom Exchequer is
responsible for ensuring that compliance. The Kingdom Exchequer will Bearitleexchequer know what the
requirements are for any corporate procedures.

For example, if there is an event surchargdeict,efuch as a Nevlember Surcharge (NMS), you should send
copies of any forms used to report those surcharges as directed by the Kingdom Exchequer.

Any event held by a branch of the SCA, Inc. where there is a charge for attending will colieena®non
surcharge of US$3 or CDN$I branches are to collect this fee from anyone entering the event that cannot prove
membership in the SCA or an affiliated organization. This fee is then sent with event attendance information to the
Kingdom Exchequer or ¢fir designated deputy. Each quarter a report listing the events and attendance, along with a

check made out to O6SCA, |l nc. @, is due to the Corporate
. Deputies

Deputies are people that you apptonhelp you carry out the duties of your office. You are still responsible for
making sure that those duties get performed, even if 'y

your deputies.

It is required that you have an emergenaytgépomeone who can take over for you in case you suddenly become
unavailable for a period of time). If there is no emergency deputy, the responsibility for arranging for reporting falls to
the Seneschal until they can find a replacement Exchequdsolyur responsibility to train a successor to the best of
your ability. This handbook is intended to help with trainibgaatthexchequers. The emergency deputy may also be
your successor. This person should be able to understand your bookkéepirandytske over for you if you must
suddenly leave the office. Having a deputy also gives you someone to talk with about financial issues.

You may want to recruit additional deputies and assign them to specific tasks. Common examples are: Chamberlains

wWho take <care of regalia), Equi pment Masters (who tae@
maintenance), and Stock Clerks (who take care of inventory).

It is common for the branchds chat el aaslpamer garb oremdtd key
gear , but they dondt necessarily -oeeh dssansciadadndvarmeaan:

store the equipment; just keep track of where it is and its condition. They also usually arrangaforetitet@q
appear when and where needed, and to go back into storage after use.

Remember, the responsibility for fulfilling the duties of the office of the Exchequer rests with you and not with your
deputy. You can delegate the work, but not the obligjaioyou assumed when you accepted the office.

VII. FINANCIAL REPORTS

The U.S. Internal Revenue Service requires yearly reports. The Society requires quarterly reports be completed in
order to document transactions, and to help find any problems before-dfiyeard The annual report is called the
6 Domesdayd report. Your branchds report wildl be added
submitted to the U.S. IRShe Society requires reports from all branches except from thosé gra affiliate
organizatiorgat this timehe affiliates consist Bfnland New Zealan@ndAustralig.

The Society has standardized forms to be used for the quarterly and Domesday reports, called The Financial Report
Packet. Directions for completithg forms are in Chapter 7. Printable forms and Excel form templates are available on
the Internet, at the SCAG6s web site, http://www.sca.or

THE SECRET TO 10-MINUTE REPORTS

to complete the reports, just fill in the numbers on the report form. This advance work helps you completq the report
with much less thinking and remembeitiag would be required without the advance work.

1.Contents

Each page has on the version in the top left corner whether it is the Excel version or the pdf version.

If you are using the Excel version of the reports, the first four pages (Comparative tBaarad, Income
Statement, Primary Account Reconciliation and Chancellor of the Exchequer Contact Information) must be printed
out, signed and sent in along with any other documengatiorell asthe whole workbook must be emailed to
your reporting oftier. Kingdoms may require more.
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Chapter 1: Basic Responsibilities

If you are using the printed/pdf version of the reports, all pages must bésemt iha page has no data, write
0N/ AG, O6Not Applicabl ed, 6No Dat aéd, et c. tottrhow t ha
forms on both sides of a sheet of paper to save on po

a.Quarterly Financial Report Packet

Fill out the Financial Report with the financial activity calculated as either Sequential Nancharpril-
June, July September) or Cumulative (Jandaviarch, JanuayJune, JanuadySeptember). The start date is the
end date of the last report.

Every line and item on the report form is there for a reason. If you do not understandreguortthsks for
something or what it is, ask your superior officer. Also include copies of the reconciled bank statement from the last
month of the quartetf there is a problem with your report, the bank statements will help your superior officer help
yau figure out the problem. Kingdoms may require additional documentation be sent in along with the quarterly
reports. Contact your Kingdom Exchequer for the requirements in your Kingdom.

b.Domesday Financial Report Packet

You will be sent a copy of the Fioan a | Report Packet with | ast year 8s
Exchequer. You may be sent the whole packet or just the Comparative Balance Statement. Or you may receive via
email the report workbook with the starting numbers already populated.

DONOT CHANGE LAST YEAROGSadNUMBE®RISGS numbers are frozen,

from what you submitted for a variety of reasons possibly unrelated to your report, suepesiodroansfers. If
there was a mistake, contact your Kingdom ExchBajuguidance. Complete the forms using the financial activity
for the entire year.

If you have done your quarterly reports as Sequential (do the fourth quarter report just like the first three), you

should be able to add up each item orinbeme Statenent. Use the first period previous numbers and the last
period ending numbers on tBemparative Balance Statementand balance. The separate fourth quarter report
does not need to be included with the Domesday report unless you are having problednisedipd nee

If you have done your quarterly reports as Cumulative, you should be able to justhagplcatter Activity and
balance.

Also include copies of the reconciled bank statements from December. Some Kingdoms may require additional
documentation beent in along with the Domesday. Contact your Kingdom Exchequer for requirements in your
Kingdom.

2. Distribution

Send your reports to the Kingdom Exchequer and your Seneschal or Guild Principal. Your branch may have
additional people who are required tolgstreport (such as the Baron, or the Baronial Exchequer if you are a Canton
of that Barony). Society Financial Policy requires that you make an annual written report to your branch or guild, which
may be published in a newsletter, or simply handedroatled to the populace. Other reports may be required by the
branch or guild. The first two pages of the Financial Repompg@rative Balance Statementand Income
Statemen) are sufficient for publication.

3. Due dates

Quarterly reports are generally duermoosth after the end of the fiscal quarter. Contact your Kingdom Exchequer
for the reporting deadlines for your Kingdom. You may ask for an extension if there are extraordinary circumstances,
but call or email the report recipibefore the report is due\otification after the fact will not be treated as leniently,
especially during Domesday season, when you risk losing your warrant.

4. Failure to Report

If an Exchequer fails to turn in a report as scheduled in Kingdom Policy without prior notice, endoftan
extension, that branch or guild may be put on suspension by the Kingdom Seneschal after notification of the Crown and
the branch (at least one of: branch Chancellor of the Exchequer, branch Seneschal, or the landed Baronage if applicable).

Suspasion typically means that all scheduled events for that branch are removed from the Kingdom Calendar, and all
Soci ety sanction is removed from that branchds activit)]
mail. Telephone oregltronic means may also be used, but they do not substitute for notification in writing. Suspension
will last until the completed reports have been correctly filed.

Upon the second such occurrence caused by the same officer, a new Exchequer musebdagdomniting by
the branch or guild to the Kingdom Exchequer before the suspension may be lifted. See IX.C below. Extenuating
circumstances can be taken into consideration once they are known. If you are having problems, call your superior
officer.Ift hey candt help or arend6t available, call their suj
helpf i x what they donét know is broken.

VIll. OTHER REPORTS

Your Kingdom may require copies of event reports be turned in to the Kingdom &xohegdeputy. You will
also need to report attendance to your Kingdom Exchequer when you send in any Corporate Surcharges. Contact your
Kingdom Exchequer so you can meet their expectations.
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IX. MAINTAINING FILES

The files should contain a history of acteiityer back to 7 years, or for as long as the branch or account has existed,
whichever is less. Each file should contain:

Fileddsigned Domesdayeports, including the corresponding bank statements and any other supporting records.
Copies of any letteos emails received from the branch officers or members.

Copies of any letters or emails sent to the branch from the Kingdom Exchequer.

Documentation of any sanctions or investigations that have taken place.

Signed Review of Books forms.

Filed quarterly ports for the previous year.

Copies of ID submitted when applying for a warrant.

Copies of signed signature cards and supporting ID for signatories.

ONoo~WNE

X. REMOVING FILES

Once 7 years has passed, you can archive the records somewhere safe, burn themmoiPdbase gteed and/or
burn any ID information after 7yedrst doesndt need to be archived. Donét
as some of it can be identifying information and could be stolen and used in identity theft. Also, if yanlkchange
accountdurn or shred any wmsed checks and deposit slips.

Things that shoulchot be shredded are receipts from reported items (depreciable equipment and regalia), or
documentation regarding sanctions.

Xl. SELECTING A SUCCESSR

Each branch has their owvay of selecting officers. It is important for the Exchequer to be approved by the
Financial Committee, even if they are not selected by that Committee. In emergencies, the Exchequer emergency deputy
can assume the duties of the office, but a normatisidhgeand application process should then begin to find a more
permanent replacement.

Xll. LEAVING OFFICE

A. Voluntarily

You have the option of leaving office at any time. However, remember that the account must be reviewed when you
leave office and you are riegd to turn over all records within thirty days (SFP VI.C). If you are leaving office when a
report is due (especially the Domesday report), please consider helping your successor compile the report to ensure that
everything is balanced when you leave.

B. By Request

If it has been requested by anyone other than the Kingdom Exchequer or the Crown that you leave office for reasons
with which you dondét agree, contact your Kingdom Exche
only theSociety Kingdom Exchequer or the Crown may remove an Exchequer "for cause". If you receive such a
request verbally, ask for a letter detailing why you are being requested to give up the office. Contact your Kingdom
Exchequer as soon as you receive any suclstregweaiting. No action may be taken until the request is placed in
writing and received by the Exchequer who is being requested to leave office.

C. Removal for Cause

Any Chancellor of the Exchequer may be removed at any time for any of the followsig reason
1. Violation of modern laws and regulations
2. Violation of Society ByLaws and Policies
3. Failure to comply with Kingdom Law and Policies
Actions that violate modern laws and regulations will result in the Exchequer and the evidence being turned over to
themodern | egal authorities. | mmedi ate revocation of the
The Kingdom Exchequer (or a designated representative) will attempt to resolve problems relating to compliance
with Society Biaws and Policies, or Kingdom Laws andtiesl Most cases are not intentional, but instead just a
matter of not being informed of the-Bgw, Kingdom Law or Policy being violated. In some cases, a variance may be
issued to allow for continued operation either until the problem can be casraotéitian alternate solution can be
found and approved. If, after several attempts, the problem is still not resolved, the Kingdom Exchequer may revoke the
Exchequerf6s warrant, the c aulsaw, KingdormlLgw, or Padiefter aatificdationu ed v i o |

D. Dissolution

If your branch will be ceasing operations, the assets need to stay within the Society, or be given to another U.S.
501(c)(3) organization. You may not spend all the money on a party for your branch Awutaiidationwill be
required from the Society Exchequer before branch funds dsbursedyou will still need to complete the yead
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report packet for that year (your ending net worth must be zero after you have distributed the assets). There are several
optionsfor distribution of assets:

1.Kingdom

You may transfer the money and any other assets to the Kingdom Exchequer. They may hold them either until your
branch rorms, or distribute them as they see fit.

2. Another Society Branch

You may transfer the money ang ather assets to another Society branch, which will use or distribute them as they
see fit.

3. Another U.S. 501(c)(3) [notprofit] Organization
You may transfer the money and any other assets to another U.S. 501(c)(3) organization, which will @se them as th
see fit.

4, Combination

You may transfer part of your money and other assets to the Kingdom, another part to another branch, and the rest
to another 501(c)(3) organization. Any combination of the above options is perfectly allowable. Make sure that your
financial committee approves whatever distribution you do, and obtain receipts to prove your donations.
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CHAPTER 2: FINANCIAL COMMITTEES

Financial committees make the financial decisions for the branch or guild. The branch Exchequer is responsible for
working with the branch administration to create and maintain branch financial policies. SFP states that the Exchequer
and the branch or other warranted Seneschal are required to be on the committee. This committee may contain only
these people plus one othar it may be expanded to include any number of additional people, up to and including all
of the officers, or members of the branch or guild. It is a good idea to make all the signatories members of this
commi ttee, even t hou g lbsualhbe paBicdpatingin tye cdmxnittde eligcussions. wo n & t

The Kingdom Exchequer does have the authority to ove
decision would violate SCA branch financial policy, violate our 501(c)(3) statusirojgmgaitdy, or would violate
IRS regulations or Kingdom law. Any such overruling may be appealed to the Society Exchequer. The Society
Exchequer has the authority to overrule decisions of the Kingdom Financial Committee for similar reasons. Any such
overiuling by the Society Exchequer would be appealed to the Treasurer.

The financial committee is responsible for two things: setting financial policy for the branch or guild, and approving
all financial activities.

I. FINANCIAL POLICIES

Branch Financial Polisiecannot contradict or loosen any part of Society or Kingdom policy. An example of a
Branchds Fi nAmyparchases ofRepd200.0¢must be:apptoved by the wholé branch.

A. Kingdom Financial Policy and Precedence of Law

Kingdom Financial Polige f al | within the Precedence of Law as pub
Policies approved by the Board. This puts Kingdom Financial Palioi@she ByLaws of the SCA, the Corporate
Policies of the SCA, and Corpora. This also puts ¢timddnhancial PolicieboveKingdom Law. Thus, Kingdom
Financial Policy would overrule any financial sections in Kingdom Law, but cannot reverse, overturn, or loosen any
restrictions that are in the-Bgws, the Corporate Policies, or Corpora. Theyaalsotaeverse, overturn or loosen any
restrictions that are in the main part of Society Financial Policy.

B. Philosophy of Policy Creation

Policies should be created with an eye towards a) convenience to all people affected by these policies; ib) incentives fo
compliance; and c) disciplinary actions forcoompliance.

Policies should have a stated benefit in order to exi
enforce compliance only makes things worse. Look towards the peoplt affdud problems to see what they think
wi || solve the probl em, if they havendt already found

Remember, Branch financial policies can be more restrictive than SFP and Kingdom Financial Policy, but cannot
reverse or make Iser any higher requirements.

The Kingdom Exchequer is responsible for guiding the branches in making their own financial policies. Each branch
should have a written financial policy. In small branches, this may be put off until they are larger de,rbote stab
having a written financial policy will always prevent more issues than not having one will. Here are some guiding
principles fobranchfinancial policy development.

1. Financial Committees are supposed to make things *easier* for branches tesdp hoisirarder, by involving an
optimum number of interested and trusted people in the decision making process, while not bothering those that
just dondot care.

Bottom Line: In Financial Policy, the Branch invests the Financial Committee with thetauttak@yfinancial
decisions on behalf of the Branch. Thigjisaal thing.

2. The Branch controls the selection of the first financial committee by approving the first financial policy, which
outlines the composition of the first Financial Committee.

3. Financal policies may be structured that any changes to it are controlled by the branch paid membership (not just
the financial committee), including any changes to the composition of the financial committee. Financial policies
may be structured so that any geanto it are controlled by the financial committee. It all depends on how
comfortable the branch is with the financial committee composition and how much they trust the people holding
those positions.

4. Financial Committeenust involve the officers who aresponsible for the financial health of the brartble
seneschal and the exchequer. A financial committee needs only one other person to make an odd number of
members to avoid tie votes. Any other branch members who are interested may be a pamaradighe f
committee, but it is not required. Any other branch members or officers who the rest of the branch thinks should
be a part of the financi al commi ttee may be a part,
does not want arperson who is not the seneschal or exchequer to be on the financial committee, they do not get
to be on the financial committee no matter how much they want to be.

5. ltis not required that every member of a branch be a member of the financial comm#teedSo, some don?d
is left up to the individual branches to find what serves their needs best.
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6.

It is not required that the financial committee be the final authority, nor is it required that the financial committee

not be the final authority in approgin f i nanci al matters. Branches may wuse
issues so that the entire branch considers only large issues ready for approval. Branches may use their financial
committee as the final or only approval authority.

Only paidmembers may be on the financial committee. If a branch decides that all paid members of the branch are
the financi al commi ttee, thatds fine. I f there are st
large or as small as the brawelnts, with a minimum of three. SFBpiscifically left vague to suit a number of
kingdomds needs.

A prudent financial committee that is a subset of the branch membmekwiiure that all of its meeting notes

are made public if the meetings themselke not, and that potentially contentious proposals are put to the branch

for discussiobeforethe financial committee votes, so that once everyone has had their say, the vote is done and is
final (no appealing, waffling, wailing and/or gnashing bj.teet

Lastly, all the SCA can give a branch is the minimum requirements and a framework for a branch to use. The
branch fills in the details themselves. Most branches do not want the Kingdom Exchequer to make their financial
policy for them. Branch memberhioul d be able to figure out how to aprg
themselves, from among the few members of the branch that are interested in this process. Hundreds of other
branches ready have.

C. Minimum Requirements for Branches

According® SFP VIII, all Financial Policies must include:

1.Composition of the Financial Committee

Kingdom financial committees must have as members the Kingdom Seneschal and the Kingdom Exchequer. The
kingdom is free to have as many or as few members as it vaaleesgr lit must have at least these members.
Kingdoms are free to choose any method for determining additional members of the financial committee; however,
the Kingdom Financial Policy must state how this is done. Some kingdoms may have the mininmay, agkers
the entire slate of kingdom officers or have some method for appointing members.

2. Terms of Financial Committee members

| f the committee members arenot of ficers, it must b e
they are officerand t he term doesndt match the term of of fice
committee.

3. Timeframes and methods for meetings

There needs to be specified how often the committee meets, who can call the meetings, who runs the meetings,
and anyther meeting arrangements that are required.
4. Timeframes and methods for action approval under normal circumstances and in emergencies

Kingdom Financial Policy must state how budgets and expenditures are approved. Royalty vetedl as one
members oftte royal family must agree on their vote as they only get ong¢heotaly exception is committees
with five or more voted in that case the heirs may have a separate composite vote from the sovereigns (SFP VII.F).
Possibilities include unanimous vebasensus, 2/3 majority, etc.

This section could also include what is expected in
any dollar amounts. Changing dollar amounts would require Board action, as it would be a changis,to SFP. It
however, recommended that any policies governing the reimbursement of Royalty for travel, office expenses, etc. be
included in the Kingdom Financial Policy.

5. Reporting requirements and schedule for reports to the branch administration
Specify what repis are required and when they are due to whom for the Kingdom accounts.

6. Timeframes and methods for review and revision of the financial policy
Financial Policy should be reviewed regularly. Specify how often this is tc beatgnear, every reige, e

7. Methods for controlling cash receipts

If there are any special cash handling procedures or specifications that apply, they should be included in here. Not
all kingdoms run events through the Kingdom account, so this may not apply at the Kingdnm itestebuld
always be included at tiranchlevel.

8. Any policies regarding event admission charges or complimentary passes

If there are any special customs regarding who is not charged admission to events, they should be included here. It
is important tht any entries under this category have to béakest small countable groups, angeleltting (a
person can choose to meet the requirements and be included in the group), but fi@tseers&ramples are: the

Royal family, the autocrat, the heaWdo k , t he gate staff, the branch office
household, the branch, all fore mb e r s, a |ist of the seneschal s friend
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Agreeing on who is included and how they are determined for each event in advangentfwhkadways
prevent problems on the day of the event.

D. Kingdom Financial Policy Additions

It is the duty of the Kingdom Exchequer to work with the Kingdom Financial Committee to make and enforce any
specific policies effective in that Kingdom in amidit SFP.

SFP includes Kingdom Financial Policies as a part in order to give precedence to them with regards to Kingdom Law.
A side effect of this is that the Board of Directors, at the request of the Society Chancellor of the Exchequer, must
approve anychanges to Kingdom Financial Policy. Current SFP including all the policies for the Kingdoms,
Interkingdom Events, and Society Offices is available from the Corporate Offigenor.sma.orgn the Society
Exchequer aee

Kingdom Financial Policies must include, in addition to the normal financial policy sections:

1.Reporting requirements and schedule for branches within the Kingdom
2. Any additional financial policy requirements for branches within the Kingdom
3. Any additional policies desired by the Kingdom Financial Committee

E. Implementation Procedure

Any proposed changes to Financial Policy must be discussed with the Kingdom Exchequer before implementation.
When it is decided to change Financial Policy, the changes shdislmibuted to the populace of the branch for
comment , either by letter or email to the popul ace or
rule that iisndét published.

Once the financial committee has approved the revisions twatiedi policy, a copy of the revised policy with the
signatures or emailed approval of the committee members should be sent to the Kingdom Exchequer.

Once the Kingdom Exchequer has approved the changes to the Financial Policy, it should be mautetheailable
branch webpage and changes published in the branch New:

F. Review of Branch Financial Policy

The Kingdom Exchequer may review the branch Financial Policies periodically, and make recommendations f
changes to be presented to the branch Financial Committee to discuss. If the Kingdom Exchequer finds that a section
of a branch Financial Policy violates or contradicts Kingdom Financial Policy, SFP, CéaparalREs/ regulations,
or Board decisionshe Kingdom Exchequer megquirethat the branch remove that section of the Financial Policy
after informing the branch Financial Committee of the violation.

II. APPROVING FINANCIAL ACTIVITIES

Ideas can be brought to the committee for consideration frameafrgmember, the committee can be the entire
member ship of the branch). Examples are: OWe want to
using subscriptions. o6 o0We want to buy @ prppased fihanaah. 6 He
activities.

A. Majority Vote, Unanimous Vote and Consensus

Majority vote is where the count of votes to pass is more than half of the total possible votes. Unanimous requires
everyone to vote for the item to pass it. Some branchesouag atpercentage of votes to pass between majority and
unanimous, such as tthords or threequarters. When there is a formal vote for an especially contentious issue, there
can be winners and losers. Care should be taken that having one groupaainstapily losing out on their views for
votes doesnd6t alienate them unduly.

Consensus means that there is no substantial objection. Consensus is where, rather than asking for yes votes, there is
a request for objection to the item. If there is no ohjedti@ item passes. If there is objection, the objection is
discussed and the question asked again until either the item is dropped or the item passes. Consensus only works where
there is a feeling of teamwork rather than factions.

B. Appearance of Fairnessral Objectivity in the Decision

The main thing to avoid when approving financial activity is evapptsaranceof unfair personal benefit or
influence. Make sure that all decisions are made fairly, objectively, by more than one person, and tof tie benefit
branch. If a branch member is involved personally in the transaction (either as buyer or seller), treat them as any other
vendor outside the branch. Make sure t hatmakingprgcess.ondt h
Make ste that the price being charged or paid is not significantly different from what anyone else would charge or pay.
Finally, make sure that everyone interested has a chance to buy or sell whatever is being discu8sed nar r ow t
field unfairly. Takinphese st eps wi ||l help to ensure that there won
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C. Sustainability of the Activity

The second main thing to consider is whether the expense is a single occurrence or a repeating occurrence. Repeating
expenses should be lodka in the long term as to how it will be funded. It is important to note thetttinecessarily
bad financial planning to have the branch decide to completely fund a repeating exfetsénéncial planning if
there is no thought of how to tape that money as it is used up in order to not eventually bankrupt the branch.

An example of a repeating expense is site rental for weekly fighter practice. There are as many different cost levels for
this as there are branches in the SCA. Some aenfrseme are quite costly. The goal is to make sure that the branch
wonodét bankrupt itself funding it. One way is to perfor
payments. Another is to ask for donations from the attendees td difset br anchds expense. At
weekly charge by the number of attendees and collect money until the charge is covered. A fourth is to set a weekly price
and keep it in a dedicated fund used to pay for the site.

D. The Activity Is Not Contradictory To Our Purpose

An i mportant thing to consider is that the proposed a
purpose: education andareation of prd 600 Western European culture.

E. Allowable vs. Desirable

The last thingat consider is that there is a difference between allowable and desirable. There is a difference between
allowable and desirable which is where some people might get an incorrect impression of either their duty as exchequer
or the decisions an exchequer esaklThe Exchequer may absolutely veto any item that @lowatble The
Exchequer does not need to agree that the itdesiigbleif the rest of the Financial Committee agrees that it is
desirable.

There are certain things ganotdo with our fundsThe exchequer determiraiewable

There are a lot afther things that we maybe shouldn't do but are still allowed: buy something unnecessary or buy
something necessary at that price or at that time. Desirable depends on your viewpoint. Thendnarath's fi
committee (at least three people) determiesisableas a team. They have to, by a majority, agree that the purchase
should be made before it can happen.

Example: If a shire decides to spend $500 on plgtéd gerencrusted wubbie in a veHiaed oaken box with
leather bindings that they only take out once a year to wave around for five minutes to show everyone that they have it,
they can. It's a pretty useless item to most of us, but if it has some significance to the branch arad toenfimisteel
approves the purchase, they can have it. Their justification could be that makingptaedygdrencrusted
wubbie with the velwéined oaken box with leather bindings was a medieval project so that branch members could learn
medieval &hniques for golglating, geamounting, velvelining, boxmaking, and leathbmding. They don't need
one as long as the financial committee approves it (even if the exchequer votes against it).

Example: If a shire decides to spend $500 on a seted kmi the chef's guild but they only have one event a year,
that's fine. It would be good if they shopped around to see if they could get the same or similar set of knives for less
somewhere else, but if they have to have it now, and the financiatesomppitoves the purchase (even if the
exchequer votes against it), they can have it.

Example If a shire decides to accept a $10,000 donation from someone with the stipulations that a demo is
performed every year for the next five years at a fairthgéhdbnor holds with at least 10 fighters attending, an
ironwork and cooking demo with brick ovens, and at least 7 period tents showing different medieval crafts, otherwise
the shire will have to pay for professional demonstrators of the missing ifearcaad they think they can commit
to those requirements, then they can accept the donation. It may not be seen as a good idea by others, but if that
branch's financial committee thinks they can fulfill those requirements and accept the constmyedoay,ithen
they can accept the donation with the stipulatidris. example shows a donation that is allowable but not really
desirable.

Exampleif the donation depended on providing mead for madrigal dinners for the next 7 years, then we couldn't
accept the donation because alcohol was involved.

If the donation specified that the donation (all or in part) must be returned if the stipulations are not met, we cannot
accept the donation because once money is donated to us, it can't be retumehteduler ould have to deny the
donation for the last two versions
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CHAPTER 3: REVIEWS OF BOOKS

The books of a branahust be revieweadhenever the office changes haAtlsaccounts must be reviewed at least
once within any three year period. (SFP Xthisreviewmay occur at an event, or in a private meeting.

The review will consist ofraeeting between thieviewer (a warranted exchequer who is not active in the branch
being reviewednd is acceptable to the Kingdom Exchgqi&#P XV.B)and a witass (who can be the branch
exchequer, but does have to be a branch offsd&?) XV.C)

Thisprocesss s designed to be a pleasant experience for all
accounting sense of the word.

|. SCHEDULE THE REVIEW

Contact thaeviewingexchequer to set up a mutually convenient time for the ré€kewingdom Exchequer will
either conduct the reviews personally, or assign a reviewing deputy to handle the process.

A branchevent is usually where these reviesvdane. These reviews usually take from one to two hours, depending
on the size of the branch and the quality quantitpf the files.

If you cannot attend the revielwe emergency deputy excheaagr attend in your pladethe emergency deputy
¢ atatfend, the branch seneschal can serve as the witness. If you are not there, the wiidesd\shblédo contact
you by phone for questions during the review.

If you, your emergency deputy, and the branch seradbcduahot attend, the review shibe rescheduled to at time
when one of you can attend.

Il. PREPARE FOR THE REVI EW

Go through the files and make sure that they are relativeRrimeaiut your financial policy and any procedures
that are used in your branEmish any filing that may betstanding.
According to SFP XV.D, these are the topics that will be covered:

A. Financial reports submitted
You should have copies of all financial reports submitted by your branch for the last three years in your files.

B. Event or other activity reports agquired by kingdom policy

You should have copies of all other reports submitted by your branch for the last three years. This includes event
reports, NMS reports to the Kingdom, and any other reports as required by your Kingdom Financial Policy or your
Kingdom Exchequer.

C. Warrant and membership status for the financial officer and the emergency deputy

You should have a copy of your warrant (single or roster), as well as for your emergency deputy, in your files. You
should be able to show your membershiptoethe reviewer as well.

D. Training needs for the financial officer(s) including access to handbooks

Write up what training you have received from your predecessor or from a standard kingdom training process. Show
that there is access to the most readitibe of the Branch Exchequer Reference Handbook, either on paper, or on
line.

E. Bank account setup and status (including signatory verification)

You should be able to show the checkbook and bank statements. If you have copies of the signatureecards, includ
those as well. If you have documentation from the bank regarding the type of account(s) the branch has, include that as
well.

F. Ledger maintenance and bank account reconciliation
You should be able to show the ledger and account reconciliation prabestedier is online, print it out (it
should be printed out quarterly and filed anyway).

G. Transaction documentation, including deposits, receipts, advances and advance reconciliation
You should be able to show your filing system for advances and recondéjaosits and reimbursements.

H. Financial committee meeting minutes and decisions, including budgets and special votes

You should be able to show minutes of financial committee meetings, including printouts of emails. You should also
be able to show apmpved budgets and any documentation of extra financial decisions such as emergency expense
approvals.



I. Financial policies in effect (local and higher)

Print out your branchds financi al policy. obédelpfucan pri
during the review as well.

J. Special purpose and dedicated funds

You should be able to show documentation for all dedicated funds in your account, including primary and secondary
purposes.

K. Cash control procedures

You should be able to show doamntation for how your branch runs event gates and handles other income to the
branch.

L. Asset management procedures

You should be able to show documentation for how your branch migsiagesash assets, such as inventory and
equipment.

M. Correspondence

You should be able to show that any correspondence for the office of the Exchequer has been answered
appropriately and in a timely fashion.

N. Progress on action plans from prior reviews

If this is not the first formal review, and there was an action plarh&bprior review, you should be able to show
progress on the items in the action plan.

[ll. CONDUCT THE REVIEW

Sit with thereviewerand anyone else who wants to watch, such as the Seneschal and any deputy Ekehequers.
Review of Books Report is availablenftbe Society Exchequer websitgvaiv.sca.org

A. Cash Asset Management
Items to be reviewed include but are not limited to:

1 Confirm that bank accounts are set up correctly. Review the use of the method of accdurgechntro
such as doubkgnature accounts. Check for signature on the reconciled statements by the Seneschal or
Guild Principal, or that the statements are sent to another address for initial review. Check the list of
signatories, and the methods of re&erping used for reports and receipts.

1 Check that deposits have been made within the limit set by SFP and Kingdom Financial Policy. Compare
the deposit dates to the dates of the events that have been held.

1 Check that receipts for expenses are propeipte¢from stores, post offices, etc. with a minimum of
copies of cancelled checks or haritten receipts), and are kept in an orderly and logical fashion.

1 Verify that backups of all electronic files are made and filed periodically. Check thatebenhastual
report was published to the branch populace in some form.

1 Review any specjalrpose funds, outstanding Cash Advances and Receivables, and Cash Management
procedures used at events.

1 Check Kingdom Financial Policy for any additional standard

B. Non-Cash Asset Management

Check for the presence of tBeanchExchequer handbook in the files or available via download. Check for the
existence of an equipment list, which indicates proper tracking-adshoassets. The list itself can be cheéked, i
necessary, to make sure it iso4gate.

C. This Branch's Financial Policy

Review this branch's Financial Policy, if it exists. Check to make sure it doesn't countermand any part of Society or
Kingdom Financial Policy. Check the composition of the Fih@ooemnittee and the decisioraking process. Check
budgets and compare against actual amounts. Make sure that all required parts exist according to SFP VIII.

I f the branch doesndt have a financi al Ipabhasicéinanciaind t he
policy that they can use to create their own. Make sure the Kingdom Exchequer is informed that the branch is working
on a financial policy.

| f the branch doesnét have a financi al processes Jor and t |
approving expenditures to make sure that all appropriate steps are taken during their processes.
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D. Current Variances

Investigate any situations that may require variances, and verify that all current written variances are still required. If
anynew situations have arisen which require variances, the branch exchequer should apply to the Kingdom Exchequer
for them at this time.

IV. RECORD THE REVIEW

Fill out and sign the form used. Make copies for both your files as well as the exchequer &itgsy fordttze
branchSeneschal. Copies for the regional or Principality Exchequer would most likely be appreciated as well.

V. ACTION ITEMS

If a variance is necessary, the Kingdom Exchequer may grant one in writing, and it becomes part of the files. If a
varance currently in effect is no longer necessary, the Kingdom Exchequer removes the variance.

Occasionally, a more thorough review will be requested. A thorough review will entail all of the above items, just in
more detail. Anyone can request a thoroughrew of a branchés books; however, c
reasons for the request are reasonable. Frequent requests for thorough reviews must be themselves reviewed to make
sure there are valid reasons for the requests.

VI. REVIEW OF BOOKS REPORT

This form is used to record the results of a meeting between a branch Exchequer and superior officer. A review of
books takes place every two years, or during a change of officer, whichever is sooner. This process is only to check the
status of an accoyrand will most likely not encounter any errors. It is designed to be a pleasant experience for all
people involved, not just another chore or an dauditd |

Fill in the name of the branch at the top. Mark the answerht@eeastion in the box on the form. Use the back or
additional sheets to attach descriptions. Usually, any NO answer will require attachment of a description of the situation.

Under Section A, items 8 through 10 are topics for discussion. This is rheaant twpportunity for both people
involved to learn from each other by sharing their experience dealing with these matters.

Section B asks if a copy of this handbook is included in the files, and if there is a current equipment list. Sections C
and D arenore opportunities for discussion.

The Reviewing Officer and the Branch Exchequer should then sign this form. Make a copy for both of you to keep in
your files.
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CHAPTER 4: MANAGING ASSETS06 CASH

The Exchequer is ultimately responsible for the custodsafeheeping of all assets. These custodial tasks may be
delegated; however, this delegation does not in any way diminish this responsibility.

There are three different types of "cash" asset:-o8#4stmd, primary accounts, and secondary accountsncash
Hand is urdeposited cash or checkermanent Caskon-Hand (also known as Petty Cash) is not allowed
without a variance from the Kingdom ExchequerThe account that handles most of the transactions is called the
Primary Account. Primary accounts are fitf@dy checking accounts. Secondary accounts are usually savings accounts,
Certificates of Deposit (CDs), money market funds, and occasionally investment accounts. These accounts are allowed
as specified in your Kingdomds Financial Policy.

Note: Check wth your Kingdom Exchequer before opening any account. Branches that have not been recognized as
full-status, such as incipient branches, may not open their own bank accounts. (SFP II.B)

|. OPENING BANK ACCOUNT S

This section covers opening bank accounts kslibat follow U.S. rules regarding banking. Local law supersedes
any of the guidelines listed below.

O0ATMG6 and debi t. Youammay Bavea depesifyrcard if yiour baekdoffers it, but the Kingdom
Exchequer is required to verify that thifor deposit purposes only.

The SCA, Inc. is exempt from backup withholding. Make sure to mark on any signature cards or corporate
resolutions where there is a question about backup withholding.

Web access to doudignature accounts is allowed ONLYHE &ccess is readly. If one person can move funds
into or out of the account over the web on a desifglgature account, then web access is not allowed.

A. Bank Account SetUp

The Society Financial Policy states that the following requirements are ynfndatery type of bank account.
They will be checked during every review of books:

1.The account must be titled as "The Society for Creative Anachronism, Ine.<y our br anchds name>"
IV.A)

2You must use the Societyds Tapenirthe banksngbverned ander &y acco
banking regulations. (SFP IV.A)

The SCAO0s Ta x-16898356nAll atboants inicauntriglother than the U.S. will comply with their native
corporate and banking laws. Contact your Kingdom Exchequer forguidaese situations.

3. Electronic fund transfers out are not allowed. (SFP 1V.D)

"ATM" and debit cards are prohibited. EFT transactions are prohibited without permission from the Society
Exchequer. You may have a degmdiy card if your bank offers iytlthe Kingdom Exchequer is required to verify
that this is for deposit purposes only.

B. Signatories

Signatories are those people who are authorized to sign for deposits or withdrawals on any bank account. As long as
the signature(s) on the check or baigk ehtch those on the signature card held by the bank, the transaction is
approved. Most signature cards have spaces for officer titles. Modern equivalent titles for Society offices can be found
below. Under no circumstances may "Director”, "Chief Execfiicer" (CEO), "Chief Financial Officer" (CFO) or
similar titles be used branchaccounts.

Signatories do not have to be on the Financial Committee (although they could be), and Financial Committee
members do not need to be signatories.

The followingequirements are stated in Society Financial Policy, and will be checked during every review of books:

1.All signatories on the account must be paid members (sustaining, associate, or family) of the SCA or an
affiliated organization for as long as they arésted as signatories. (SFP V.A)

These people are basically deputy Exchequers, and must be and remain members of the SCA in good standing.

2. At least two officers of the same branch must be listed as signatories, as well as the Kingdom Chancellor of
the Exchequer or a designated representative. (SFP V.B)

For nonbranch accounts, the officer and another local person must be listed as signatories, as well as the Kingdom
Chancellor of the Exchequer or a designated representative. For a Kingdom accouigtyti@h&amllor of the
Exchequer must be a signatory. Additional local signatures are allowed; however, there should only be one checkbook to
keep check writing under control. Kingdom accounts must have the Kingdom Exchequer, the Society Exchequer, and
theKingdom Seneschal as signers, at minimum.
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3. Signatories must live at separate addresses. (SFP V.D)

4. Current Royalty may not be signatories. (SFP V.F)

Royalty for these purposes include Kings, Queens, Princes, Princesses, and heirs to Territotias.PFineipali
Society Exchequer may grant variances to this item. If a signatory to an account becomes a member of Royalty, then
they must be immediately taken off the account as a signatory.
5. Signatory equivalent titles

Signature cards, which require titlem,lsl use the following table to find the correct title to use:

SCA Office Name Modern Legal Title
Seneschal Chapter President
Exchequer Chapter Treasurer
Chatelaine Marketing Officer

Deputy Exchequer Deputy Chapter Treasurer
Herald Research Offer- Heraldry
Minister of Arts/Sciences Research Officer

Kni ght 8s Mar s hSaféty Officer
Chronicler Chapter Secretary
Archery Marshal Deputy Safety Officer
Chirurgeon First Aid Officer

Rapier Marshal Deputy Safety Officer
Kingdom Exchequer Regioml Treasurer

C. Account Controls

There are two recommended ways of setting up the account where controls are sufficient to discourage theft and
reveal any theft promptly. The Kingdom Exchequer must approve any other methods in a written variance. (SFP IV.C)
Both approved methods require the Seneschal or Guild principal sign and date the bank statements after they have
been reconciled, as proof of their monitoring the process. Most bank statements have account reconciliation forms on
the back, or you can use Hrimary Account Reconciliationin the Financial Report Packet. Directions on how to fill
out this form appear in Chapter 7.

1.Require two signatures for withdrawal, and the Seneschal or legal representative on the Financial
Committee must sign the reconciédd monthly bank statements on anonthly basis.

Doublesignature accounts require that two people have to agree on the transaction before it can take place, and can
back each other up if questions arise. Two people are sufficient to ensure that ondd dteheactions take place,
and still be reasonably convenient for the branch making transactions. If there is some question about a transaction,
both people who signed for it can provide information regarding the transaction.

Most local banks offer dole signature accounts, usually for businesses. Current banking regulations do not require
banks to verify signatures on checks, or even that there are two on-aiglmathle account check. Provide two
signatures on the checks whether the bank checktmot. This is to ensure that there are at least two people who
know why that money was spent.

Make sure all checks have a second |line on them, and
checks. Most check supply places will do thiistie or no cost.

Do not have checks with one signature present on them longer than a week, especially if the bank does not examine
the signatures regularly. This defeats the purpose of having the double signature account, and leaves the branch open to
theft

NEVER sign a check that isndt filled out completely.
matter how much trust is involved.

2.The bank sends unopened bank statements to someone other than the Exchequer at an address efiffer
from the Exchequerodés address for initial revi ew.
This ensures that someone else has access to the transaction listing as processed by the bank, and may question an
expenditure that may look unusual. The reviewer then signs the bank statemehtds deproeview.
3. Obtain a variance from the Kingdom Exchequer another alternative.

| f having a bank account i's not desirabl e, it is th
Exchequer for a variance to use some other means of grslefuate account controls are in p@aetact the
Society Exchequer for more information.

D. Signature Cards

Fill out the signature card (or have the bank officer do this) with the bank account name or title, the account number,
and signatory names. Makee r e t he Kingdom Exchequerds name (or their
Have all the other local signatories sign the card by their typed names.
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To send the card to the Kingdom Exchequer, include-adsedfssed stamped envelope withryo or t he banlk
return address (sometimes they may provide you with a SASE). This will help insure that the cards are returned to you or
the bank when signed. It is also helpful to include a note stating what needs to be filled out by the Kingdam Excheque
(all forms are different). Bankcards normally dondt i n
important.

| f you have sent the forms in and havenot gotten t he
Exchequer to findut if they got the forms. If necessary, repeat the process with new forms.

NOTE: Youdo not need to change thiginature cardsvery time the Kingdom Exchequer office changes hands.

Most Kingdom Exchequers just deputize the prior officer, so contaetnth€ingdom Exchequer and ask if you need
to redo the signature cards.

You do need to change the signature cards whenever the local signatories change. Get the current Kingdom
Exchequerf6s signature at this ti me.

E. Ordering Checks

The checks must have "T8eciety for Creative Anachronism, th&cy our branchés name>" as
also include an address and other information accordin
you order the minimum number of checks at any ongatidéeep it as inexpensive as possible.

It is a good idea to put the following things on the checks when they are ordered:
f6Checks are void after 90 days. d
9 A line for the second signature
f16Two Signatures Required6 mpawen i f the bank doesndt mon

F. Corporate Resolutions

A Corporate Resolution (or Resolution of Lodge, Secr ¢
document that states that the corporation who owns the Tax ID has approved the opening of this bankaaccount at
regular meeting of the Board of Directors. Information required on these forms and their format differs from bank to
bank, but they all require the signature of the Secretary of the Society. Most also require a list of officers, their names,
and their ginatures, and some also state the number of signatures per transaction stipulations on this document.

Not all banking institutions require this document. The SCA has a signed Corporate Resolution available at
www.sca.orgBring this to the bank and see if they will accept it. If not, use their form, which must be sent to your
Kingdom Exchequer, who will forward it to the corporate level. Do not fill in any of the blanks on the resolution unless
there is a place for thgsérs or signatures on the account (do not sign where it says "Secretary"; that will be used by
the Corporation).

Always send these forms at least Priority maiin order to expedite the process, include a pgstadgenvelope
addressed to the Corporété f i ce f or the Kingdom Exchequerds use.

Send Corporate Resolutions directly to the Kingdom Exchequer. They will be ignored if they are sent to the
Corporate Office. Do send a note containing the branch name and a SASE so the completed resolutibbaen be sen
to the proper place. If you are sending multiple account forms, paperclip the signature card to the corresponding
corporate resolution and the SASES required to send the forms to the proper places.

| f you have sent t he dmobaagksn aireasonabtedtimeh(é weeks)) tall theokingdem t h
Exchequer to find out if they got the forms. If he or she had passed the form on to Coiparate Kingdom
Exchequecall the Corporate office to politely ask if they have seen the formsbé thayit got lost in the mail. If
necessary, repeat the process with new forms.

G. Making Deposits

Only signatories should make deposits. Keep record of every check deposited, including the check number, the name
on the check, t h e ugose. if your,bank does ndt tharge doh depgokitd ®r have a limit on free
deposits), make separate deposits for separate purposes (i.e., make a separate deposit for newsletter subscriptions an
demo donations).

H. Making Withdrawals

Only signatories may makithdrawals, in writingsing a checkmade out to a person or an organization. (SFP XI)
Cash withdrawals are not allowedf you need cash for a change box, write a check out to someone as an advance
that they can convert into cash. Many thefts havévédvohecks made out to Cash where it was impossible to
determine for what the funds were ubleVER make payments from a cash box.

[. Web Bank Statements

Web bank statements are to"Wéew Only. These do not replace the paper statements required unol@ntAcc
Controls above.

II. MANAGING ASSETS AND ACCOUNTS

Once your branch or guild is established, sufficient reserve funds should be set aside in order to cover any newsletter
subscription liability, and to keep the account positive in case of disaster. mhwilirdidier from branch to branch,
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but a good rule of thumb is to add your newsletter sul
usual events, and keep that amount as a reserve. Having more than that in reserve iss fire ufige limit for
amounts a branch may keep. I f your branch-youmagtake | d i s

some time to build this up.
More advanced Exchequers might want to keep track of this reserve amount in ausepdaiel faccounting is
covered in section X in this chapter, below.

A. Managing Assets and Accounts

Managing nowash assets is covered in Chapter 5. Branches may have other accounts as well, such as safety deposit
boxes, or arrangements with storage coempalieat safety deposit box accounts as cash accounts for signatories.
Only signatories may sign checks.

1. Investment Planning

Some large branches have large amounts of money. In order to take advantage of this money, it should be invested to
realize a ratn on the investment. There are several options available from banks, including savings accounts, CDs and
money market accounts. It is not be advisable to invest in stocks without approval from the Treasurer, as the risk to the
principal is higher thamyainvestment instrument offered by a bank.

First, figure out how much cash you need to keep in the checking account to do business. Frequent movements
between investments and checking to pay the bills will remove the interest opportunity and peexizsfeasse
be charged. Try to keep an amount equal or greater to the amount of ordinary expenses paid in a quarter or half year
period in the checking account so that if you need to pull funds from investments, it would have to be quarterly or semi
anrually, and you can plan for when your investments may become available to coincide with these time periods.

a. Savings

Most savings accounts dondt offer much interest unl
funds that need to be keptailable at all times. Chances are that getting a checking account that pays interest would
be a better bet, but it is worth noting as an option.

b. Certificate of Deposit (CD)
CDs are very popular as forms for saving money. Longer term CDs for larges ahmaney pay higher yields
in interest. One popular method is to have half of the total amount to invest in annual CDs with high yields, and the
rest in serm@innual or 3 month CDs that have staggering maturity dates. This way, every three or thigrmtnths
an opportunity to pull funds from a CD coming due without penalty.

c. Money Market

Banks have different forms of money market accéwgamie treat them like higkeld checking accounts, and
others treat them more like CDs. Investigate whetherethei nvest ment s woul d f it your
cause undue charges if funds need to be removed at any time.

2. Budgeting

Some branches are large enough to require annual operational budget planning. Each event should have a pre
approved budget. Opertal budgets need to be developed during the fourth quarter for the next calendar year. Here
are some suggested ways for developing budgets. Once approved, budgets should be published to the populace in some
manner, either in the branch newsletter, oh@itanch website.

a.lncome

Most branches are fortunate enough to have a large event witinghnfitt that can be used as a basis for the
annual income. These are mandated by the financial policy for the event, or must be predicted on past performance.
The rest must survive on investment income, and solicited donations. Make sure you know the expected income and
from where it will come when you start your budget process for a year.

For example: Branch A can expect $500 from a large annual evenbtipdust&00 from demos, and $50 in
interest income from rolling CDs. Their estimated annual income for the next year is $1050.

For example: Branch B can expect $100 from their annual event, $200 from demos, $15 from interest income, and
$35 from general d&nch fundraising. Their estimated annual income for the next year is $350.

b. Expenses

Most branches spend most of their operating expense money on office expenses and site rental each year. Some
branches also allocate funds for their officers to travehddokn events or kingdom officer meetings. Some
branches also have funds for special projects, such &
annual budget allocations.

[ll. INCOME

Also called Revenue, this is the money that we gaig dyrériod of time. This is separated into several categories:
Fund Raising, Direct Contributions, Activity Related Income, Transfers In, Interest Earned, Inventory Sales, Other Sales
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Income, Newsletter Subscription Income, Advertising Income, and Kiaherash revenue types are Donations
Kind and Improvements to Regalia, which are covered in Chapter 5.

A. Fund Raising

Fund raising ison-medieval activitesper f or med speci fically to earn money.
comes from to the US IRBxamples are raffles, auctions, car washes, and bake sales.

Internally, we want to track our internal fundraising efforts separately from the external fundraising efforts. Internal
fund raising happens at events and SCA functions. The main target isudlieraven populace. External fund raising
efforts happen outside of SCA events and functions. Th

Pl ease make sure that any fundr ai si ngmbacasind nights (bnees we d
you have made sure that any activities are legal according to the local laws) witivalcohblo n 6t want anyor
the impression that the two are related. Never take any chips sold back in for reimléutsénent 6 sitasr eat i ng
money and is contrary to our policy regarding coinage (CP XI).

Lastl vy, pl ease dono6t auction or raffle off any items
dondt want to be responsi bl dettdr torjust ndt ese khbse dgypes af itemg ihe s e t
fundraisers.

1.Raising Money for Other Charities

From time to time, charitable concerns appear to which we would like to donate, like disaster relief funds.
Unfortunately, most disaster relief funds are not5alsr)(3) organizatiorSxample: trust funds for families of
deceased populace. A 501(c)(3) organization such as the Society cannot donate to these other organizations and funds.
If it is the wish of the populace to make a donation as a group to faimdssoft, the money must never enter an
SCA account. Collect the money to be donated separately the-passr by holding fund raisers that specifically
advertise the destination of all funds raised), and donate the money directly to the fund.

B. Direct Contributions/Donations

These are further separated folar categories: two cashtegorieandtwo noncash category (DonatieimsKind
and Improvements to Regalia are covered in Chapter 5). The two cash types are: Donations and Stale Checks.

1. Donations

Donations are where vwid® nothing, and are given money without obligat.
justify the donation other than exist.

2. Stale Checks

If we write a check to someone, it is never cashed, and it is never replaced (eitherstheyntellt t o bot her o
get back in touch with them to find out what happened), it becomes a donation.

C. Activity Related Income

Income and fees stemming fromedieval activitiesat events, in activities for which the Society was created, are
considereceventrelated income. Examples of these activities include revels, feasts, tournaments, workshops and
collegia. Fundaising activities that occur at an SCA event, where thaifsing activities are not an integral part of
the event, such as auctiombénefit a Royal Travel Fund, are considered Raising Income

1.Income from Demonstrations and Activity Fees

These are donations from other public entities in return for demonstrations. These are also fees charged to do
medieval activities, such aslic registration or authorization in combat.

a.Income from Demonstrations

These are donations from other public entities in return for demonstrations (from Boy Scouts, schools, etc.) or
for supporting another organization (such as providing entertaimriaie gervice at an awards dinner).

b.Income from Heraldic Submissions

The Society sells registration of names, devices, and badges through the College of Arms. Each Kingdom sets its
own price. If the item does not pass, the client (person who seleiteed)tiseusually allowed to resubmit within a
year of rejection at no additional cost.

Heralds are not permitted to maintain their own bank accounts without written permission from the Kingdom
Exchequer. Any herald who maintains his or her own accoarstsdpm the branch account must be warranted
as an Exchequer. This includes Kingdom Principal Heralds. Most of them have the Kingdom Exchequer do the
financial work, or they and the Kingdom Exchequer jointly appoint an Exchequer for the account.

The sulmitting Herald (the person who collects the money and sends on the paperwork for evaluation) is
sometimes allowed to collect extra money over the total fees, to cover costs of copying and mailing the submissions.
Any money left over is allowed to be keppurchase research books or heraldic supplies for the branch. Some
heralds choose to have the client make the copies themselves. Some accept stamps to cover postage costs, which
dondt need to be reported to the Exchequer.

There are two ways of handlinig tihoney: Client Pays Kingdom, and Client Pays Local.
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i. Client Pays Kingdom

Have the client make out a check to the Kingdom (or Kingdom College of Heralds; your Herald will know).
These checks are all sent with the submission packet to the next higther @alédge of Arms. The plus for this
met hod is that the submissi on-itgoendrectly toKingdom ldved. fthb es t h

branch Herald declines to accept any extroacceppamey, t he
extra money, they must work with the Exchequer to properly report the income. The drawbacks are that checks
dondt get cashed until mont hs after the original subm

ii. Client Pays Local

Have the aént make out a check to your branch. The Exchequer recordsAbiwias RelatddActivity Fee
When it comes time to send in a submission packet, the Exchequer makes a check out to the Kingdom (or the
Kingdom College of Heralds), and records itTaarssfer to Another SCA Account within the Kingdom. The plus
for this method is that populace checks get cashed right away (and the extra money can be included in the check).
The drawbacks are that the Herald must now work with the Exchequer to mdia sheeks are cut to include
with the submissions packet, and the Exchequer must track the expenses.
2. Event Income

Any fees that the Society charges its participants for entrance or participation in an event or SCA function.

D. Funds Received From Another SCAccount

These are any funds that have been transferred to your account from another SCA account. Particular attention is
paid to which account the money came from, because this has to-beecfossr e nced t o t he sender
Packet. This is phined further under VIl below.
E. Interest Earned

A branch may keep their funds in intebestring accounts such as Money Market, savings and Certificates of
Deposit. Income from these accounts is reported as Interest Earned.
F. Inventory Sales Income

A brarch is allowed to sell inventory at cost, or for a profit. The income from these sales, based on the net profit, is
reported as Inventory Sales. See Chapter 5 for instructions regarding selling inventory.
G. Other Sales Income

This income is from sale of asgéit are not Major Inventory, such as old regalia or depreciated property, or minor
inventory. See Chapter 5 for instructions regarding removal of assets.
H. Newsletter Income

Income from the sale of branch newsletters is reported as Newsletter Incdbhep&eel0 for instructions on
financing a newsletter.
1. Advertising Income

Income from the sale of advertising space is reported as Advertising Income. See Chapter 10 for instructions on
taking and reporting advertising.
J. Other Income

Use this category ordg a lastresort t i s very rare that this entry should
fit anywhere else. Any entries here are itemized émctimee Worksheet Valid examples are: corrections to prior
years that result in balance sheeigdswand require a balancing entry on the income side of the income statement;
insurance proceeds.

IV. ALLOWED EXPENSES

All expenses must meet Society and Kingdom Financial Policy guidelines. Any expense must show substantial benefit
to the exempt purpose dfe SocietyUnder no circumstances should expenses be made in cash or reimbursed
from the cash box at an event. All reimbursements must be made by check, so we have the audit trail a check
provides.

A. Categories of Expenses

The Kingdom or Society Exchequeust approve all questionable expenses. Most expenses are split into three
categoriesOffice and Administration, Activity, Retitadd Raising

1. Activity related 8 What We Do
Events are activities for which the Society was created: researchadioa etbocit the period prior to the year 1600
A.D. This category is for things that relate to any medieval recreation activities that the branch engages in, such as
events, royalty expenses, class supplies, etc. Most of our activities are eventd, adastsedasses often occur at
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events, but not always. Events often have classes, but not always. Courts occur at events, but not always. Events may
have courts, but not always.

a.Events

An Event is any situation where several SCA members gather tknehdeege. Kingdoms have several
Kingdom events, and each branch usually hosts at least one event a year. Events require a site to occur (Occupancy),
and may have other additional expenses depending on the activities taking place at the eventhklass#gents
tokens (Supplies) to show who has paid their entrance fees.

b.Classes

Part of our educational mission is to enable people to learn skills that would have been practiced in period. To do
that, we hold classes where someone knowledgeable abair fopartcan educate or train others. Some of these
classes involve a hamatsactivity that requires durable goods or supplies.

There are two kinds of supplies for cla8shsrable and consumable. Durable supplies wouldusedenany
times, such askdin, tools, and molds. Consumable supplies are used only once in the creation of an object, such as
glass rods, wax, clay, paper, paint, pewter alloy blocks, etc.

It is allowable to pay for equipment and supplies for classes where the attendeeskiwdl $exotis or award
tokens to be used by the Kingdom (see below).

It is also allowable to pay for equipment and supplies for classes where the attendees will be able to take home
what they make with the supplies, with a few restrictions: Open attepglaitedele benefit, and reasonable cost.

9 Open attendance means that anyone can decide to participate in the class without restriction. If a class is
offered once that winds up with very low attendance, care should be taken to change the class to attract
more attendees, instead of having the same class repeatedly for the same people in the gaifmeniocation
it |looks |like the SCA is paying for only that smal

1 Equitable benefit means that the valuiveld by any one person from the effort should be the same as the
value derived by any other person from the same
created by the class where the supplies were purchased with SCA funds when anoithénesesor
class canot have the same valuable object. An exé
using one | arge wooden trunk that only one person
fair. If the box was the prize of &fleawhere all class participants could enter, that is allévealelgone
has the same chance at the prize.

We also candt have one person get $20 in supplies
able to be divided equally among tréigpants.

91 Reasonable cost means that the total value of the supplies used by an attendee to create the resulting object
that they keep after the class shouldndét be more |
limit is for consumaélsupplie® not for durable items that would be used multiple times, such as a kiln.

These figures are only guidelié®e Financial Committee has to decide for their own purposes what the
limits are for their branch.

For more expensive classes, theemse could be shared between the SCA and the attendees to create a
discount and make the class more affordable for more people. Even therpeispeshare of the SCA

funds should be reasonably low.

It is advisable to get advance registrations forctagses so that proper supplies can be purchased, rather
than purchasing supplies for a class of 20 at $20 each, and have only 5 people show up.

Allowable examples: yarn for a tassdding class, small inexpensive wooden boxes and wood burning and
carving tools for a box decorating class, leather and sets of leather embossing tools for a leather embossing class,
paint and paper for an illumination class, a kiln for annealing beads where several people in the branch participate in
making beads, silk forsawing class where small pouches would be made using small amounts of the silk, cheap
muslin for a sewing class to make customized patterns.

Not allowable examples: sqarecious or precious gems for a -getting class (high $3$), carboys and supplies
for a brewing class (CP VIII), silk for a costuming class whesiedigarments would be made using large amounts
of the silk (high $3$), large oak trunks for wood burning and carving class (high $3$), a kiln where only one person is
interested and uses til for a private bead sales venture (conflict of interest/inurement). In instances where the
example is not allowed due to high dollar amounts per person, it can be made allowable by reducing the amount per
person spent by the SCA to an allowable lestdiaving the attendees cover the rest.

Remember:public resources are to be used for public benefit. Care must be taken so that any effort using SCA
funds to create objects that then go to individuals are not seen as excessive oftilspropalialle to use a class
as a method of creating an elaborate personal gift for a specific person, such as Royalty or Baronage.

i. Metal Tokens or Artifacts

Some Kingdoms have organized minting or-roaking activities. In order to stay clear of any civil laws
regarding currency, we may only hand out or sell these tokens. We cannot not honor them as currency, exchange
them for modern currency, or otherwise treat them as valid currency. Merchants may decide, on their own, to honor
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tokens as currency, but no merthanrequired, nor can we require a merchant, to honor any such token as
currency. (CP XI)

c.Courts

Part of any successful organization involves finding ways to recognize participants. Our method is for the Crown
to hold Court to publicly acknowledge pedptetheir work, and hand out scrolls and tokens for awards. Most
tokens are medallions.

It is permissible to pay for materials to make scrolls and award tokens. It is also permissible to pay for finished
award tokens from vendors, provided that the cosblen is reasonable (<$20 each). It is also permissible to have
a class where groups of people learn skills while making award tokens.

The scrolls and tokens are made for a generic group of people who can decide to do the work required to earn the

awardand the scrolls and tokens wusually arendt made of

would be small. We wondt discuss here the subjective

The prohibition on giving gifts doest mpply heré for gifts, the giver targets a gift to the recipient as an isolated

i ncident. The Crown chooses award token recipients ba

tokens to many people during their tenure accordinglished guidelines. Therefore, award tokens and scrolls are
not considered gifts.

Some Kingdoms centrally order scroll supplies and provide them to the artists to complete. Thebgenhg bulk
price that keeps the expense per scroll low. Otherswrael tokens in bulk for the Crown to hand out.

As |l ong as the distribution is not intended to be sp
househol d) , and the actual benef i trolpeenwithghe SGAdUNdings gene
tokens of appreciation for established awards. If one person gets this benefit more than two times in a year, then
there may be an issue as the individual limit for benefit from charitable organizations is quite low.

Allowable gamples: head fillets, leather medallions, glass or ceramic beads or medallions, pewter medallions.

Not allowable examples: metal coronets, jewelry with large precious gems or large amounts of small precious gems,
scrolls with a significant amount of geadl foil.

2. Office & Administration & Tracking and Reporting What We Do

This category is for expenses that deal with maintaining basic operation of the branch or guild. These expenses are
usually related to an office or newsletter.

Postage, envelopes, papelephone expenses, toner cartridges, miscellaneous copying, site rental for meeting space,
etc. are all examples of office expenses. Official publications, reference materials, and newsletters come under this
category. Software for maintaining repertso allowed, and the license for such software must be passed between
officeholders, subject to the licensing agreement if the branch purchases a licensed copy of Microsoft Excel, the
current officer uses it until the office changes handsattirnie, the software must be removed from the retiring
of ficerds computer before it can be installed on the ni

3. Fund Raising d Raising Money for What We Do

These are any expenses incurred in preparing for a Fund Raising actigitgogychrad sponges for a public car
wash, tickets for a raffle at an event, costs of items raffled off at an event, or baking supplies for a bakeysale at a libra

B. Types of Expenses

1. Advertising (NON -SCA)

This category is for any paid advertising inS3@n publications. If we create an ad to put in a newspaper or
magazine to advertise a demo in a public park to help find new members, the advertising cost would be reported here
underActivity Relatdfl we pay for an ad in a newspaper to advertise aeGgakgythat the branch is holding, the
advertising cost would be reported uiderd Raising

2.Bad Debts

This category is to allow the expense of debts that will not be collected. The Financial Committee must vote on
whether any receivable is to be no lopgesued and removed from the books using this category. Until that happens,
any debts are consideReceivables

Bad debts are categorized by what the original debt was for. If the original debt was for something administrative,
write off the debt undehe Office & Administrat@ategory. If the original debt was for an event or educational activity,
useActivity Relatéfithe original debt was from a fund raising activityswsk Raising

3.Bank Charges

Bank charges are any fees charged from ule atcount. Monthly service fees would be listed Orifies &
AdministratioBounced check charges are listed under the category the original check would have used. Money Order
creation charges are listed ui@ffice & Administration
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4. Equipment Rental & Maintenance

This category includete rentals and rentals of other equipment, such as chairs and tables. This category also
includes costs to maintain equipment that the branch owns, such as trailer maintenance;ceamiag,dsgwing
machine tueups, pavilion cleaning services, computer maintenance services, etc.

5. Equipment Purchase

Pavilions, thrones, regalia, sound systems, trailersialld#séCB, etc. are examples of evelated equipment. If
the price is more than $500, the item @gsrted under Purchased Equipment [or Regalia] instead of under General
Supplies. See Chapter 5 for details on Equipment.

It is allowable for branches to purchase equipment to facilitate branch members learning a new craft or skill.
Examples would be: thres and glasses to learn lampworking; armoring tools to learn armoring; screens and a drill to
learn papermaking; a drafting table to learn calligraphy and illumination. Branch equipment must be made available to
the branch members for use using reasocapptentment scheduling.

6. Fees & Honoraria

Fees and Honoraria may be paid to someone (regardless of whether they are a paid member of the SCA) to provide a
service: teach a class, deliver a lecture, or similar type of service that enhances or entaxdexgespoyurpose.
For example, hiring a professional costumer to come teach a class at a Collegium may require the payment of an
honorarium or workshop fee. Honoraria are meant to no
expenseSo i f you give someone a flat fee to provide a ser.\

Other fees would include shopping club membership fees, web hosting fees, and trailer registration fees.

Training for an officer for the beneffttbhe entire branch is allowed (for example, basic food service training, leading
to certification in order to secure event sites with kitchens). The materials from the class belong to the branch, and the
trainee should make an effort to share what tveyldarned with the rest of the branch afterwards.

Fees or honoraria paid of $600 or more to one person per year will require that the Treasurer issue a Form 1099 in
January of the following year. See IX.E. below.

7. Food

Food for open business meetings didnal reported und@ffice & Administratitood for feasts and cooking classes
and gate snacks would be reported uhckarity Relateshd food for bake sales would be reported druher Raising

8. General Supplies

This is the catchall bucket foranytihg t angi bl e t hat doesndt f all into anot
Office supplies are listed un@dfice & AdministratieBamples are: paper, ink cartridges, file folders, file boxes.
Event and class supplies are listed uhcterty Relatdtkamples are: postavard, rope, wood for list ropes, fabric
for list rope flags, beads for site tokens, serving dishes, cooking equipment, glass rods for lampworking classes, leather
for leatherworking classes, pewter for pewter casting classes, etc.
Fundraising suppliesedisted unddfund Raisingxamples are: poster board, raffle tickets, car soap & buckets for a
car wash, etc.

9. Insurance (NON-SCA)

Insurance listed here is NOT the SCA insurance. This is insurance paid to a site owner to béhearpeticyn
orar i der fee paid on someoneds homeowner insurance to coc
showing that they have the property to be insured). Insurance is reattivityl\Related

10.0Occupancy & Site Charges

Occupancy of rooms for emtings i©Office & Administrati@ccupancy of sites for events and clasgedivéty
RelatedDccupancy of a room, tent, parking lot, etc. for a fundrals@ndsRaisinglotel rooms would be reported
underActivity Relatied RoyaltyandOffice 8Administratidar officers.

Occupancy charges paid of $600 or more to one person per year will require that the Treasurer issue a Form 1099 in
January of the following year. See IX.E. below.

11.Postage & Shipping, PO Box Rental

Any postage or shippimdparge and PO Box rental charges are reported here. Postage for newsletters or official
branch business such as mailing in reports is listed @ifider & AdministratiéGtostage for event flyers or event
documents and contracts would be reported uhctary Relate®ostage for contracts or documentation regarding
fundraising activities would be reported uRdad Raising

12.Printing & Publications

Printing and copying charges are reported here. Printing for newsletters or branch reports is |3tk @der
AdministratioRrinting for event schedules, posters or site information is listedcthdgr Relatéttinting for notices,
bid schedules, etc. for fundraising activities is listedrumieRaising
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The only exception to this is if the pudticn has advertisitigthe portion of the publication costs that correspond
to the percentage of the publication that is advertising is not listdd ledeeducted from the advertising income. See
Chapter 7 for more information on how to report gthieg income and expenses.

13.Released Equipment

This is where equipment that is reported as an Asset is removed from the report. The category corresponds to the
category of the item being removed.

14.Telephone

Telephone costs can be reimbursed for calls anag€A business. Itemized long distance calling bills can be used,
or phone bills for dedicated lines. For officers with bulk calling plans, up to 50% can be reimbursed for Kingdom
officers, and up to 30% can be reimbursedbrfmnchofficers.Internet mothly charges for officer use may also be
reported under telephone. This is different fromheskting fees, which are reported under Fees.

For the Crowns and Kingdom level officers, the Kingdom Exchequer may reimburse monthly costs at up to 50% for
nondedcated bulk plan phone lines and Internet service plans. Kingdom Financial Policy may be changed to restrict
this further. Submit a copy of the bill directly from the provider showing timeframe of service as the receipt.

For officers in the SCA below thenk of Great Officers or the Crown, the Kingdom Exchequer may reimburse
monthly costs at 30% for naledicated bulk plan phone lines and Internet service plans. Kingdom Financial Policy may
be changed to restrict this further. Submit a copy of the dxliliirom the provider showing timeframe of service as
the receipt.

If Great Officersor Crowrs use a dedicated phone line that is used SOLELY for SCA business, 100%
reimbursement is allowed. The bill from the provider showing timeframe of servieedspthe

15.Travel (Gas, Tolls, Airfare)

Travel for Royalty to events where they do Royal business such as hold court is allowed, and is repctitéety under
RelatedReimbursement for travel for officers in fulfillment of the duties of that officedifioplexa Kingdom Earl
Marshal traveling to Crown Tournament to run the Tournament) is allowed, and is reportédffioadér
Administration Tr av el for officers to meetings such as symposi
the braach sponsoring the travel.

Reimbursable travel expenses are airfare, gas, and tolls, or the IRS charitable rate for mileage traveled. Insurance,
repairs and tickets are not reimbursable. The SCA does not rent cars, however the SCA may reimbarseareceipts f
rentals.

When intending to get reimbursed for gas purchases, please use the following procedure:

a) Start with a full tank.

b) Execute the SCA travel, saving receipts for any gas purchases made during the travel.

c) Fill the tank at the end of tmauel, and save that receipt too.

Gas purchased after the full tank at the start of the trip would be reimbursable as long as there is a budget category
and/or a financial committee approval.

If the purpose of the trip is to transpatuff one way, only i@ way's worth of gas should be considered
reimbursable. Note the woshould & Financial Committees can decide to reimburse for -topndased on
circumstances.

We shouldn't honor receipts for aufibeforethe trip- because we can't:

a) Control hovlow the tank was before the travel starts, and

b) Be sure that all the gas purchased was used for SCA travel.

Note the wordshould - Financial Committees can decide to honor them based on circumstances.

C. Funds Transferred To Another SCA Account

These arany funds that have been transferred from your account to another SCA account, subnaashnter
loans, trust funds for forming branches, donations to Kingdom funds, etc. Particular attention is paid to which account
the money went into, because thisto be crossef er enced t o the receiverds Financ
further under VII. Transfers To And From Other SCA Accounts.

D. Other Expenses

Use this category only as a last regbiis very rare that this entry should be used. i$Hor any expense that
doesndt fit anywhere el se EXPENSE DETAIL PARE 2 formeValel exampies i t e mi z
are:

9 Corrections to prior years that result in balance sheet changes and require a balancing entry on the expense side of
the income statement.

1 Correction for checks that cleared the bank in an amount different than what was recorded. For example, a
reimbursement check written for $75.50, and clearing the bank for 8v&&0case, the verified receipt is only
for the snaller amount, so the additional expense would be better off as "other".

1 Paying the deductible on an insurance claim; reimbursement for property damages not covered by insurance.
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V. EXPENSES DISALLOWED FROM SCA ACCOUNTS

There are specific conditions thatliisaexpenses. If any of these conditions are met, the expense may not be made
from an SCA account and cannot be reimbursed. A genera

Report Packet to place thatsefpeabbpwederefs a good ch:

A. Money maynot be used in whole or in part to the benefit of private individuals or businesses.

These include, but are not limited to, disaster relief funds, special occasion gifts to members such as flowers or a
birthday present, or reglement of private property broken at an SCA function.

1. Specific disaster relief funds are usually not 501(c)(3) organizations.

For example, the Meridian Hurricane Relief Fund (from Hurricane Katrina) was specifically targeted at relief for
Society folkdft homeless by the hurricane. SCA accounts could not donate to this fund; they could donate to the Red
Cross instead. If there is a desire to donate to specific disaster relief funds that are not 501(c)(3) organizations, take up
private collection.

2. Spedal occasion gifts to members purchased with SCA money are disallowed because of disallowed benefit
to private individuals.

(CP 1) If there is a desire to buy a special occasion gift, take up a private collection. Gifts are not prizes. Prizes
require theecipient to complete some task in order to receive the prize. Gifts have norsaghsieetask.

3. Replacement of private property broken at an SCA function is disallowed.

If private property is broken at an SCA function, the owner and the persosibdsfor the damage must work it
out between themselves. If the branch members feel that they are responsible and wish to pay as a group, take up a
private collection.

4. Membership in the SCA, Inc. for private individuals.

It is not allowed to use SCAnfis to purchase memberships for individuals, even if it is just so that person can be an
officer. Pass a hat instead.

B. Money may not be spent on events closed to the general populace and without a specific
administrative agenda (SFP IX.E).

This includes Ralty Dinners, Peer Parties, or similar events. Special expensive dishes presented at a feast intended
for the consumption of only a few people is allowed, although strongly discouraged.

C. Money raised for a special project or event mapot be used for a diferent project or event.

For example, money raised to put out a newsletter may not be used to purchase a pavilion. The people who donated
the money expected that the money would be used for the purpose to which they donated. If the money is used for
somehi ng el se, that person has a | egitimate grievance. S
to open that bookkeeping can of worms), we want to avoid this problem at all costs. See section X below for how to
manage dedicated funds.

If the purpose of a fund becomes untenable or impossible, the Financial Committee can vote to reallocate those
funds, but there must be some sort of notification to the populace or at least to the identifiable donors that this decision
will be or has been mado that they may comment or object.

D. Money may never be loaned to individuals, nor do we accept loans from individuals.
The SCA is not a lending institution.

E. Money may not be used to purchase alcohol in more than small quantities (CP VIIl) and
Fireworks (SFP XIV.B).

Small quantities of potalakeoholused solely in cooking (so the alcohol is cooked off) are allowed, as are other types
of alcohol in small quantities for art or science projects or topical medical use.

VI. REIMBURSEMENTS

Reimbursements can bade only with receipts! Society Financial Policy requires advance approval for any monies
spent, either individually or as part of a budget. Obviously, if someone submitting receipts has not received approval for
those expenses, you do not have to reimblkiesn. However, your Financial Committee may decide to reimburse them
anyway. It would be polite to at least ask the Financial Committee if someone submits a receipt for an expense that
hasnét been approved.

If receipts are not available for some rediseriinancial committee may decide to accept a credit card statement or a
written statement. But the financial committee is not required to accept either of these as proof of expense.

Do not write reimbursement checks for more than the amount owed. The S@Anot a currency exchange.
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VII. DIRECT PURCHASES

Using a check at a store for an approved expenditure is allowable and quite common. The receipt is simply collected
at the time of purchase. When purchasing from a mail order company, the check must bedireadly twithe
vendor. The packing slip will be a sufficient receipt if no other receipt is available.

VIIl. TRANSFERS TO AND FROM OTHER SCA ACCOUNTS

Funds and other assets can move between branches of the Society. Popular examples are: branch to Kingdom
Newsletter for an event announcement or towards a special issue; branch to Royal Travel Fund; branch to branch loans;
etc. Branctito-branch loans are popular for helping new branches start, or established branches to hold larger events. As
farasthereporin i s concerned, the | oan doesndt exist, just th
come directly from the branch account.

Special care must be taken to record the name of the other account involved in the transfer beemndséhat year
ot her accountdés report wild.l be checked to make sure th
must make sure that all money reported as transferred out within the Kingdom matches the amount reported as
transferred in within theikgdom.

Most Kingdoms havEransfer to Another SCA Account Farnse this form, or write a similar letter to send with
the check.

When transferring a Ndviember Surcharge payment, uddoa-Member Surcharge Submission Fémyour
Kingdom instead of aransfer form because you also need to show the attendance figures.

A. Reimbursing Transfers

If someone pays personally for an event ad in the Kingdom Newsletter, or for an Insurance Rider or Stock Clerk
purchase from the Corporate Office, it is allowabl@ydchim or her back and report the expense as a transfer. The
receipt would either be a copy of the cancelled check or receipt from the Corporate Office for their credit card charge.
Care must be taken to make sure that the Kingdom Newsletter Exchegderthiedocome as a transfer, so if a
personal check is sent to the Kingdom Newsletter, a note should be included to let the Kingdom Newsletter Exchequer
know. Otherwise, the Kingdom Exchequer will have to investigate why your branch had an outgoiagdréresf
Kingdom Newsl etter didndt have an incoming transfer.
For transfers that are reimbursed, put 6érei mbursed6 a

B. Exceptions

1.A transfer to a branch that is a part of a nel.S. corporation is reported as a Donatn to Another 501(c)(3)
Organization, not a transfer.

2. A transfer to a branch outside the country is reported as a Donation to Another 501(c)(3) Organization, not
a transfer.

3. Transfers from branches outside the country are reported as Direct Contributsn

IX. SPECIAL PROCEDURES

A. Advances of Funds

In the case where large expenditures are needed and it is overly inconvenient to use a branch check, the Financial
Committee may approve an Advance of Funds.

Advances may be made for the approximate amount of psgtchasl sufficient documentation as to the
approximate prices must be submitted to the Chancellor of the Exchequer when the request is made.

The amount of any Advance is considered a Receivable item, and must be reported as such until the entire amount of
the advance is turned in to the Exchequer in receipts and/or cash. Advances must be reconciled within 60 days
following the date of the advance. Failure to reconcile the advance within 60 days will be grounds for administrative
sanction. The Financial Coittee may grant one thitiay extension.

Cash advances are not petty cash fundBetty cash funds are not allowed. Cash advances are to an individual, are
for a specific purpose and is reconciled against receipts from that specific purpose.

1.1ssuing an Advance of Funds

When a cash advance is requested, the requestor submits a list of intended purchases with the estimated costs. Once
the Financial Committee has approved the advance, a form is filled out with this estimated expense information, and the
advamge is issued by check. Most Kingdoms have forms to use for this purpose; check with your Kingdom Exchequer
for the form you should use.

Never issue an advance of funds in cash, because we need the audit trail a check will provide. The amount of the
advancés reported unddReceivalesheComparative Balance Statement

Advances should be issued using a check made out to the person. In some rare cases, an advance may be issued usin
aprepur chased 6gift cardd fr omchequer goestethe store with a pragper ahecf r o c e 1
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made out to the store to purchase a gift card i n some
regarding paperwork and receipts, timeframes for reconciliation, and return of casindowttrethe unused credit is

still in effectThe only difference is that the means of the advance is using a card instead of a ch&bmne

kingdoms have specific rules regarding the use of these cards as advances. Misuse of gift cards may result in
administrative sanctions or prohibition against using gift cards as advances.

2. Reconciling an Advance of Funds

When the advance is reconciled, the sum of the receipts and cash presented must equal the amount advanced. For
example, Lady Maeve is advanced $208 fimast. After the feast, she presents $175 in receipts and $25 in cash or
personal check. The money is deposited into the branch bank account and the receipts are recorded according to their
expense categorctivity Relayeghd type (food, supplietc.). This advance is considered reconciled. The receivable
item is removed from the books, the Advance Request Form is completed with the amounts of receipts and cash
returned, and is filed.

Failure by the recipient of a cash advance to accountéturorthe cash advance within 60 days of time may result
in administrative sanctions, legal action, or reporting the amount of the advance to the government as income.

B. Site Deposits

Site deposits are recorded using a set process. When the checkiiealggosit, the amount is moved from Cash
to Other Asset. The reason is that the money is our money, held by someone else until something happens (the event).
We dondét know if we wild.l get some or aépbsitsare considerdda c k ur
6roldot hegddondt ever get returned because after one evel
For nonrolling site deposits, after the event happens, the amount gets reported as a receivable urdi shieh time
full amount is either returned, or we receive a statement showing what the site deposit was used for with the excess
returned to us.
If the original check was just returned to us, the funds get moved back into cash and the check is voided.

C. Returned Checks

If the bank returns a check, the amount of the check and any fee charged is recordedeivatdé<he total
amount is received later, fReceivabl@mount is moved back in@ashlf only the original amount is received and the
Financial @Gmmittee does not choose to pursue the fee amount, the amount received is mRexkivairito Cash
and the remainder (the fee) is expensed Bad&rCharges

If the amount is never recovered, the Financial Committee can decide to write ienffteTamount iReceivalde
expensed und&ad Debt

D. Donating To Other 501(C)(3) Organizations

We are allowed to donate money to other organizations formed under the same U.S. IRS rules or incorporated as
nonprofit in another country. Donating meamsatt we dondt receive anything in ref
would be reported under Occupancy). Candidate organizations in the U.S. are the Red Cross, the Unitel+ Way, Make
Wish Foundations, etc. Call the organization or check their flibiger Tax IDor 501 (c)(3) statu you have any
guestions about the feasibility of any donations, check with your superior officer before you make the donation.

We dondét track details of donat i onrganifatioosm ot her 501(c)

E. IRS 1099 Miscellaneous Form (U.S. Only)

The U.S. IRS requires that income from U.S. branches in cash or worth more than US$600 per person per year is
claimed on personal income taxes. Income can be from prizes; renting a site fronuah(aslmighosed to renting a
site from a commercial business); paying reimbursements in excess of the allowable maximums, for example paying
mileage at a rate greater than the current charitable rate; or payment to an individual for janitoriahn\aréine at

I nternational branches dondét need to worry about this
U.S. resident (we still have to claim we gave it, even though they may not claim they got it).

Traveling trophies do not netedhave this form filled out possession is retained by the SCA because they have to
give it back the next year. However, a traveling trophy worth more than the limit for reporting for Regalia ($500) does
need to be listed on the Financial Report.

The peson receiving the money needs to fill out@& Gopies of the W can be downloaded from the IRS website.
(http://www.irs.gov/publ/irs-pdf/fw9.pdf).. The formneeddo be sent to the Society Exchegueng with the amount
paid and what it was fofou must alsoesd the information on any of these transactions diregtur Kingdom
Exchequelas soon as the transaction occlilistransactions of this type must be sent to the Society Exchgquer
December 31 of that year. T@erporateOffice has to get the completed 1099 form to the recipient by January 30 of
the following year.

X. MANAGEMENT OF SPECIA L PURPOSE AND DEDICA TED FUNDS

In Society Financial Policy, it states that funds opened for spepdaepishall be used for that purpose. In the case
where the primary purpose cannot be fulfilled, or there is extra money left over, the secondary purpose should be the
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new goal. This is to ensure that funds raised for a stated purpose shall be aséd fquthr po s e . 't woul d
good for wus to raise money for a pavilion for everyone:¢
Here are some directions for maintaining separate funds.

A. The General Fund

Within an account may be kept seveparage funds. Every branch has a General Fund, which contains the money
not allocated to any other fund. When a branch starts out, there is only the General Fund.

B. Opening Other Funds

When it comes time to dedicate funds to a cause (such as buying\dlioeywopaunning a newsletter), another
fund may be opened (in the same bank account). Specify the primary and secondary purpose for the fund when it is
opened. If any funds (other than the General Fund) are opened and then closed, any moneyddt r@vershack
tothe General Fundf t er meeting the primary cause o.fForedampleseconda
"The Pavilion fund is primarily for buying a pavilion. If we cannot buy a pavilion, this fund will be used todisly mater
to make a pavilion. If there is money left over, or the pavilion idea is abandoned completely, this fund reverts to the
General Fund."

Items purchased using a dedicated fund should be used in support of the purpose of the dedicated fund. Buying cloth
to make a pavilion means that the cloth bought makes a pavilion that the branch can use. Buying cloth to make a
pavilion that some selected subset of the branch uses exclusively is not allowable. Buying cloth that for some reason

turns out to be not suittbe f or pavi Il i on making isndt a good situatio
or changed to inventory and sold to try to recoup the money spent would then take place. Basically, the same rules apply
regarding dedicated use of assetg, wher it 6s funds or objects.

C. Managing Separate Funds

Having more than one fund in one account requires only a little more work than keeping just one fund. There are two
easy ways of keeping books to reflect the separate funds.

1.Account Ledger & Fund Ledgers

Make an account ledger for the entire account, and an additional ledger for each fund. When entering transactions:
enter it first in the account ledger, then in the proper fund ledger. To reconcile, use the balance in the account ledger.
Then add the balaes in the fund ledgers and compare the sum to the balance in the account ledger to make sure it
matches.

2. Fund Ledgers Only

Keep a separate ledger for each fund. When entering transactions, only enter them in the proper fund ledger. When
reconciling the aount, the sum of the balances from all funds on the day of reconciliation is the total for the account.

D. Closing Funds

When the primary purpose for a fund cannot be fulfilled, the secondary purpose should be pursued. If the secondary
purpose also has ethbeen fulfilled or is abandoned, then any money left in the fund reverts to the General Fund.
Keep the fund ledger in your records for future reference.

Xl. RECONSTRUCTING BOOKS

If there are sketchy financial records or no records at all for the bramghréarsan (theft, disaster, etc.), the books
wi || need to be reconstructed from other sources. Her e
financial records.

A. Contact the Bank

The first thing to do iifytheaothotizadsignerts bnethe laccum. d isGsswhereathe k a
Kingdom Exchequer being a signatory may come in handy if no one local is available to do this.

Ask for copies of the bank statements for the last seven years (if the account has beee it ¢hat&aok for
that long). If they are available, try to get copies of all deposit slips and checks during the same time, omvat least back t
years, if it is affordable. The bank will provide copies of all of these items when asked (someordywitgutdba
make the request in person), usually for a copying fee. Don't be alarmed by outrageous copying fees quoted by the bank.
The banks don'"t Ilike to do this kind of work since it
from the bank. If the cost is exorbitant, concentrate on the most recent past first back to the first of the year.

It should be made clear to the officers involved that this cost will be incurred and that the branch must pay it. It may
be possible to get tliends back spent getting the records from the bank if the record destruction was malicious (see
Chapter 11).

Chancell or of the Exchequer Branch Officerfés Reference

39



Chapter 4: Managing AsseBash

B. Get Copies of Kingdom Exchequer Files for that Branch

The Kingdom Exchequer (or a deputy) should have copies of evamdyegport filed by thdiranch. If the
Kingdom Exchequer has other correspondence filed that is appropriate for the branch to have locally, copy that as well.
Send the copies to the branch Exchequer.

C. Create a New Ledger

Once files have been obtained from the bank and the Kirgxidmaquer, create a ledger. Start with the cash in the
bank from the bank statements. Review all the checks and deposits and try to recreate the reports that have been filed.

D. Document the Reconstruction

Once everything has been included and checkeddthededger has been recreatedyrlmechExchequer should
write a letter describing the situation and the subsequent actions taken. This letter is for the files, and a copy should be
sent to the Kingdom Exchequer for their files as well. The Kingdonedtier should also review the new files to
make sure that everything that can be done has been done, and any realistic prevention measures have been put in place
to prevent the situation that destroyed or removed the records from reoccurring.
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The Exchequer is ultimately responsible for the custody and safekeeping of all assets. These custodial tasks may be
delegated; however, this delegation does not in any way diminish this responsibility.

At the Kingdom level, magement of neoash assets is usually delegated, because Kingdoms own more equipment
and regalia than other branches. If you feel that taking care of-tasmassets is too much for you, find someone to
help you do it and make them your special d&patynmon t er ms used are O6Chamberl ain
of regalia, OEqui pment Master® for someone who takes ¢
who takes care of inventory.

Non-Cash assets fall into one of six categohtgor Inventory, Minor Inventory, Regalia, Donated Equipment,
Purchased Equipment, and General Supplies. Which category any item falls into depends on the answer to the questions
below (except Real Estate, which is obviously land and permanent stamctwesicles, which is cars, trucks and
trailers). FMV is Fair Market Value, which is the lower of the purchase price or what any sane person not necessarily
associated with the SCA would pay to purchase the item.

Here are the questions:

1) Was the iten(s) purchased?

2) Is the item intended to be sold to others?

3) Is the purchase price less than $250 for the item(s)?

4) Is the purchase price or FMV of the item less than $500?

5) |/'s the item used more as decorithtisedn t han a tool, a
And here is the how the item gets reported based on t
that category.

Question 1 2 3 4 5

Major Inventory Yes| Yes| No

Minor Inventory Yes| Yes| Yes

General Supplies Yes| No Yes

Purchased Equipmel Yes| No No | No

Donated Equipment | No | No No

Regalia Yes| No No | Yes

ltems that were reported before now continue to be re
possession. Items obtained after this dase satisfy the new limit before they must be depreciated.

There is also a lower limit for reporting Inventory in detail (thus, the Major and Minor Inventory categories). The
limit is $250 for the entire purchase or lot (either the set of items to be theldset of supplies to create the items to
be sold) to qualify as Major Inventory.

l. INVENTORY

Inventory is items sold to others at or above cost to either make money or to provide savings to the buyers. Items
sold to make money include garkshifts, ookbooks, etc. Items the branch may buy in quantity to sell in smaller
guantities at cost include rattan, Known World Handbooks, etc.

If you are only selling some of your inventory (example: one copy of the cookbook is provided free to each of the
contribuors), then you should spread the cost of buying or creating the free items over the cost of the items to be sold.

There are three ways of obtaining inventory: buying, creating, and receiving donations.

Inventory bought for resale is finished produath as books, rattan, etc. How many you intend to sell may be less
than how many you have. For example, say you purchase ten Known World Handbooks from the SCA Marketplace, and
plan on keeping two copies for the branch.

Inventory created for sale can hebgspecialty cookbooks, etc. Newsletters are actually a specific form of inventory,
and they are covered separately in Chapter 8. How many items you intend to sell may be less than how many items you
make. For example, say you buy fabric and threateédenaunics to sell and two tunics to keep in your Gold Key or
Chatel aineds Closet.

Donated items for resale and inventory received from another branch are always treated as minor inventory.

Items not to be sold are: Alcohol (CP VIIl) and Firew&@k&XIV.B).

A. Reporting Limits
Due to the many varied items being sold by SCA branches, the small amount of money involved in most of the cases,
and the length of time some of this inventory is on the books, a reporting limit has been put into place.d purchase
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$250 or more for one set of items to be sold (or the total cost of supplies to create a set of items) is required before it
will be reported as Major Inventory.

Inventory purchases of less than $250 is considered Minor Inventory, would be exBepghkeBd3und Raising
when purchaseé@nd income from the sale of those items would be reporteddihdeSales Income Gledlada &£
Other Sales Income Detaillnventory listed on tHaventory Detail form, regardless of original amount, must still b
reported using the worksheet until the inventory is gone (sold, discarded, etc.). The calculations below can be used to
determine profitability for items under the limit as well.

B. Calculating Adjusted ltem Cost

Item Cost (or Cost of Goods) is the cosbdtk for the branch to obtain that one item to be sold. We adjust the cost
to spread the cost of all the items over the number of items to be sold, so each item sold pays for itself and part of an
unsold item. By selling that one item, the branch losealina, but gains the price paid. The difference between the
total Gross Sales Income for the items sold and the Adjusted Item Cost is the Total Profit.
Inventory is tracked by how much each item to be sold cost after adjustment. Remember, ifitkeptithfqrall
items is less than $250, the expense is listed3erdeal Supplied on thenventory Detail form.

1.Inventory bought for resale

The Adjusted Item Cost is calculated by dividing the total price paid for the items by how many wfrtteard yo
to sell. For the first example above, the total price paid for the items is the amount sent in payment for forty Known
World Handbooks ($320). The number of them you intend to sell is forty (the number of books) minus two (the ones
you are keepihgThe adjusted item cost would be 320 / 38, which comes to $8.42 per book.

(Total price paid for all items) / (Number of items to be sold) = ADJUSTED ITEM COST

The price paid for all the items ($320) is listed dmvbatory Detail form asNew Lot Ruhase Codthe number
you purchased to sell (38) is listedeas Lot Purchase Quantity

2. Inventory created from supplies

The Adjusted Item Cost is calculated by dividing the total cost of the supplies (fabric, thread for $280) by how many
items you inted to sell (20). In this example, the adjusted item cost is 280 / 20, or $14 per tunic.

(Total cost of supplies) / (Number of items to be sold) = ADJUSTED ITEM COST

The cost of the supplies is listed on Ithentory Detail form asNew Lot Purchasd.Jde number of tunics
created (20) is listedNesw Lot Purchase Quantity

C. Calculating Selling Price

Once you know the Adjusted Item Cost (AIC), you can set your Selling Price (SP). If the SP is less than the AIC, you
will lose money. Ifthe SPisequal t he Al C, you wondét gain any profit, b L
is more than the AIC, you will make a profit.

Make sure the SP you set is approved by the Financial Committee, and, if you will be selling at a loss, that the branch
cantake the loss easily. Also make sure the populace thinks it is a gedd foricé he price iis too hi
selling very many, and if the price is too |l ow, you wi
or make more.

D. Estimating Profit

Profit is the money left over after expenses. To calculate the profit you can expect, subtract the Adjusted Item Cost
from the Selling Price. This is the Profit per ltem Sold. For the tunic example above, let the Selling Price be $20. T
Profit per Item Sold would be 204, or $6 per tunic.

(Selling Price)- (Adjusted Item Cost) = (PROFIT PER ITEM SOLD)

Total Estimated Profit is the Profit per Item Sold multiplied by the Quantity to be Sold. Net Income is the actual
profit made. Irour example, 20 tunics times $6 each gives us $120 estimated profit.

(PROFIT PER ITEM SOLD) X (QUANTITY TO BE SOLD) = (TOTAL ESTIMATED PROFIT)

E. Transferring Inventory Between Branches

Sometimes, a branch has some leftover inventory that they no Idmgersefls either because they have sold all
that thebranchpopulace will buy or because the person involved with the selling needs a break. They may transfer it to
anot her branch so that the ot her br amyofthe itemyet)sBedadse i t t o
we report transfers between accounts separately, inventory purchases between branches gets complicated.
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Money doesndt have to be involved in this transfer,
inventory fom you. If this is the case, treat the transfer of money separately from the inventory. The transfer of money
out and in gets reported as a regular transfer of money for both branches.

Most inventory items will have already been expensed becausa ilveas u t he $250 | imit. The
report anything undétet Inventory Sales Imecadtker Sales Incdihe receiving branch will not record any inventory
added, and will report the income from the sale of this type of donation to thepgpnéaaé on th®egalia &

Other Sales Detaiform underOther Sales Income

For inventory above the limit, the Source branch will treat it as a sale for zero income, and the receiving branch will
not report it on theitnventory Detail form. They will repa the income from the sale of this type of donation to the
general populace on tRegalia & Other Sales Detaiform underOther Sales Incdmis takes care of the expense so
the inventory is essentially changed from Major Inventory to Minor Invivitdeythis seems like the actual value of
the SCA equipment will not be correct, the amount affected by this will be negligible at the Corporate level. Actually
transferring the value between branches would be much harder to explain and keep cdmactldétied

F. Tracking Sales

It is a good idea to keep track of your inventory using a worksheet similar to the one in the financial packet, regardless
of the value or cost. It will help you keep track of how much you have on hand, and how much eEmaking
on individual items.

Keep track of each sale; using a receipt book is a good way. Include the amount of money taken in, and the quantity
and type of items sold. At report time, usdrthentory Detail form for major inventorywhich helps youatculate
Net Inventory Sales Ifgoiteen, so you can see where you are making or losing money. Directions for this form are in
Chapter 7.

G. Reporting

On the Financial Report Packet, we report several things about inventory: how much we had wrrhow starte
much we had when we ended; and how much money we took in return for the inventory. Because there is the $250
reporting limit, only major inventory items will get itemized on the report. You should still keep track of minor
inventory in a similartas on; but the current state of minor inventol
your superior officer.

When reporting new inventory, include the cost or value of all the items you purchased or made, and the quantity of
those items you imd to sell (not necessarily all that you purchased or made). This will rRekeJtiie Cosh the
Inventory Detail form the same as the Adjusted Item Cost described above. If you later give away items that you had
originally intended to sell, or thegdree lost or damaged, they becQuantity Removed or Dis¢édezhn also sell
damaged inventory at a reduced price.

H. Sales Tax Collection

A number ofU.S. states have started requiring sales tax collection for certain activities. Each statey makedifferi
on just what is taxable, at what rate, and how and when to remit those sales taxes collected to the state government.

We must comply with allinternational requirementsfor selling items and collecting sales tax within any
jurisdiction. All salegax collected is not to be reported as inconmstead, it is immediately a payable to the state
government, and gets reported as a payable until the check is written. The check containing the collected sales tax is not
an expense. Basically,themoneyeca t o0 us as already owed to the gover nme
expense.

Merchants selling items that qualify for sales tax collection are not our respdrathitiigh some states may
require reporting of who was at the eventaarehant for their own tracking purposes.

II. REGALIA

Regalia are works of art or jewelry that are used for display or ceremonial use. These items are used over and over,
without a steady decrease in value. Common examples are: crowns, scepters, kiofdashgear, etc. Regalia
may include soft goods such as banners, pillows, baldrics, etc. ONLY IF they qualify as works as art, such as hand
embroidered kneeling pillows or metal thread embroidery banners. Regalia should be limited to jewslrgniype item
valuable pieces of art.

Regalia should not include items that will see regular use on the field of battle, since that shortens its lifespan
considerably those items should be treated as Equipment if they are valued at $500 or more. Thrones tsould

treated as Regalia but as Equipment, since time has sh
wear and tear. Regalia shoul dndt be subject to oextrer
treaed as general supplies if itds under the I imit, or as

Regalia items are not depreciated because its useful life is not necessarily a function of time. Most regalia does not
usually suffer the same wear and tear whiattisaffther items of equipment, although some items are put through
extreme wear over a short period of time. Crowns can last 20 years, but a tabard can last one battle. Some regalia may
even increase in valwue as t i nmeourfirmaisleeparts. b lorden o wigpplify we do
reports, we have a lower limit of value for items before they are itemized on the reports. The limit is $500. Items
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reported under that | imit remain r epo aliamustba@wotth nhoret he it
than $500 in order to be reported as Regalia. Calculation of worth is described below.

In 1999, the definition of Regalia was narrowed to be more as works of art rather than ceremonial pieces. Objects that
were reported as Regalkididoe that time that do not qualify under the new definition are to continue to be reported as
Regalia until the object | eaves the branchds possessio
before 1999, but are now classed agpBEgnt and depreciated.

There are several duties that are necessary to the proper maintenance of regalia: recording information, calculating
value, transportation, maintenance, repair, and reporting.

A. Recording Information

When a new regalia item is prasimto service, several important pieces of information should be recorded and
kept by the Chamberlain or other similar officer: Maker, Contents, and Special Care Needs. While it is probably too late
for this to be done for every piece currently irkthengd omés i nventory, a Royal Chamb
some of the talented artisans in the Kingdom and ask them to help fill out information on at least the last two questions.
1.Maker

Who made the piece? If something goes wrong, we wantdicegehelp from the craftsperson who made the
object.
2. Contents

What is the piece made of? This is especially important if the object is ever to be repaired.

3. Special Care Needs

What special care needs does the piece have? This is important: thégeselét will most likely not have the
same expertise as the creator and as such may be lacking in knowledge regarding its maintenance that would seem
obvious to the creator.

B. Calculating Value

The value of regalia depends on how the item was obtaimddspureimbursement, or donation. We only report
new regalia with individual purchase value of $500 or more. This means a gold goblet worth $505 is reported. A pair of
coronets worth $550 is also reported; although each coronet is worth $275, thehtmtel gmice is over the limit.

1.Purchase
I f the item was purchased from a merchant as a compl e
itds just a conversion of assets. T h ethepprnice is kess thantthe d e d u ¢

above limits, the cost is placed ontisceme StatementunderGeneral Supplies, Activity related.

2. Reimbursement

If the maker of the item was reimbursed for the price of materials only, the Fair Market Value (FMV) ofithe finishe
object is either

a.The total cost of the supplies used to make the object;
b.The selling price of the finished item as it would be sold by the maker as part of his business; or

c.The value established by an independent appraiser not in the SCA.

If the FMV is more than $500, it gets addedRémalia & Ndbepreciated Equipniietéd on theRegalia and
Released Assets Worksheelf the supplies are a donation, FMV value is treateDiesctContributidDonatiom-
Kindon thelncome Worksheet(Increasdregalia, Increase Income). If the supplies are reimbursed, the amount of the
reimbursement iINOT r eported separately from the Regalia additi
Regalia (Increase Regalia, Decrease Cash).

If the FMV is less tm$500, the reimbursed expenses are reportedAativdly Related General Supidiesis no
income to report, or change to the Regalia value.

Be sure to not overly inflate the worth of the improved item; base the FMV on what someone not necessarily
affiliated with the SCA would pay.

3. Donation
For a donated item, the FMV is determined either by the donor, or by the value established by an independent
appraiser not in the SCA. The FMV is addeababmatithegal i a

In-Kind (Increase Regalia, Increase Income).
Because we can only transfer assets to other 501(c) (3

returned, as the donor mo st I i ktetd give a meceipttfor any doBafiofsc ) ( 3)
received. If the donation must be returned, make sure to retrieve any donation acknowledgement documentation so that
the donor canét still c¢claim the donation on their taxe:
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C. Improving Value

If the item was purchaseddaimproved upon (for example, a plain chair was purchased, but someone carved and
painted the arms of the Barony on the back and added cushions), the initial purchase is treated as above. The difference
between the new value and the purchase price isagithe cost of supplies used to perform the improvement, or b)
the difference between the old value and a new appraised value provideeSi3Aaappmaiser. This amount is added
to Regalia as a Value Adjustment, and reported as a diorkition Anyreimbursements are reportedAasivity
Related General Supplies

If the item that improved in worth was worth less than $500 (and thus not reported), and the new FMV is $500 or
more, treat the item as a new acarent vatue is addedRegaliat&Nert he | mp
Depreciated EquiparetiteComparative Balance StatemermAND reported aPirect ContributiddonaticimKindon
thelncome Statement Any reimbursements are reportedawity Related General Sappghelcome Statement

D. Insurance

The SCAds current i nsurance policy does not cover roe
Il ndi vidual branches may purchase insurance for any ite
particularly if you want to name the SCA as the insured. Contact the Treasurer and the President of the SCA for more
information.

For truly valuable regalia items, such as Kingdom crowns, another alternative to finding individual insurance is to
"lease" tk regalia to the Crown for a nominal fee (say, $1 per reign). They can then add insurance coverage for the
|l eased equi pment to their own homeownherds or renteros
acceptable for the Kingdom/brantchpay for a "personal articles” policy under their name for the term of the reign but
usually these must be included in other types of insurance policies. Documentation commonly required by insurance
providers includes a professional appraisal, photpgrablany receipts for cost or materials. A sample lease form is
included in the Society Seneschal ds Handbook.

E. Reporting

Regalia items are reported by Fair Market Value, which is either the price paid if purchased, or, if the item was
donated or improvedyhat an independent sane third party would pay to purchase the item from you. This third party
need not be associated with the SCA. We dondt want to
Val ued; i f someoney apaya H1U0e af ontarak ektn eneoluil ndg opnill | ow or cr

Each item worth more than $500 gets listed ofRéyalia & Other Sales Detaiform underRegalia & Nen
Depreciated EquiprBaeictions on how to fill out this form appear in Chapter 7.

Expensesdr maintaining the quality of Regalia are listed Aotieity Related Equipment & Maintenance

F. Release of Equipment

If an item being reported undeegalia & NeDepreciated Equipmenaves t he SCAO0s PpPssasessi 0l
Release and Othleis Sacome the Regalia and Released Assets Worksheeind removed frorRegalia & Nen
Depreciated EquiprBent|X.D below.

[ll. DONATED EQUIPMENT

If the item was donated, there is no expense to be spread out over time, therefore no need for depheciation. If
itemds Fair Market Value (FMV), or what a nor mal perso
is more than $500, we can treat the item as Regalia fo
item beig reported undeRegalia & Nebepreciated Equipmentves t he SCAOs pOihersSalessi on,
Incomen theRegalia and Released Assets Worksheaind removed frorRegalia & NeDepreciated Equipriest
IX.D below.

Donated equipment worthe ss t han $500 is generally not reported e:
give a receipt for any donations received.

IV. PURCHASED EQUIPMENT

Equipment are items that cost more than $500, serve some purpose, and are not consumed by mormal tise.i s n 0 t
inventory or regalia, and it was purchased for more than $500, it gets reported here. Examples of equipment are:
Beverlyshears (a large mounted sineetial cutter), pavilions, trailers, computers and peripherals, copy machines,
electrical agpment, etc.

V. DEPRECIATION

Equipment may suffer wear and tear from normal use (copy machines get dirty, serving equipment gets scratched,
etc.). This wear and tear makes the item worth less the more it is used, much the same way a used car is not worth as
much as a new car. Depreciation is how you figure out what an item is worth after a period of use. The value of these
items decrease the longer they are held by the branch, and at any point, the difference between the original cost and the
accumulateddeprc i ati on i s an estimate of the itemds current wc
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Example: Your group purchased a $500 tape player unit. After two years, the tape player is not worth as much as
you paid for it. The accumulated depreciation reflects total depreciation expensertakeheyears you own the
tape player.

The SCA follows methods of calculating depreciation established by the U.S. IRS. We use MACRS (Modified
Accelerated Cost Recovery System) to calculate depreciation expenses. The percentadespaesiatiahdetail
form. Depreciation is calculated at the end of the year during the fourth quarter on the Domesday report.

MACRS- Depreciation Rates

Trailers & Electricg All Other

Equipment Equipment
Year 5 Year Life 7 Year Life
Year Purchased 20.00% 14.29%
Year 2 32.00% 24.49%
Year 3 19.20% 17.49%
Year 4 11.52% 12.49%
Year 5 11.52% 8.93%
Year 6 5.76% 8.92%
Year 7 8.93%
Year 8 4.46%
TOTAL 100% 100%

A. Reporting

Items that were purchased by the branch for a price of more than $500 will be depsaujptbe, method
described above. Items purchased before January 1, 1996 and currently being listed will continue to be listed normally
until the item |l eaves the SCAG6s possession.

Report each item on tizepreciation Detail form underPurchased Equipfoerthe correct depreciation schedule.
Directions on how to fill out this form appear in Chapter 7.

When an item has been fully depreciated, continue to report it. The amouiiquipthefine will be equal to the
amount in théAccumulated Deprediagoso they will cancel each other out in your totals. When you no longer own the
item (it has been destroyed or sold), remove the item from your equipment sheet. If the item was fully depreciated, you
are done depreciating. If not, list the item u@ther Sales Incomé¢he Regalia & Other Sales Detailform to
expense any remaining amount. You may sell damaged assets to help recover the loss.

B. Removal

Do not remove a fully depreciated asset fronD#preciation Detail form until it is actually gorfeom your
possession. See IX.D below. If a depreciable asset is sold, destroyed, lost or falls apart, calculate the remainder of the
asset cost and accumulated depreciation Qttgar Sales IncamtbeRegalia & Other Sales Detaiform.

Example 1: Your group has a $500 computer with accumulated depreciation of $300. The computer is dropped and
destroyed beyond repair. The remainder of value ($200) is calculat&then®ales IncomtheRegalia & Other
Sales Detaiform. The $200 then gets expénsederReleased Assets

Example 2a: Your group has a pavilion, but buys a new one after 4 years ($600 new) and sells the old one to one of
the branch members. The current value of the old pavilion is li€tdgtdGales IncomiheRegalia & Other Sdes
Detail form as in Example 1. The Income from Sale is the price paid by the branch member.

Example 2b: Your group has a pavilion ($600), buys a new one, and sells the old one to another branch for $150.
The remainder of value of the old pavilion tsnmaved toOther Sales IncoméheRegalia & Other Sales Detail
form as in Example 1 because the item is still owned by the SCA.

In this case, the transfer to pay for the pavilion is treated as a regular transfer, and the transfer to move the value of
the pavilion to the other branch is the difference between the initial value and the accumulated depreciation and is
reported as a regular transfer of cash. The branch buying the old pavilion keeps depreciating it as if they had originally
boughtit. So,#n pavi |l i on originally cost $600, had an accumul
current worth of the pavilion is $187.44. The transactions are for the selling branch: Transfer In of $150 (payment) and
Transfer Out of $187.44. The iigwy branch records the transfer in of $187.44, and the transfer out of $150. They
then (instead of increasing their Cash balance) add the item to their list of Purchased Equipment. The Initial Cost is
$600, the year purchased is the year the origineh lmarchased it, and the Accumulated Depreciation is $412.56.
When it comes time to do the next year6s depreciation,
that item for five years now).

VI. GENERAL SUPPLIES

General supplies are camsible items, or durable items where the price of the item is considered negligible (price
<= $500), because the depreciation is not worth calculating. Instead, the price of the item is listed on the expense sheet
for that year. Office equipment less tHE003s expensed undeffice & Administrati@guipment or supplies used in a
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fund raising activity are reported urfdeénd Raisin@ther equipment costing less than $500 for events or general use is
reported undeActivity Relatexbenses.

Some itemare donated and are not worth $500 each, such as loaner garb. These items are not reported in any way
other than on an equipment list, although having a stock of loaner garb and loaner armor is encouraged to help
familiarize new members with our orgamizati

VII. REAL ESTATE AND PERM ANENT STRUCTURES

Real estate is special because it comes with several extra maintenance requirements. Deciding to purchase real estat
should not be discussed lightly, and must involve the SCA Board of Directors (CP XIV) bbctlugbeofarge
guantity of money involved and the additional liability. If the SCA owned real estate, we would also own the liability for
its use (requiring more insurance), the responsibility to pay property taxes (more repeatable expense), and the
requiement to maintain the property to local code (upkeep expenses which may become costly if the zoning changes).

Funds may be raised for such a purpose, even though the ultimate destination for those funds would be another
organization formed to handle tlotual real estate management.

Improving existing real estate or adding a permanent structure to real estate owned by some other entity (corporation
or person) must also involve the Board of Directors. We would still own the liability for someonerbding iaju
structure we own, regardless of whether the structure is on land owned by some other entity. We would still own the
responsibility to keep the structure in compliance with local building code.

VIIl. VEHICLES

Vehicles are special because they come xtrishneaintenance requirements. Accepting donations of vehicles is
prohibited (SFP X.C). Branches should not purchase vehicles without approval of theahe:&sesidertr Society
Exchequer due to the liability and maintenance costs involved.

The SCAmay own trailers, and is in fact dédistrailer information must be reported to the Secretary of the Society
annually because they are covered by the SCAO8s insuran
br anc h d snandithHe trailengegistration information to the Corporate Office.

Trailers are to be kept in good maintained condition at all times, and the licenses should be kept current. Trailers
should never be loaded over their maximum weight capacity. (SFFD¥IHA$0 not only violates the law, subjecting
the tower to fines if stopped by the police, but also voids our liability coverage should an accident occur.

The SCA is not responsible for repairs or maintenance to member vehicles, even when towimg 8&ikers.

Al l travel is at the ownerds ri sk, i ncluding towing of

All agreements between a branch and individuals regarding use of the trailer are to be managed by the Seneschal.

IX. MANAGEMENT PROCEDURE S

A. Acquisition

The Financial Committee shalpeve purchases of all assets. Things to consider are the cost of any supplies needed
to maintain the regalia or use the equipment. Dondt
organizations.

It is perfectly acceptable to solicit damatiof noncash assets. One way is to publish a wish list. If the items donated
will be used as inventory, the cost of goods is zero. If the donated items are equipment, they do not need to be
depreciated (no cost to spread over time).

B. Equipment Lists

The Exchequer or their designated representative will maintain a list showing the description and location of all non
cash assets regardless of type. This list will show description, quantity, where it came from, and current location. Items
like single 25¢ ktet dishes may be grouped under miscellaneous, but ten of them should be separately listed as a group.
Where possible, include a photographic record with two copies of the photos made, one for the Exchequer and one for
either the special deputy in chafgeqaipment or the Seneschal or Guild principal.

C. Maintenance

The Financial Committee approves maintenance expenses. If you find an item needs some work, see if someone
qualified will do the work for the cost of materials. If not, seek the servicedessagmal. Ask if they offer a discount
to nonprofit organizations.

D. Release

The Financial Committee shall approve any release of assets. If an item is no longer worth keeping or fixing
(computer broken, crown is irreparably cracked), you must remowst thietlcat item from your list of assets when
you throw it out or sell it.
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1. Transferred out

If the item was sold to another SCA branch, the transfer is treated separately as a regular trartberedaldbe
Incomie zero. Treat the item as disedrdn the report (see 3 below).

2. Sold Regalia or Depreciating Equipment

If the item was sold to an individual, the loss is th
This result gets entered on theome Statement underOther &es Incarifethe sold item was bears specific heraldry,
check with your Kingdom Herald for the proper protocol.

3. Discarded Regalia or Depreciating Equipment

If the item has been fully depreciated (there is no more expense left), then you lose nathargripuin your
Depreciation Detail form.

If the item was not fully depreciated (accumulated depreciation does not equal original value), then remove the item
from the depreciable property list and enter it uhsiset Release and Other SalemltieoRegalia and Released
Assets Worksheet

If the item was Regalia, enter a negative adjustment value for the RegalRegalithand Released Assets
Worksheet and then enter the item again uddset Release and Other Salés shcontee loss.
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It is important to know where oneds boundaries | ie wh
with other levels of the Society. These are only guidelines; if you have any questions, coperibryofiiceu first.
A good summary is:
If the people you deal with (anyone in this chapter):
1 Are constantly criticized, they will learn to blame others.
1 Must deal with hostility and friction each day, they will become belligerent themselves.
1 Are rarely ammended, they will seek only routine duties.
1 Are frequently made to feel guilty, they will avoid difficult problems.
1 Are allowed some mistakes, they will test their creativity.
1 Are encouraged, their confidence will grow.
1 Are praised for their good workey will improve their performance.
1 Improve their performance, their sedfeem goes up.
1 Receive fair treatment, their own decisions are more just.
1TSee Royalty, Peers, and officers who dondt avoid acc¢

Corpora Appendix A is a description of general procedures for complaint and appeal. If you have any problems
dealing with someone, read that section for suggestions on how to resolve the situation. And, as always, you can also
contact your superior officir guidance.

X. ROYALTY

The Royalty are special officers; they are not allowed to hold any other office or be a signatory on any bank account
while holding that office. Royalty may not order that money be spent solely by their own decision. Tlé&risobur sys
checks and balances. If an Exchequer determines that Society, Kingdom or their branch Financial Policy disallows a
proposed expense, that Exchequer is required to deny the expense. If the Royalty persists, direct them to your superior
of f i c ellowyodrselfitd ke bullied

A. Donations to Royal and Kingdom Funds

Every Kingdom has a Royal Travel Fund of some sort. Some Kingdoms have other additional funds (Office, Postage,
etc.) for royalty reimbursement. Some Kingdoms also have funds for th@fferes of State to help offset the
expenses involved in holding those offices. Occasionally, a Kingdom may open special funds for projects. The Kingdom
Exchequer maintains all of these funds.

Branches that desire to donate to a Kingdom fund muséapra/al from the branch Financial Committee before
taking any action. The Exchequer will notify the Crown and Kingdom Exchequer of the transfer into the appropriate
fund and will send the check and a completed transfer form to the Kingdom Exchequey. dlsis be done in court
as a matter of ceremony.

Cash should never be presented to Royalty at <court. I
money has gone wayward by this means. If a showy presentation of money at cadt thadgsiup should buy
chocolate coins for the "currency" and present a check made to the Kingdom at the same time. Likewise, a couple of
rolls of nickels make nice clinking sounds in a bag but cost less than $5.

B. Direct Reimbursement of Receipts

The Crow may be directly reimbursed for receipts as allowed in Kingdom Financial Policy only after approval of the
branch Financial Committee and notification of the Kingdom Exchequer. Royalty may NEVER be given SCA money
without first obtaining proper receiptsldollowing all appropriate procedures. All reimbursements should be made by
check, to ensure that a paper trail exists.

Royalty may accept private donations, from one person to another, without involving the Chancellor of the
Exchequer, bank hacboamcsdsHowever, that peducthleiitbey pri va
pay U.S. income taxes.

Xl. SUPERIOR OFFICERS - CHAIN OF COMMAND

Each branch Exchequer reports up to the Kingdom Exchequer, who reports to the Society Exchequer. Canton
Exchequers normally report to the Baronial Exchequer as well. Some Kingdoms have regional deputies for receiving
reports, who then report to the Kingdom Exchequer. When you receive this office, you will be told to whom you should
send your reports.
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A. Reports

Each Chancellor of the Exchequer must file required reports with their superior Exchequer. Any questions regarding
transactions should be directed to the superior officer before any action is taken.

B. Signature Cards

These go to the Kingdom Exchequer wHbsend them back to the branch or the bank. The signature cards should
be completely filled out (Account Title and Tax ID) and state that the account requires two signatures to make a
withdrawal. Otherwise, there should be a note included for the Kiegdbeguer that the unopened bank statements
get sent to someone other than the Exchequer at a different address than the Exchequer. The minimum required signers
include the Seneschal, the Exchequer, and the Kingdom Exchequer or their designatedve=presentat

Make sure that an envelope addressed to the bank or to the branch Exchequer is included in the packet to the
Kingdom Exchequer so that the forms can be sent back to the bank.

C. Corporate Resolutions

See Chapter 4 Section |.F for a description of CormpraRe s ol uti ons. I f the resol uti
the Kingdom Exchequer who will send them on to the Corporate OfficeraffolnExchequers do not send these
directly to the Corporate Secretary. Only fill out the names or signaturegyobtbees; the Secretary of the SCA and
the Vice President for Corporate Operations fill in the information about approval during a meeting and place the Seal
of the Society on the form. The form then gets sent back to the bank.
It is very important tinclude a SASE to the bank so that the form gets sent back to the proper place.

Xll. OTHER SOCIETY BRANCH ES

A. Transfers of Assets

Money and other assets may be moved between branches at any time, provided that the financial committee of the
originator has appred the transfer. Popular examples are: branch to Kingdom Newsletter for event announcement or
towards special issue; branch to Royal Travel Fund; branch to branch loans; etc. If you are sending a loan to another
SCA branch, mark it as such on a Transf&nather SCA Account Form so that the other branch has a written record
that you are expecting the money back. Loans to or from SCA branches are not listed as Receivables or Payables as they
are just internal cash movemeNtsloans are allowed to or fronindividuals at any time.

Any movement of money, assets or inventory to another account within the Society is considered a transfer, even if it
was fronted by a person who then got reimbursed.

B. Sponsorship
Incipient branches must have the sponsorshipuf stdtus branch. When your branch agrees to sponsor another

branch, your branchos Seneschal makes a deal with the
certain optional considerations. The only thing the Exchequer gets iimvishtied money. Incipient branches may not

hold money in their own bank account; the sponsoring bl
Wor k with the other branchds Exchequer, no thgouter whi

are on the sponsoring side of the deal, make sure that all required reports get filed properly.

Xlll. BRANCH OFFICERS

Branch officers in general are youwookers in the administration of the branch or guild. Collectively, you are a
team. Work withthemo f i nd the most sensible solution to any pro
have to handle the money right now doesndt mean that t
from the distance of not having to rage the money may provide some insight that someone deep within the problem
may have trouble finding. For example, several people who have never been Exchequers commented on initial drafts of
this handbook. They provided an outside view of the proceduhés affice, in addition to helping make sure that
nonExchequers could understand this handbookf t hey di dnét wunderstand it it
the help you can get from your fellow officers, especially if you work togetheraaeoimon problem.

A. Seneschal

The Seneschal is the legal representative of a branch. Each Exchequer must report at least quarterly to the branch
Seneschal . I't is the Exchequerds responsi bi dlditygndt o adv
appropriateness of any expenditure. If an expense is questionable, the Exchequer will contact his or her immediate
superior for clarification on how to proceed before any action is taken.

Seneschals sign all contracts for the branch.

B. Chronicler

The Chronicler will not maintain a separate account unless granted a written variance by the Kingdom Exchequer
(with the exception of the Kingdom Chronicler). (Chroniclers Policies)
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The Chronicler and the Exchequer will reconcile newsletter sales enijgtisnbsionies on a quarterly basis to be
included in the Exchequerds regul ar report. The Chron
promptly for deposit in the branch account.

The Chronicler will submit a quarterly Subscriptiongdépaet to the Exchequer only if there are subscriptions sold
in advance of publ i-endtepodwilbe ifduded ib therewskpttee r 6 s year

C. Herald
The Herald and the Exchequer will reconcile submissions monies on a quarterly basuttedbeni the
Exchequeré6s regular report. The Herald will turn over

the branch account unless the submissions are made out directly to the Kingdom.

D. Other Branch Officers

The Financial Committeamust approve all expenditures in advance, fappre@ved budget or a written request for
funds. Receipts must be provided for all expenditures.

E. Landed Baronage

The Landed Baronage (Baron and Baroness of a Barony) may not be involved -to-tlegy diagnces of the
barony, or they may be very involved. They may be signatories on baronial accounts and on the Financial Committee.
They are not permitted to decide to spend money on their own; they still have to go through the Baronial Financial
Committee. Anded Barons and Baronesses are not allowed to be Exchequer of their own Barony, although they could
be Exchequer for other higher entities such as Kingdom guilds or the Kingdom itself.

XIV. DEPUTIES

For deputi es, use the golidregn youd ewo Wlochmdt adsdk ytdwerns etlof
more than you would do yourself if you were the deputy. Teach them everything you know about the office. If they
l earn something you dondt Kknow, ask them to teach you.

XV. AUTOCRATS AND EVENT STAFF

Because amtrats and event staff use money in the process of organizing an event, they will be contacting the
Exchequer for advances of funds, reimbursements, and checks for vendors directly. Each branch is different based on
the personalities involved, and so eaant will be run differently, based on the people involved. Here are some
guidelines when dealing with event staff. Your branch may be more or less formal about processes involved with hosting
an event, although care should be taken when planning an @weamts are usually the most manggnsive thing we
do. See Chapter 8 for more detailed directions regarding event financing.

A. Budget

The autocrat shall submit an itemized budget to the Financial Committee, including projected income and expenses
for the event. Each Kingdom has its own forms for creating event budgets; contact your Kingdom Exchequer for more
information. The Exchequer will keep the approved budget to work from when making reimbursements.

B. Advances of Funds

The Financial Committee mayprgve advances of funds to cover expenses if the account can support it. Any
advance is treated as a receivable until reconciled. Receipts must be provided for all of the expenditures, and advances
must be reconciled within 60 days. Kingdoms may havewhefunds advance and reconciliation forms, or require
less time for reconciliation.

C. Collection of Income

It is the responsibility of the Exchequer (or their designated representative) to collect all income from the Event and
to reconcile to the attenda&necords. It is also their responsibility to ensure that required cash control measures are in
place to catch errors promptly and discourage thetft.

All of the event proceeds must be deposited in the appropriate account within two weeks (14 dagsyfahthe e
event, preferably sooner. (SFP XII.A).

D. Reports

An event report will be completed by either the Autocrat or the Exchequer and distributed as determined by
Kingdom Financial Policy. Kingdoms may have their own forms for reporting event finances.
E. Corporate Surcharges

After the event, the Autocrat and Exchequer must calculate any Corporate Surcharges relating to events that are
currently required. Send the check for the amount as required by current procedure, along with a form showing how it
was calulated. Your superior officer will know the current procedures in effect. Kingdoms may have their own forms
for reporting NoAMember Surcharges and event attendance.
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XVI. GUILDS

Where guilds are permitted to maintain funds by Kingdom Policy, they must Eresteeguer and must comply
with Society and Kingdom Financial Policies. The Guild Principal may be considered to be the equivalent of the
Seneschal of the Guild, but they should have an Executive Warrant. There needs to be a legal representative on all
financial committees.

XVII. BRANCHES IN OTHER CO UNTRIES

Transfers to these branches are reported under Donations to Other 501(c)(3) Organizations. Transfers from these
branches are reported under Direct Contributions.

XVIIl. HOUSEHOLDS

Other organizations known in the i®tc but not officially recognized are Households. Households are not an
official part of the SCA and SCA funds may not be combined with their funds i8@nancount. Households are
simply groups of people with similar interests, sometimes but yst @lganized around either specific persons or a
specific cause (fighting, archery, dancing, etc.). If you have any questions about whether some group qualifies as a
household or about transactions dealing with households, call your superior offidan&a lgefore doing anything.

A. Household Activities At Events

The SCA is not responsible for any household activities. We cannot and will not financially support or absorb liability
for any household activities. AdctividlesSCAOsSs insurance does
Financial support for this purpose is defined as providing funding where all proceeds are not returned to the provider.

Example of disallowed financial support: The Shire of Backwater pays all advance momeclievent where a
households responsible for all the ideas and labor involved, and keeps all the profit after the expenses, including the
front money from the Shire, have been paid. This situation is not allowed because we are not a lending institution.
However, if the Shire rahe event and the household did the feast (through a catering contract), the household would
be paid for their services (making a profit after they take care of their own expenses and kitchen rental) and the shire
would keep the rest. This second situéiatiowable.

Absorbing liability is also disallowed. For example, we cannot absorb liability for a household function at an SCA
event where the household is solely responsible for the use of the damaged facility or equipment. This means we cannot
rent fadities that will be only used by the household.

Allowing household activities to take place at branch events is not considered support, provided the branch does not
pay for items wused only by the hous eyechusedbydhe dousehold, br an
especially food preparation situations. It is up to the branch to determine the risk involved in allowing household
activities at their events. Separate agreements between the household and the site owner for fadlities used ar
recommended, as are catering contracts which stipulate rates charged and responsibility for collecting fees, any expenses
and liability.

Below are a few examples illustrating why we have this policy.

Example Situation 1: The branch allows the local kehold to hold an auction at an event, whose proceeds go to
benefit some charity, the Royal Travel Fund, or themselves. The auction is advertised properly, the only things used at
the event are some tables (which are then used for feast), and sonee Hail thzenario is allowable.

Potential problem: The aucti oneer stands on a table and it br ea
table. Who will be blamed? The branch that rented the hall and tables. How to solve it? Have the hoysgbkold suppl
own tables.

Example Situation 2: The branch allows a household to sell lunch at an event. The household uses the same
kitchen as the feast crew and handles their own money. The kitchen fee is a flat fee, so the household plans to pay part
of that fee from the profits. This is allowable.

Potential problem 1: Several serving dishes turn up missing from the kitchen, dishes used only by the lunch crew.
Whob6s responsible? Good question. Who wi |l | besitbl amed?
owner rent the kitchen for the lunch period to the household (under a separate contract with inspection afterwards), or
have the household bring its own dishes.

Potential problem 22 Lunch i ncluded <chicken; t h eoplef comaesdbwn avithe s n 6t .
Sal monel |l a poi s onfthetpusehdhfar Gos cleanng up @ftersthieimdelees better, or the branch for
not cleaning up before they started? This would be even harder to determine if the feast also served cliicken. Who w
be blamed? The branch. How to prevent this problem? Other than disallowing household access to kitchens at events,
have the site owner rent the kitchen to the household separately, or enter into a catering contract with the household,
specifying thahe kitchen must be cleaned and inspected after use before the liability is released.

Potential problem 3: A local law states that all food preparation sites must have someone present at all times with a

food preparation license. The household uses theckhen, but no one in the househol (
person who does hold that license is fighting during lunch preparation. The site owner finds out right after lunch, is very
upset that the contract with the SCA has been breachedaand w ever yone out -thew. Wh o ¢

household for not complying with regulations, or the branch for not making sure the household knew and complied
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with regulations? Who is blamed? The branch. How to prevent this problem? Have the hotigbkdkitaiesn
separately from the site owner, eliminating the branchi

B. Receilving Donations from Households

Households may donate funds to the SCA, but the SCA may not donate funds to a household or its members.
Branches may sponsor Societytswehere a household provides all the labor; however, the household may not receive
any money from the event out of the Society account except as reimbursements for receipts. If a household hosts an
event on its own, the money it collects may be domwatieel Society, but it is not required. Households do not get the
advantage of the Tax | D and any income must be acknowl
treated as if it were from anyone in the modern world. See section IX below.

C. Managing Household Money in an SCA Account
It is not permissibléor any fundsn an SCA. Inc account to held in the name of a household.

XIX. THE POPULACE

Exchequers should strive to keep their populace informed about the financial status of the brartohrédocger
the occurrences of these kinds of inquiries. Providing the populace with current account balances, budget and actual
figures for events, the normal operating budget, and amount of reserves will reduce the number of requests for review.

Any persorhas the right to request to see the books and records of any Society account, provided they: a) give a
reasonable justification for their request; b) specify which financial documents they wish to verify; and c¢) submit their
request in writing to the Exatuer.

Reviews shall be scheduled at either a) the convenience of the Exchequer, or b) at the next regular business meeting
with proper advance notice, whichever comes first. Requests for a review that arrive the day before a business meeting is
not prope advance notice for that meeting, but acceptable for the next one.

The purpose of this procedure is to provide members with a mechanism by which they can settle any questions of
possible misuse of their br ancédsa ¥ishimperpedition' nolas a meiarisby n ot
which a disgruntled member can harass an Exchequer.

If the Exchequer determines that a reasonable justification does not exist and denies the review request, the request
and written notification of refusalindlud g r easons shall be forwarded to the |
authority to let stand or rescind the refusal.

If the request for review is made of the Kingdom Exchequer and a refusal is given, the written notification of refusal
includingreasons shall be forwarded to the Crown, Kingdom Seneschal, and the Society Exchequer for review.

XX. THE MODERN WORLD

The relationship between the Exchequer and the modern world strongly depends on the Seneschal and the
Exchequer. When dealing with the modesrid, such as banks and vendors, the Exchequer represents the Society. If
the Exchequer appears and acts as a normal responsible person, the Society will be a thought of as a responsible
organization. If not, the Society will be thought of with disttaEsis something we want to avoid.

The thing to remember is the bank personnel and the vendors are business people and hiike atiisirtess By
presenting yourself in the same busiilessnanner, you will go a long way towards creating a egtagsphere. You
dondt need to be shy about talking about what we do or
neutral atmosphere wil!/l increase their comfortito If the
force them. Always use your modern name when communicating with bank personnel or vendors.

A. Demonstrations for the General Public

The Society will do demonstrations of our activities for a variety of audiences, frachgchdhildren to Boy
Scout metings to madrigal dinners for other fpofit organizations. We may receive donations and publicity from
these activities.

It is important to remember that a donation to the SCA must stay within the SCA. We cannot share the money
received from these daimms with the demonstration participants, other than to reimburse legitimate receipts. If an
organization wishes to individually compensate demonstration participants, the organization must individually
compensate the participants; the SCA cannotlltvisble for the organization to give the SCA money and direct that
it be used towards a gathering of the | ocal SCA member
money. 6). The gathering must rtnancia mulesmmudt applya(duth ad tlkeanariey me mb
candt be used to buy the beer at the pizza party).

B. Donating to Other Organizations

It is permissible to make donations to other organizations with the 501(c)(3) designation. However, make sure that
thepropoed reci pi ent organization is classed correctly. Si
Tax ID Number for the forms as well. If they cannot or will not provide this information, they cannot receive the
donation.
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Once the Financi@ommittee approves the donation, and you have the Tax ID Number, make the check out and
give it to the contact at the other organization.

C. Accepting Donations

It is permissible to accept donations of money andnooetary goods with a few exceptionss. diso permissible
to turn down donations. Here are the exceptions:

1.We may not accept donations of vehicles (SFP X.C).

Potential donors must be directed to sell the vehicles themselves and donate the resulting money. Trailers are not
considered vehiclés this policy.

2.We may not accept donations of alcohol (CP VIII).

3. We may not accept donations of money with specific purposes that we do not wg&P VII.C)

We do not have to accept money just because someone is willing to donate it. If thegs atéashed to the
donation, examine them closéllgere should be a primary and a secondary purpose for the donation. For example,
suppose someone donates $1,000 towards the purchase of Known World Dance Manuals but it turns out that only $500
was actubl needed, you would need to know what could be done with the remaining money so it is not sitting in a bank
account for eternityf the money is donated for a specific purpose, and that specific purpose is contrary-to our tax
exempt purpose, undesirable unwor kabl e by the branch, just say ©6No,
expectation of some future consideration that cannot b
from trouble, than less poor and wishingyourh&dt accepted the money.

Ot her than that, we can accept anything usable. Obvio
just to give someone atax wafe-we dond6t need extra work and paoWential f
dondt determine the value of the donation; the donor df¢

For any donation we accept, we should send a niceythamiote or send an official form acknowledging the
donation for the donord6s tax records.
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CHAPTER 7: FINANCIAL REPORT FORM
INSTRUCTI ONS

The Society uses standardized forms for financial reporting. These forms are available in Microsoft Excel (locked and
unlocked) and Adobe PDF formats from the SCA website, http://www.sca.org. Follow the links to the Society
Exchequer page.

The forms my seem to be large, but they are really just a collection of a lot of small pieces. Use this chapter to help
you fill out the form one piece at a time. The first time will be the [aadkestthat, it gets much easier as you become
more familiar with dth the forms and the rules.

This chapter details how to fill out the Financial Report Packet forms. As always, report form names are in italics. The
lines in bold italics are the actual report lines and specific directions for that line. The foresstsSfarmih are
mandatory.

Each form will be discussed in detail, with directions for completion and where they should be sent.

|. PURPOSE OF THE FINAN CIAL REPORT PACKET

Financial reports are calculated to show financial activity over a period of tireeg sumttla, quarter, or year. This
report packet tells us how much your branch is worth at the end of the time period (net worth); and how it has changed
since the end of the last reporting period.

The term End Date means the last date in this reporting.pe

The term Start Date means the first date in this reporting period, which is the same as the End date in the previous
reporting period.

The two most important numbers in this packet are Change in Net Worth and Net Income. These numbers represent
the ame thing calculated two different ways:

A. Change in Net Worth

Change in Net Worth is the difference between the Net Worth at the end date, and the Net Worth at the start date.
(Ending Net Worth) - (Starting Net Worth) = (Change in Net Worth)

B. Net Income

Net Income is the difference between how much money was taken in (Total Gross Income) and how much money
was spent during this period (Total Expenses).
(Total Gross Income)- (Total Expenses) = (Net Income)

C. Proof

The way we make sure the report is cois@¢otcompare these two numbers. If you take (Starting Net Worth) and
add the Net Income (Total Income minus Total Expenses), the result should be the (Ending Net Worth). So,
(Starting Net Worth) + (Net Income) = (Ending Net Worth)

Now, subtract (Startinget Worth) from both sides, leaving:

(Net Income) = (Ending Net Worth) - (Starting Net Worth)

If you look above at the formula under A above, Change in Net Worth, you will see that the last formula is identical,
except for the name of the result. Theegfor
(Net Income) = (Change in Net Worth)

That is why these two numbers must be egtiey are the same thing, calculated two different ways. If they match,
then the reports are correct. This is called balancing the report. If the two numbers @b, tbeméte report is said
to be out of balance and the calculations must be checked for errors.

NO FINANCIAL REPORT IS COMPLETE UNTIL IT IS IN BALANCE.

Il. GENERAL DIRECTIONS

The format of the information on these formeetuired. Andiny deviation from this format means your superior
officer must make your rap fit on the proper forms, possibly requiring them to call you for more infornfation.
YOU ARE USING PAPER FORMS, MAKE SEVERAL COPIES OF THE FORMS BEFORE YOU WRITE
ON THEM, or WRITE IN PENCIL. You may make mistakes and need to use another copy, avill yead
copies of the forms for each quarter.

Each item on the first two pages has a line number. There are spaces for signatures on the bottom of the first three
pages. Sign and date each page when you have finished the report. Some Kingdom$Sesmpsichdhalso sign the
report, so space is included for that too.

The first two pages are summary pages. Pages 3a and 3b are for bank account information and reconciliation. Page 4
is information about you. Pages B are worksheets to help you fiit the summaries. Page 13 is for information
about your branchés financi al commi ttee. Page 14 is a
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doing fund accounting). Page 15 is a special worksheet for newsletters. Page 1éoimnfoersayy or questions that
you have for the Exchequer receiving your report.

This packet may seem like a lot of work (and paper), but you will probably only use a few entries on the worksheets at
any one time. The forms are designed to leave plepgceffer legible handwriting. If you need more space on any of
the worksheets, for the paper version, use another copy of the same worksheet and combine the totals when done. For
the Excel version, use the Large version, or add the detail in onfibvenfigeege in the back of the workbook.

Remember, if you are using the paper forms, you must file and send in all forms shown as REQUIRED on the table
of contents, including signatures. If you are using the Excel forms, you must send in the first 4 siggatuveis
even if you email the whole report to the reporting officer, and print out the forms shown as REQUIRED on the table
of contents for your files.

A. Report Formats Avallable

This report packet has several pages. The forms are avaiablesat.orin two formats: Microsoft Excel and
Adobe PDF. Microsoft Excel is a spreadsheet package, and Adobe PDF-aslg ceadiment format for printing
only.
There are three versions of the fofn&mall, Medium, and Largée small version is for new branches or those
with little activity. This version assumes that there are no secondary accounts, no equipment or inventory, and very few
transfers.
Medium is sufficient for almost every branch or account within the SE€#&efBion has one copy of each possible
page, and two copies of each transfer page.
Large has extra worksheets to allow for more activity, and would be used by Kingdom account, or branches with a lot
of events or activity. The extra worksheets feedhiatprimary worksheets. If you neeore room for detail in any
area, add additional sheets to the printed version, or use-tbmfrpage on the back of the Excel workbook.

EXCEL ONLY

Boxed sections will have features or instructions specific to the Excel format of the forms. As of this upd
most recent release of all the forms is 1.2. The differenceslveteaese 1.1 and 1.2 are all related to Excel usa:
and amount of information possible to enter on the fdtms reporting lines on the forms themselves did not
change.

WORKBOOK VERSIONS

The Excel forms come both locked and unlodké&lHIGHLY re commended that you use the locked
versiond you cannot overwrite formulas or formats in the locked version. The unlocked version is available:
use in nofMicrosoft spreadsheet applications, or so customized links to other software can be added.

If you must use the unlocked verédiaho n 6t ¢ h a n g e . It Willhelpstlee reseiviagnofficereifrthey ca
see whether you use the locked or unlocked version when there is a problem. The idea is that if there is a
the numbersandyaus ed t he | ocked version, the receiving
formulas as part of the reseadco they can save time.

If you use the unlocked version and add sBéle¢y will not print as part of the macros unless yemgetthe
macros as well. If you use the unlocked version and deleté gbeettl break the workbook, not just the macro

PAGES

On every page are hyperlinks to every other page to help with navigation around the forms. The print ar
settopi nt properly already, and shouldn6ét need to

FIELDS

In the Excel workbook, all editable fields are light blue. Fields that will either be editable or not based on
input will change from white to light blue or vice versa. All otheihoeilld be locked to protect the formulas and
format, although an unlocked version is also available for useMitromoft spreadsheet applications.

I f you want to enter a formula into one 08J #ahe
front of the calculation for it to display properly.
You can put any data you I|Iike on that | ast pag

The fields will expand if you type in more text than the description columns can display. This will mean t
printed version of the forms will spread across more than one page.

B. Balancing the Report

First, determine how far you are off by subtractingtiamge in Net Wdrtim the Net Incom&he Excel version
shows the difference off to the right of the form ornGbmparative Balance StatemeniThen test the off amount to
see which rule it fits below:

1.Off amount equal to amount of one transaction.

Cant he amount youdre off by be traced to a particular
forgot to record both sides of the transaction. Remember, we are essentially using double entry accounting when doing
the balance sheet anddme statements, so any transaction that you only record one side of will be off by that amount.
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For example, if youdre out of balance by $100 and vyou
the question becomes did you rementherdognize that $100 as income somewhere in one of the income accounts, or
record it as a liability if it was a refund or advance of some sort? Verify that cash and checks shown as outstanding on
the cash reconciliation sheet have been also includedexpémse sheet and vice versa. Sorué-loaiance reports

come down to someone having put an outstanding check on the cash reconciliation sheet and thus reducing the assets
but not putting the same item on theome Statement(or vice versa).

2. Off amount evenly divisible by 3.

It might be a transposition error (e.g. writing down $156 one place, and $165 as the other entry). How do you tell if
itds this problem? 1 f the difference is eveprobgblydi vi si b
transposition error. For example, in the example above the difference between 156 and 1856s9).(Nsbe is
divisible by three. This will always be the case in a transposition error regardless of the amount, even with large amounts.
For example, 5146 gets converted into 1546. This is a difference of 3600, which is divisible by 3 (1200). 145623 could be
converted into 146523 (900 difference, which divides equally by 3). NOTE: This should work even if the transposed
numbers are not next each other.

3. Beginning Number Error

Did you copy the beginning numbers from the prior rej
problem. In particular, did you change your beginning numbers from the last report because you fmuaddan err

decided to fix it? This can be fixed if itds sohg | | wit|
one, and then the correcting one)o n 6 t try to fix the original entry sin
happened in a prior year, fix it by making entries in the "other income/expense" lines and attach a note of explanation.

Dondédt go back to your prior year report and say, ol go

year is set istone.

4. Depreciation Error

Il s the amount related to your depreciation? You mi ¢
corresponds to the current year depreciation on one (or all) of your assets. If this is the case, did you réchember to a
the current year depreciation to the accumulated depreciation? Is it also included in the Depreciation line on your
Income Statemen? Youdd be surprised how many times a group
accumulated depreciationgd arot claim it as an expense onltttome Statement Remember, we only calculation
depreciation expense at the end of the year duririyqoarder.

5. None of the above

Sometimes if you dondt i mmedi at el y erroe yoo ltaveifaileel tofpdste a mo u
both sides of more than one transaction. Because thes
quarterly reports in the financial format used for the year end rep@brtigarative Balance Statemenand
Income Statement with difference equal to zero), and you were in balance the previous report, all you should need to
do is double check your entries since then. Have you recognized income/liability for each bank deposit? Making bank
deposits increasesuyd'Cash in Bank" balance, an asset, so you must make a corresponding increase in income or
increase in liability to make the net effect zero. | f
increase your expenses or decrease ydlity#akhis works in reverse from income.

6. Ask for help

When all else fails, call your Regional or Kingdom Exchequer and ask for help. Sometimes a second pair of eyes will
find it in seconds after youf6ve torn your hair out for

[ll. SPECIFIC FORM INSTRU CTIONS

Even though the recommendation is to populate these formtoiiaokt, we will cover them in numerical order.

Addi tional functionality available in the Excel wor kbo

If you are usinghe printed version, enter the name of the branch, the start date and the end date at the top of all
forms.

In the Domesday report, the start of period is the last day of last year, and the end of period is the last day of this year
(i.e., December 31,3Dand December 31, 2006 for the 2006 Domesday Report). If this is the Domesday report, the
Kingdom Exchequer sends you a packet or emails you a W
filled in for you.

Quarterly reports are calcutates either Sequential (Decembef 34arch 31, March 3& June 30, June 30
September 30) or Cumulative (DecembérNdarch 31, December 81June 30, December 8 Beptember 30).

To some people, it would make more sense to use the starting detéodf (@gnuary 1) rather than the last date of
the previous period (December 31, previous year) as the starting values. We use December 31 (or the last day of the
prior quarter) because we must have a continual chain of numbers, and the numbersrgslomagnuet be the
same as of December 31.
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THE SECRET TO EASY AND QUICK REPORT COMPLETION

The easiest way to fill out the financial report packet is back tadivdhe worksheets first, then fill in the
numbers on the first two pages from the worksheets. Then complat tivo pages by filling in the numbers of
the lines that have no worksheets. If you are using the Excel version of the forms, the numbers will be fille

If all the numbers are correct, @leange in Net WoritheComparative Balance Sttementwill match theNet
Incoman thelncome Statement and the report will be balanced.

A. Table of Contentsdord Constants

This form has the Table of Contents for the whole workbook. At the bottom of the Table of Contents is version
information. Make s& you have the most recent version to work with. At the time of this writing, the correct version
was AS XL 2 <type> <format>. There aréhreetypes,Small, Mediumand Large. The <format> part will show if
you are using the Adobe PDF version, the dbEkeel version, or the unlocked Excel version.

EXCEL ONLY

If you are using the Excel version, on the left side of the page is a box for entering the branch name,
a fourdigit number, the quarter (drop down box) anethér the report is Cumulative or Sequential. Enter th
data to set up the formulas in the rest of the workbook to work correctly.

Also on the bottom of the left side of the sheet are three buttons. If you have selected to enable macr
you opened #aworkbook, these three buttons will work. The first button on the left will only print out the t
contents and pages 1, 2, 3a, 3b, and 4. (3a and 3b may not print if there is no data on those pages.) Th
pages that have to be printed,egigiand sent in to your reporting officer regardless of whether you also en
the workbook. The second and third buttons will print out all forms marked as REQUIRED in the Table ¢
Contents. Use whichever one is more convenient for how the documeritged by your printer.

B. (1)- COMPARATIVE BALANCE STATEMENT

If you are a group outside the US using these forms, fill in the forms using your native currency, for example,
Canadian Dollars, and indicate at the top ofCtmparaive Balance Statementand Income Statementwhat
currency it is completed in. The Change in Net Worth and the Net Income/Loss should still equal each other in your
own currency.

This form shows what your branch was worth at the start and end of soneitiheapd shows you how much
your value increased or decreased over that time period. This is known as the Change in Net Worth.

This form has three section&ssets, Liabilities, and Net Worth. In each section, there are two columns on the right
side ofthe page, one for starting amounts, and one for ending amounts.

1.Assets

Assets are things that the branch owns that have somecealngor nowash. Cash assets include Cash on Hand,
Cash in Norinterestbearing accounts, and Cash in Intdreating ecounts. Nofcash assets are further separated into
three categories: Inventory, Regalia, and Equipment. Receivables are cash or value owed to us from outside the SCA,
such as unreconciled advances of funds or bounced checks. Other Assets are farmrtgatedd by another entity
outside the SCA such as refundable site deposits or bonds that have been paid but not returned. Anything else that
doesndét fit in one of the other categories would also |
Entries for cash should reflect the egdialance at the ending date of the period in your check register. We use cash
accounting, so we consider any check written on or before the ending date of a period to be an expense in that period.
The check need not have been cleared by the endingsiadeted. Similarly, any funds received on or before the

ending date are that periodds income. The bank may not
check was in your possession eimcomeg. before the ending d:
The onlyexception to this is a check drawn on another SCA acéotime check is always reported in the period

corresponding to the date on the check for both the sending and receivingberanehn i f t he recei ving

receive it beire the end of the period.

a.Undeposited andIN@mefearing Cash

Enter the totalUndeposited Cash and\iratieg Transfer Cheaksulated on thEomparative Balance Detail
form plus the totaEnding Balance in Account Relgistated on therimary Account Reconciliationform.

b.Cash Earning Interest

Enter the totaCash Earning Interalstulated on therimary Account Reconciliationform.
c.Receivables

Enter the totaReceivaldakulated on theéomparative Balance Detaiform.
d.Inventory feale (Major Inventory)

Enter the totaEndindxtended Coatculated on tHaventory Detail form.
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e.Regalia & Ndbepreciated Equipment
Enter thetotal Regalia and Noepreciated Equipoadeitlated on thHeegalia & Other Sales Detaiform.
f. Depreciatéduipment
Enter thetotal Prior Cost or Valuel totalCurrent Cost or Valaleulated on tHeepreciation Detail form.
g.Accumulated Depreciation
Enter the totaRccumulated Depreaiatmnated on tHeepreciation Detail form.
h.Other Assets
Enter thetotal Other Assetalculated on theomparative Balance Detaiform.
i. Total Assets
For each column, add lines l.a through I.f to line I.h, and then subtract line 1.g.
2. Liabilities
Liabilities are money or value that we owe to others that has nonygaide®lewsletter Subscriptions Due are
liabilities because we owe subscriptions not yet delivered to the subscribers. Payables might be event refunds not yet
paid, reimbursements not yet paid, or sales tax collected but not yet sent to the govdramsabil@ies would be
anything that doesné6t fit in another category, and shol

The most common liabilities are Newsletter Subscriptismsieone has paid for a number of issues to be delivered

as they become available. If theshetter stops publication, that person is owed the money for issues of the newsletter
not yet received.

a.Newsletter Subscriptions Due
Enter thetotal Balance of SubscriptioffteubeNewsletter Income Worksheet
b.Payables
Enter thetotal Payableslclated on th&€€omparative Balance Detaiform.
c.Other Liabilities
Enter thetotal Other Liabilitiealculated on theéomparative Balance Detaiform.
d.Total Liabilities
Add lines Il.a through ll.c.
3. Net Worth
Net Worth is the difference between Assets abditiés. Subtract line Il.d from line 1.h for each column.
4. Change in Net Worth

This is one of the magic numbers. Subtra¢Staet) Net Wortitom the(End) Net WortMatch this figure with the
Net Inconom thelncome Statement The two figureMUST match, i.e. each must be the same amount and the same
sign. A change of net worth of a negative $100 is not equal to a net profit of $100. If they do not match, go back
through all your figures and try again.

5. Signatures
The Exchequer must sign themesdayeport. Kingdoms may require more signatures more often.

EXCEL ONLY

The main editable parts of this form are lines l.a, I.b and Il.a in the Start column. Your Kingdom Exchg¢
may send you a form for the Domesday report with these figures also locked.

Once the report balances, Breof numbers will be highlighted in green. If not, there is a figure to the rig
the form that shows how far the report is out of balance.

The only other editable parts of the form are the names of the Seneschal and Exchequer at the botto
form.

C. (2)- INCOME STATEMENT
This form is separated into two sectidhicome and Expenses. At the bottom of the form is a place for signatures.

INCOME

1.Fund Raising
There are two parts to this lidvénternal and External. Both are calculated omtloene Detail Part 1form.
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2. Direct Contributions/Donations
This is calculated on thecome Detail Part 1form.

3. Activity Related
These two lines are calculated orrtbeme Detail Part 1landincome Detail Part 2 pages

4. Funds Received From Another SCA Account
a. Within Kingdom
b. Outside Kingdom
Both of these lines are calculated o5& Funds Transferred Detait IN form.
5. Interest Earned
This is the income received from interest bearing accounts onénsgiitaken from the bank statements.

6. Net Inventory Sales Income
This amount is calculated on theentory Detail form.

7.Other Sales Income

This is calculated on tRegalia & Other Sales Detaiform underOther Sales Inc&neer the total of thincom
from Sat®lumn.
8. Adjusted Gross Newsletter Income

This is calculated on thewsletter Income Worksheet

9. Net Advertising Income
This is calculated on thecome Detail Part 2form.

10.0ther Income
This is calculated on thecome Detail Part 2form.

11.GROSSINCOME
Add lines 1 through 10.

EXPENSES

When recording expenses, there is a distinction bedffexEn& Administration, Activity Raladédind Raisirigr
the lines 12 though 26.

Office & Administratexpenses are those incurred in running genaation or publishing a newsletter.

Activity relatedtpenses are related to activity for which the Society was created: research and education about the
period prior to the year 1600 A.D. Examples of these activities are revels, feasts, tourdacoegsaafll expenses
directly related to the running of events are placed in this category, such as site rental, flyers, food, and gsizes, as well
for demos and other medietgbe activities.

Fund Raisiragtivities are nemedieval activities thate designed specifically to raise money. If an event revolves
solely around the fundising activity, such as a shire garage sale, the event is considered Fund Raising. If the fund
raising is only a part of a rActiaty Retated) but tlhecekpiensds tnvolved ,in t h e
holding that activity at the event are considered Fund Raising.

Enter the amount of each expense under the proper column, and then add across to fill the total column.

12.Advertising (NON -SCA)
Enter the totaRdvertisirfgr Activity Related as calculated orBkeense Detail Part form.

13.Bad Debts
Enter the totaBad Debfser each category as calculated okxipense Detail Part Form.

14.Bank Service Charges

All fees charged for bank accounts are listedi®dirta. Most bank service chargesCifiee & Administration
although charges due to event activities wouldtbdty Relatadd fees due to fund raising activities woulgube
Raising
15.Depreciation

Enter the totaDepreciation This ¥eaalcutad on theDepreciation Detail form. This should be zero for the first,
second and third quarter reports.

16.Equipment Rentals & Maintenance

This category contains any rent al of equi pment or tf
typewritefor use by the group is recorde®#fice & Administratidhe rental of a truck to haul hay bales to a tourney
site should be recorded undetivity Related
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17.Fees & Honoraria
Enter thetotal Fees & Honorafta each category calculated orbtkgense Detail Part 1form.

18.Food

The food and beverage expense of fe&divity Relajedhe refreshments at thwanch meeting Qffice &
Administratipror the cost of bake sale suppkesd Raisingould be reported on this line.
19.General Supplies

Listopes, books, di shes, mi nor inventory, prizes, et c.
specifically into another category may wind up here.
20.Insurance (NON-SCA)

Enter the total Insurance factivity Relatesl calculated on tBpense Detail Part ZXorm.

21.0ccupancy & Site Charges

Hall rentals, site charges, hotel expenses, and any expense incurred for the use of real property goes in this category.
If the hall was used for a business meeting, the expense is redoffilesl &sdministratipif the hall was used for an
event, then the expense is placed uhctarity Relatddall rentals from churches where we give them money in return
for the use of the space are always repor@cdcapanopt a donation.

22.Postage and Shiping, PO Box Rental

This is all postage of the group, such as the postage forattthnews | et t er |, or of ficer
correspondence relative to their office. Newsletter postage expenses are pld@idei&@dAdministrati@vent flyer
postagés placed undékctivity Related

23.Printing and Publications

This includes all expenses created by printing, including the newsletter. Newsletter printing expenses are placed under
Office & Administrativent flyers are placed undetivity Relat€the only printing expenses that are not reported
here are those relatedAdvertising Income

24.Removed Assets
Enter the totaValue Lostmount calculated dine Regalia & Other Sales Detaiform underOther Sales Income

25.Telephone

Telephone calls are notweommon, although some officers at Kingdom level may have dedicated phone lines. If a
phone bill is for a dedicated line that is used strictly for SCA business, 100% of the expense may be covered. If the
phone is a personal account with a-balling phn, then only a percentage of the monthly rate may be covered by the
SCA. Contact your Kingdom Exchequer for the appropriate rate of reimbursement for your branch.

26.Travel (Gas, Tolls, Airfare)

Any expense created by tr &vepdrtedrherd. BExamptes areomildadeet thp iRSU p &
charitable expense rate, gas, toll s, oi |, airfadre, an
reimburse individual expenses for rental cars if used solely for SCA mdseqgaoeed beforehand. Not allowed are
insurance, repairs to any vehicles and traffic or parking tickets. Hotel expenses are repOcedpamdsgr

27.SUB-TOTAL

Add lines 12 through 26 for each column. Add each line across to get the Total columm,aaldlities 12
through 26 for the Tot al column. This linebs total acr

S
d

28.0ther Expenses

Most expenses will fit in one of the above or below categories. For any which truly do not, enter them on the
Expense DetailPart 2form, and use that form to calculate this item.
29.Donation to Other 501(c)(3) [Nonprofit] Organizations

This amount is calculated on twpense Detail Part 2form. Hall rentals from churches are always reported as
Occupanaogpt a donation.
30.FUNDS MOVED TO ANOTHER SCA ACCOUNT

a. Within Kingdom

b. Outside Kingdom

These lines are calculated or88é& Funds Transferred Detail Out form, described below.
31.TOTAL EXPENSES

Add line 27 Total to lines 28 through 30.
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32.NET INCOME

Subtract line 31 from line 11amsfer theNet Inconte the Comparative Balance StatemenfThis figure and the
Change in Net Wantrst match. If it does not, you must recheck your figures.

33.Signatures
The Exchequer must sign themesdayeport. Kingdoms may require more signatures oftem.

EXCEL ONLY

The main editable parts of this form are Income line 5, and Expense lines 14, 16, 18, 19, 21, 22, 23, -

The names of the Seneschal and Exehet the bottom of the form will be filled in automatically from thé
Comparative Balance Statement

D. (3a) PRIMARY ACCOUNT RECONCILIATION

This form is used to reconcile the books for the primary branch account at the end of the month or quarter for this
report. It is similar to the one often found on the back of bank statements. Here, edisdatit the results can be
correctly entered on ti@gomparative Balance Statement

In the top box, enter the bank name, bank account title, bank account type, required number of signatures, bank
account number, bank statement ending date, and (dw@wore) the name and phone number of a bank officer you
have been dealing with.

1.Ending Balance from Bank Statement
Look on your bank statement that covers the last date of the period of your report. Enter the balance listed there.

2. Total Deposits Not Credted on Statement

List al |l the deposits you have entered in your acco.
statement. Show the deposit date and amount. If you have more deposits than the six lines here, you can add some
together to makie fit. Add the amounts together to get the total.
3. Total Checks Not Cleared on Statement

List all the checks that havendt appeared on a bank s
can add some together to make them fit. Addrtfmints together to get the total.
4. Adjusted Bank Balance

Add line 1 to line 2 and subtract line 3. This is the adjusted bank bgtanbave adjusted the bank balance to
reflect transactions that you have posted but the bank
5. Ending Balance in Account Register or ledger

Enter the ending balance you show in your account register.

6. Does This Account Earn Interest?

Enter YES or NO. This will show you where you enter the line 5 amount@wntparative Balance Statement
If you have an interest beariaccount, enter the balance amount on.bn€ash Earning Interdshot, enter the
balance amount on liha. Undeposited andiNerest Bearing Cash
7. All Persons on Signature Card as of (date)

Enter the date of the last time the signatureveasathanged for this account.

8. Signatories

Enter the title, legal name, address, membership number, and expiration date on the lines for all signatories. If there
are more than five signatories including the outside signatory, add the additionalnndarthatmmmment form.

9. Signatures
The Exchequer must sign hemesdayeport. Kingdoms may require more signatures more often.

EXCEL ONLY

Line 4 wil/l not show up until you enter a matc
shown to the right of the form. Once they do match, v Become visible and both line 4 and line 5 turn greé

The box for line 6 is a drajown box, for YES, NO or blank.

In the Signatory area, the Exchequer information from the Chancellor of the Exchequer Contact Informa
will automatically poptlee here so you doné6t have to type it r

Cells containing the membership expiration date will turn yellow if the expiration date is within two montt
the ending date for the report, and will turn red if the expidatieris before the ending date for the report.
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E. (3b) SECONDARY ACCOUNTS RECONCILIATION

This form is used to reconcile the books for the secondary branch accounts atfthiegeendnth or quarter for
this report. It is similar to the one often found on the back of bank statements. Here, it is labeled so that the results can
be correctly entered on tBemparative Balance Statement

In the top section, enter the bank nanamkbaccount number, required number of signatures, bank account type,
whether the account is interest bearing, and bank statement ending date.
1.(A) Ending Balance from Bank Statement

Look on your bank statement that covers the last date of the periodrepgot. Enter the balance listed there.

2.(B) Total Deposits Not Credited on Statement
Show the total deposits not yet credited on the most recent statement.

3. (C) Total Withdrawals Not Cleared on Statement
Show the total withdrawals not yet credited omtis recent statement.

4. Non-Interest Bearing Adjusted Bank Balance

If the account is not interest bearing, add line A to line B and subtract line C. This is the adjusted baydubalance
have adjusted the bank balance to reflect transactions thateyoufhaws t ed but t he bank hasndt
the Comparative Balance Statemerinel.a Undeposited andiMerest Bearing Cash

5. Interest Bearing Adjusted Bank Balance

If the account is interest bearing, add line A to line B and subtractThiei€the adjusted bank balangau have
adjusted the bank balance to reflect transactions that
Comparative Balance Statemerninel.a Cash Earning Interest

6. Ending Balance in Account Reister or ledger
Enter the ending balance you show in your account register.

7. Signatories

Enter the legal name, membership number, and expiration date on the lines for all signatories. If there are more than
five signatories including the outside signaddsthe additional information on the comment form.

EXCEL ONLY

The boxes for # Signatures Required, Account Type, and Interest Bearingduredtmpxes.

Select YES or NO f oterthé $Stateament Endirig D&Bect@eanadble the?bank batadce e
calculations. Adjusted Bank Balance will not show up until you enter a matching amount in Account Balanc
Register/Ledger. Once they do match, the appropriate Adjusted Bank Balance will idecmne wisth the
Adjusted Bank Balance and the Account Balance on Register/Ledger turn green.

Cells containing the membership expiration date will turn yellow if the expiration date is within two montt
the ending date for the report, and will tedhif the expiration date is before the ending date for the report.

F. (4) CHANCELLOR OF THE EXCHEQUER INFORMATION FORM

Enter your personal contact information in the top boc
your Kingdom Exchequer. If the bankesteents get sent to a different mailing address, enter that in bottom section of
the first box.

The second and third sections are for contact information for your deputies. Enter the type of deputy (emergency,
chamberlain/quartermaster/etc.) and theitactrinformation. They should also have membership information.

EXCEL ONLY
Cells containing the membership expiration date will turn yellow if the expiration date is within two mor.
the ending date for the report, and will turn red if the expiration dataestbefending date for the report.

G. (5)- COMPARATIVE BALANCE DETAIL

This form is used to detail certain items fromQbenparative Balance StatementThere are five sections:
Undeposited Funds and Late Arriving TransfRecdneaites, Other A3aptbleandOther LiabilitieBor the first
section, thereds space for 8 entries. For the other f
entries in order to keep things straight from quarter teegaad year to year.

If you have more than will fit for a section on this form, use as many forms as needed to list every entry, or use
another sheet of paper, and add the totals of the forms together to get the number to placengpathéve
BalanceStatementwhere indicated.

The Large version of the report has an extra worksheet with more lines for more items, but only for the bottom four
sections.
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1.Undeposited Funds and Late Arriving Transfer Checks

Total all urdeposited cash not being stored inkihek. List the reason why it is not stored in a bank and the
amount. If, during th®omesdayseason, you receive a transfer check that was written in the prior year, enter the
sending branch and the amount of the check in the grid. This will enabkcgaailiRtion to stay unchanged but get
the amount into line l.a on t@®@mparative Balance Statemertb balance the report to offset the transfer income.

Add the total td.a Undeposited andiitere@®earing CasftheComparative Balance Statement

2. Receivables

Receivables are money owed to the group as of the report end date from any source. That money is ours until either
the money is returned or is reconciled by the presentation of receipts. This money may have been already reported as
income somelver e el s e, but 1isndt in our cash ass @theSCAet . SCA
doesndt owe itself money on these reports.

Example 1:Bad checks that have a reasonable chance of recovery. This income would have been reported under
Adjusted Gross Event Relatedflheesdrom an event.

Example 2:Cash Advances that have not been resolved (resolved means that receipts & cash equal to the value of
the advance have been present ed t oenselassocigtedovithetieem,gusth . Cas
movement between asset categories.

If you are owed money before the end of the quarter, and get paid after the end of the quarter, report the money as a

receivabl e, and report the nmommreegy ias biorncho npd .aclefs,y ojuwo udo nr
To complete the form, fill in each line with who owes us the amount, the reason they owe the money, the prior
periodds amount and t he ¢ WCurreet Mimougplerm, aod @ase thwtal on the . Add

Comparative Balance StatementineReceivablasder thdEnd)column. The total of therior Period Amocwitimn
should equal thReceivablies on theComparative Balance Statemerih the(Startgolumn.

3. Other Assets

Other Assets areeins or money someone else has, but which should be returneBixampde: Refundable
deposit for an event site. This is not a receivable be
does not get recorded as an expense; it mgusd fromCasho Other Assetsgets moved back when the refund is
received or removed if an expense is recorded.

Fill in each Iine with the description of the item o
amount. Add up th€urrent Amouwtlumn and place the total on emparative Balance StatemenOther Assgts
under the(End)column. The total of th@rior Period Amountumn should equal th@ther Asselise on the
Comparative Balance Statemenh the(Startgolumn.

4. Payables

Payables are unrei mbursed receipts that we intend to
without either a valid receipt, or a bill for goods or services that have been approved by the Financial Committee and
that have beenceived in satisfactory condition. Just because someone submits a bill or receipts for an item, such as for
additional cleaning fees that we are disputing, does not mean that they are entitled to reimbursement.

Fill in each line with the name of the pex@obusiness to whom it is owed, why they are owed the money, the prior
periodds amount and t he ¢ uQurrest Aimougblemnianddpiase the to@mluon the A d d
Comparative Balance StatemepPayablesnder th€End)column. The totalfahe Prior Period Amatoitmn should
equal thé>ayablése on theComparative Balance Statemernh the(Startgolumn.

5. Other Liabilities

Other liabilities are items that we hold thatewe dont
registrations for an event in the following year. Thos
back; wedbve taken in the money in advance of providing

eventthenthe amount woul d become a payabl e becauegigteredhe 6d owe
Fill in each line with the amount owed, to whom it is owed, and why they may be owed the money. Add up the

Amountolumn and place the total Gomparative Balance StatementOther Liabilitiesnder théEnd)column. The

total of thePrior Period Amoemitmn should equal tiher Liabilitiise on theComparative Balance Statemerih

the (Startgolumn.

H. (6)- INVENTORY DETAIL

Inventory is items that wétain or make to sell to others. All items still held at the end of the period are considered
inventory on hand. The original value of the inventory is the cost at the time of purchase or the cost of the materials
used to make the item (the historical)cost

Each individual purchase of a set of inventory is considete&ach lot is sold until it is gone. There is no adding
back into lots, each new purchase of the same item is treated as a different lot. Each lot should have one column.
Consider the dest ones owned to be sold first.

There is a lower limit of $250 per lot before needing to use this worksheet. Inventory lots with an original price of less
than $250 would be reported as Minor Inventory and experapptiesActivity Relatethd inome from the sale of
those items would be reported ur@#rer Sales IncamtbeRegalia and Released Assets Worksheet
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Inventory that has been reported onlthentory Detail form must still be reported using this worksheet until the
inventory is gongsold, discarded, etc.).

When inventory i s adCenparative Baance StatemerindestoryaFsrsJatrease ist h e
offset by a decreaseQasHor the amount paid for the inventory (either as items or in suppties)nventasyrom a
donation, the reporting value of the inventory is zero.

For the purposes of this worksheet, money moved to another SCA account to pay for inventory is considered a
separate transaction from the movement of inventory. In that case, the invieeabeyl ias a donation, so the value of
the inventory is zero.

To fill out this form, start from the top and go to the bottom. Then add the numbers across to where there is an
empty box in th@otal Acrosslumn. The formulas are included on the linesewhey are used. If you have more than
four kinds of items for sale, use as many sheets as necessary to list all the different items you have as inventory, and add
the total columns together (matching line items) to find the total number to entertioer theges as indicated on the
bottom of the worksheet. Follow the directions below for each different item.

The Large version of the report has an extra worksheet with more columns for more items.

1. Description and Selling Price

Enter theltem Descriptaonl Suggestelling Pricethe boxes at the top of the form. Duplicate items with different
values should be entered with the purchase date or price in the description to differentiate the groups of the same item.

Enter thePer Unit Cofir each itemwhat it cost to obtain/create each item). If this is a new purchase, divide the
purchase price by the quantity. If the item was a donation, enter zero. If this item was previously reported, use the
Ending Extended Qadee H) divided by thending Inveny Quantifizine G) on the previous report for this value.
2. (Line A1)

Enter the quantity of the item present at the start of the period from the previous report.

3. (Line B1)
Enter the value of the item present at the start of the period from theprepiort.

4. (Line A2)
Enter the new quantity of the item added during this reporting period.

5. (Line B2)
Enter the value of any new inventory purchased. This value should be more than $250.
6. (Line C)
Calculate thPer Unit Cdsy dividing Line B1 by LénAl for existing inventory, or B2 by A2 for new inventory.

7. (Line D) Quantity Sold
Enter theTotal Quantity Soldhis item during the reporting period.

8. (Line E) Quantity Removed or Discarded

Enter theTotal Quantity Removed or DistHrdetem dung the reporting period. Not every item has to be sold for
a price. Some could be damaged. You can back into this by subtraBgggttieg QuartitgQuantity Sdicm the
Ending Inventory Quantity.
9. (Line F) Ending Quantity

Calculate thEnding Qantitypy subtracting Lines D and E from Line B1 or B2.

10.(Line G) Ending Extended Cost

Calculate thending Extended Ggshultiplying Line F with Line C. The total across of this line gets reported on the
Comparative Balance Statementinel.d. Inventofor Sale (End).

11.(Line H) Cost of Goods

Calculate th€ost of Goods Bylsubtracting Line G from Line B1 or B2. The total across of this line gets reported as
Gros€osbn thelncome Statement

12.(Lines I) Actual Gross Income from Inventory Sales

Enterthe actual total amount received for sale of that inventory item during that reporting period. It is important
that this value be the actual amount of money you receiveth e r wi se your report wondt ba
expectedGross Incomenfilaventory Séganultiplying line D with th8ales Pricgheck this figure with the actual
amount you received from inventory sales to see how close you were. The difference can be explained by the inventory
given away or damaged. The total acrdhgsdine gets reported @soss Satasthelncome Statement

13.(Line J) Net Inventory Sales Income
Calculate thélet Inventory Sales Inmpmsgbtracting line H from line I. This is your net income per lot for the
reporting period.
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14.Total Across
Calculat the totals across and place the results on the forms and lines indicated at the far right. If there is more than
one worksheet, add the results on the same lines together and place them on the lines as indicated.

EXCEL ONLY
Entering a number in either line A1 or B1 in a column will make the cells for A2 and B2 to turn white in
column, and vice versa. Data shoulg be entered either in A1 and B1 or A2 and B2, but not both.

. (7) REGALIA & OTHER SALES DETAIL

This woksheet is where the ndepreciable equipment (Regalia) is itemized, as well as where all assets leaving our
possession that are not originally reported as inventory are listed. For Regalia, there is a $500 lower limit on the value of
the items listed her€he limit applies to the original value of the items or group of identical items, such as two coronets
for $500 together. Items reported in the past continue

The Large version of the report hag=atra worksheet with more lines for more items.

1.Regalia & Non-Depreciated Equipment

Regalia are works of art or jewelry that are used for display or ceremonial use. These items are used over and over,
without a steady decrease in value. Common exarapt¥swans, scepters, swords, heraldic feast gear, etc. Regalia may
include soft goods such as banners, pillows, baldrics, etc. ONLY IF they qualify as works as art, such as hand
embroidered kneeling pillows or metal thread embroidery banners. Redlize dimited to jewelry type items and
valuable pieces of art.

Regalia should not include items that will see regular use on the field of battle, since that shortens their lifespan
considerably those items should be treated as Equipment if they aed @4l$500 or more. Thrones should not be

treated as Regalia but as Equi pment, since time has sh
wear and tear. Regalia shoul dnot be ."dfit is,tree it shduld be" e xt r e
treated as general supplies if itds under the,doti mit, ol

by who uses it.

In 1999, the definition of Regalia was narrowed to objects that are regasded morks of art rather than
ceremonial pieces. Objects that were reported as Regalia before that time that do not qualify under the new definition
are to continue to be reported as Regali aeeaxampielof t he ol
objects that were reported as Regalia before 1999, but are now classed as Equipment and depreciated.

If someone donates equipment that should be recorded Qorigarative Balance Statementwith a donor
determined Fair Market Value (FMVpof er $500, the item gets I|listed here.
value as a general practice.

For each item, record tBescriptiotheQuantity and t he year it enteredVYgaour br a
Acquiredf it was purcteed before the year of the report, enter its initial oto&{aetiod dollar value under column
(A) (Start) Prior Valukthe item was purchased during the year of the report, place its initial cost or FMV under column
(B) New Item Value.

If the valueof an item remains unchanged, just place the value under (A) or (B) under the colur@uriedreled
Value Calculate the totals down and place where specifiedContparative Balance Statement

If the FMV of an item of regalia changes (due to impronemoek done, or damage), we account for the change in
value in columiiC) Value Adjustmemhe amount of adjustment is a) the cost of the supplies used by a volunteer to
improve the item, b) a new appraisal by é5@h appraiser minus the previous yalue) a negative value to zero out
the total value because the item is no longer in our possession.

Enter the dollar value of the change u(@gValue Adjustmemd add it to the values under (A) or (B) on that line
to get the Current Value. If youaly know the new current value, enter it in the far right column and subtract (A) from
it to get (C).

When summing the columns to get the total, only sum the values in Column C that are greater than zero. Any
negative values will be ignored in the Exaedb@ok, as they get entered below in section 2.

2. Other Sales Income

This grid has two sections. The top section is for Minor Inventory (inventory initial value < $250). Enter the item
description, how many were sold, and the income from sale of thase items

The bottom section is for selling or removing items of Regalia from the report, or removing depreciating equipment
that wasndét fully depreciated.

a. Depreciable Asset is sold or removed

If a depreciating asset is sold, destroyed, lost, or falls apathe&rescriptiamdYear Acquirdtnter the(A) Initial
Cost or Donated Vtmer the total depreciation for the start of period yBJ&Btart) Accumulated Depreéiatitem
doesndt depreciate the yeartheisaleincame uneldcare frandSaildtiaét (BY he it e
from (A) to geWValue LosfTotal the far right column, and place the total ointmane Statementas directed on the
report.
Example: Your branch has a $500 copy machine with accumulated depreti&200. Copy machines use the 5
year schedule. The copy machine is dropped and destroyed beyond repair. (A) is $500, (B) is $356 (3 years depreciation
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on the 5 year schedulgglue Loss $144. If you sell the copy machine to someone for part§ forcgne from &ale
$50, and/alue Loss $144. Enter the $144 un@dfice & AdministratidReleased Equiporeititelncome Statement
and the $50 on tHacome StatementunderOther Sales Incéteenember to remove the negative sign dnd¢bene
Satement Expense section.

b. Regalia Asset is sold or removed

If a Regalidype asset is sold, destroyed, lost, or falls apart, enteathecquirednter thg/A) Initial Cost or Donated
Value If the item was sold, enter the sale price undeme fr@aleSubtract (B) from (A) to geéalue LosfTotal the
far right column, and place the total onltiteme Statementas directed on the report.

Example: Your branch has had $300 coronets for the last 10 years, but they have now fallen aparheFirst, on t
Regalia grid above, ert$B00 in the Value Adjustment column to make the (End) Value equal to zero. Remember,
amounts less than zero do not get added into the Value Adjustment total.

Then in the bottom grid, enter them Description, Quantdyear Acquireinter the $300 in column (A), nothing
in column (B) since it wWaseldods $30Ck Bnteetioat an thecone Statamrentt t he r e
underReleased EquiptAativity Related

EXCEL ONLY
For Regalia in the top section, if a value is entered under column (A), column (B) turns white and vice
There should never be a value for any item in both column (A) and (B).

J. (8) DEPRECIATION DETAIL

Depreciable equinent is purchased items where the price (including taxes, commissions, etc.) was $500 or more per
purchase (not per item). The limit applies to the original value of the items or group of identical items, such as two
printers for $500 together. Depreoiapreads the cost of a major purchase over either 5 or 7 years, depending on the
type of equipment purchased, rather than expending it all in one year. For the SCA, items depreciated over 5 years are
computers and other electronic equipment, and trailersther equipment is depreciated over 7 years. There are
separate tables on this worksheet for these two types of depreciation. Once an asset has been classed as one life, do no
change it later to the other kfeontinue to depreciate it over thagioral life it was determined to be. (If the group had
a computer that was first depreciated using-ylear7depreciation, do not change it-y@& depreciation when the
error is discovered.)

Example: your branch purchased a $500 copy machine. Yasevtis copy machine for several years. After two
years, the copy machine is not worth as much as you paid for it. Instead of expensing the entire amount in the first year,
you spread the expense over seven years to more accurately reflect the copydnsachip er i od of usef
accumulated depreciation reflects total depreciation expense taken over all the years you hold the asset. The difference

bet ween the original cost and the accumul ated depreci a
The Society follows methods of calculating depreciation established by the U.S. IRS, and has a lower value limit of
$500 per purchase (not per item). Us e MACRS ( Modi fi e

percentages are also on this form.

ThelLarge version of the report has an extra worksheet with more lines for more items.
1.ltem Type

Fill in the Item Type column on the far left for each item. O&A stan@dffoe & AdministratiéiR meangctivity
Relateédnd FR meartsund RaisingxamplesA copy machine would be O&A; a pavilion would be AR. All-geaen
life items should b&ctivity Related
2. Item Description

List each item description.

3. Item Quantity
List each itembés quantity.

4. Purchase Year and (A) Percent This Year from Grid Below

Enter the year the item was purchased in the next column. EntgiA)r’derhis Year from Grid Beéopercentage
underneath the year purchased.
5. Prior Cost or Value

Enter the value of the item present at the beginning of the report period. If this iemrkis reporting period,
enter zero here.
6. (B) Current Cost or Value

Enter the current value of the item un@rCurrent Cost or Value
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7. (C) (Start) Accumulated Depreciation

If this is the first year of ownership, the (C) (Start) Accumulated Diepregith be zero. If not, enter the total
depreciation recorded for that item from the previous

8. (D) Depreciation This Year

Calculate the depreciation on the Domesday Report (zero for the quarterly reports) by rf@)ltipliraidCostaif
Itemdby (A) MACRS % This Yeiar get the(D) Depreciation This Péimdtotal of this number gets entered under
Depreciation thelncome Statement under the column specified by lteen Typmlumn.

9. (End) Accumulated Depreciation

Calculate théEnd) Accumulated Deprebiatdding column (C) to column (D). Total the columns down and place
the results where specified on@wnparative Balance StatemenDo not remove a fully depreciated asset from the
worksheet until it is actually gone frigoar possession.

EXCEL ONLY

The only columns that are editable are the type@pties¢ quantity, year purchased and current value. All ot
fields will be filled in using the year, quarter, and quarter type entered on the Constants pagmrlhdketbe
data wondt be passed to the ulatedst two pages unt

For Sequential reports where there is a new item added during the year, there is another box to the left
which is used to show which quarter the item was purchased in. If this value should be entered, the corre
cell on the itertine will turn blue to show a value should be entered. Entering a quarter will make sure that
value is calculated correctly. Example: a pavilion is purchased during the second quarter. During the first
report, the prior value is zero. e second quarter report (Sequential), the prior value should be the same
current value.

K. (9) SCA FUNDS TRANSFERRED DETAIL - IN

When money is sent to another Society account, we count it separately. The Society as a whole did not gain or lose
any money from this transaction; money was just moved between accounts.

At the Kinglom level, all the transfers between accounts within the Kingdom must be equal (same amount coming in
as going out). Transfers from one Kingdom to another are treated separately. Once the report for all accounts in the
Society is complete, the total ofralhsfers, both in and out, must be equal. If not, either the calculations are wrong, or
we lost some money somewhere.

These entries are to be listed in detail o8@# Funds Transferred Detaiforms (bothIN for the recipient and
OUT for the sender) gbat they can be checked on the reports of both accounts involved.

Until 2006, Kingdom Newsletters were considereebfeKingdom transfers. After that, they are considered In
Kingdom transfers and will be matched up by the Kingdom Exchequer.

Fill in thename of the other Society account, the check number, the date sent, and the amount of the transfer. After
all the transfers in have been placed on this form, add up the right columns and place thecorme B&atement
as directed. If you receive a &htbat seems like it should have come from another SCA account, please check with the
sending branchds exchequer to make sure whether it was

Please note that there is an overflow form to record additional transfers if this form lthes eraiugh lines. The
Large version of the report has two extra worksheets with more lines for more items.

1.Another SCA Account Within The Kingdom

This includes any branch within your Kingdom, your Kingdom Herald, your Kingdom Exchequer, your Kingdom
Newsetter, and any other Kingdom Office. Enter the name of each branch or office, the date received, and the amount.
Enter the total on thencome StatementunderFunds Transferred In from Another SCA YAGttonri€ingdom

2. Outside the Kingdom

Transfers frm one Kingdom to another are crosterenced across the entire Society. Enter the name of the branch
or office the money was received from, the date received, and the amount. Enter the tdtaloometistatement
underFunds Transferred In from Ak éccounDutside Kingdom

L. (10) SCA FUNDS TRANSFERRED DETAIL - OUT

When money is sent to another Society account, we count it separately. The Society as a whole did not gain or lose
any money from this transaction; money was just moved betweetsaccoun

At the Kingdom level, all the transfers between accounts within the Kingdom must be equal (same amount coming in
as going out). Transfers from one Kingdom to another are treated separately. Once the report for all accounts in the
Society is completide total of all transfers, both in and out, must be equal. If not, either the calculations are wrong, or
we lost some money somewhere.

These entries are to be listed in detail o8@# Funds Transferred Detaiforms (bothIN for the recipient and
OUT for the sender) so that they can be checked on the reports of both accounts involved.

Until 2006, Kingdom Newsletters were considereebfeingdom transfers. After that, they are considered In
Kingdom transfers and will be matched up by the Kingdom Exchequ

Chancell or of the Exchequer Branc20070Officerf6s Reference

68



Chapter 7: Financial Report Form Insteunst

Fill in the name of the other Society account, the check number, the date sent, and the amount of the transfer. If the
transfer was done via personal check or credit card an
After all the trasfers in have been placed on this form, add up the right columns and place theimcomehe
Statementas directed.

Please note that there is an overflow form to record additional transfers if this form does not have enough lines. The
Large version of éhreport has two extra worksheets with more lines for more items.

1.Another SCA account within the Kingdom

This can be any branch within your Kingdom, your Kingdom Herald, your Kingdom Exchequer, your Kingdom
Newsletter, and any other Kingdom Office. Erterrtame of the branch or office, the check number, the date sent,
and the amount. List the total on theome StatementFunds Transferred Out to Another SCA AGtidarKingdom

2.(A) The Corporate Office or Officer

Transfers to the Corporate Offiessfally for SCA Insurance) or other officers are listed here. If it is a transfer to a
specific corporate officer, enter the name, the check number, the date sent, and the amount. If it was a transfer to the
Corporate Office, ©doarthetransférlisédrance] Stock.Cerk, etc.fpthe cheekansmiber, the date
sent, and the amount.

3. (B) Outside the Kingdom, Same Country

Transfers from one Kingdom to another are amfesenced across the entire Society. Enter the name of the branch
or office outside the Kingdom, the check number, the date sent, and the amount.

4. Total Transfers to Outside the Kingdom

Add the totals from (A) and (B), then list this amount omntteane Statement Funds Transferred Out to Another
SCA AccounOutside Kirogu.

M. (11a) INCOME DETAIL PART 1

Enter the information required, total the right columns, and enter the results as directed under each grid. If you have
more information to record than will fit in the grids, use additional sheets or put the detail sfothedage in the
Excel Workbook.

1.(1a) Fund Raising Income (Internal)

This is income generated by performingmedieval activities in return for money. Examples include bake sales, car
washes, garage sales, auctions, raffles, etc. Internal meamsuth@tréiising activity took place at an event where the
main audience was the SCA. .

Enter the name of the donor (or the event if no individual donor is known), the reason for the donation, and the
amount. Enter the total on thecome Statement

2. (1b) Fund Raising Income (External)

This is income generated by performingmedieval activities in return for money. Examples include bake sales, car
washes, garage sales, etc. External means that the fund raising activity did not take place at anr &€At or othe
activity, so that the main audienceighe SCA.

Enter the name of the donor (or the event if no individual donor is known), the reason for the donation, and the
amount. Enter the total on thecome Statement

3. (2) Direct Contributions/Donations

Direct Contributions is a sort of catchall category for any kind of donations. They can be unsolicited donations,
uncashed and stale checks, donated event refund checks, dofatidremnd improvements to regalia. Add the totals
of each of these linezgether and enter the total on theome Statement

a.Donations received without Consideration

This is money given to us from other organizations in return for nothing, including any money received from
grants. Example: Pdabkghat at a meeting. Grocerprels who donate to us based on independent shoppers
handing in coupons would be reported here.

b.Stale Checks

If you have a check in the same year that needs to be reversed, back out the amount from the expense category by
entering a negative amount equah#ooriginal expense. If you have a check from a prior year that needs to be
reversed, enter the amount here. However, first make sure that the check recipient is not still waiting to be paid and
the check got lost in the mail.

An example is an outstarglievent refund check (more than 6 months old), where the recipient told the
Exchequer to keep the money. Another example is a rental vendor who decided after we paid the bill to not deposit
the check and write it off as a donation.

c.Recovered Bad Debt
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If you receive payment for a debt that had been written off in the prior year (and is not currently a receivable),
enter the amount here. This is considered a donati on

An example is when someone bounces a check feemtnsdge fee. 6 months later, the Financial Committee
decides to write off the debt. The debtor later gives the branch a money order for the outstanding amount. The
amount of the money order is recorded here.

d.Donatiods-Kind and Regalia Improvements

This is calculated on tiegalia & Other Sales Detaiform underRegalia & NeBepreciated Equipritesta
kind of Direct Contributiea it goes here instead on its own line omtwene Statement Donations of Inventory
have a zero trepbrtade so t hey arend

4. (3a) Income from Demos and Activity Fees

Here would be any Activity Related income that isnét
income that is not an event would be reported here. Examples are: Heraldiorssiimiisding any monies collected
for copying and postage. (Stamps or other supplies donated do not need to be reported.) Any fees that the SCA charges
its participants, such as fees for some services like Authorization, and donations from thes BéterSzal@mo at
their Blue & Gold banquet, or from a school for performing a demo at their medieval fair.

Specifically excluded from this are surcharges femembers at eventsthese get included in Event Income,
described below.

N. (11b) INCOME DETAIL PART 2

Enter the information required, total the right columns, and enter the results as directed under each grid. If you have
more information to record than will fit in the grids, use additional sheets or put the detail efothedeage in the
Excd Workbook.

1.(3b) Adjusted Gross Event Income

Events are activities for which the Society was created: research and education about the period prior to the year 1600
A.D. Examples are revels, feasts, tournaments, and collegiums. All income diredibythelgtadicipation in the
event is placed here, such as site fees, feast fees and corporate surcharges.

Enter the names of the events in thentefst column. For each event, enter in column (A) the amount of income
received from both advance registrat and the gate, such as site fees, feast fees, corporate surcharges class fees,
childcare fees, and any other fees directly related to the event.

Enter the amount of refunds issued for that event in column (B). Refunds are subtracted here ind¢ead of un
expenses because we didndét really receive that income |

Calculate thAdjusted Gross Indymseibtracting column (B) from column (A) for each row. Show the total on the
Income Statement

2.(7) Net Advertising Income

This is for any advertiginincome for either branch newsletters or event site publications. Enter the Event
publication or Newsletter the advertising appeared in, the gross advertising income, the cost of producing the advertising
and the net income.

Calculate the cost of produgithe advertising.

a. Total publication cost

Calculate the cost of producing the entire publication or issue. This cost would include all printing costs, and any fees
for markups or layout.

b. Percent advertising

Calculate the percentage of the event sitecgtidai or newsletter issue that was advertising rather than content.
This can be done by counting pages of advertising vs. pages of content and dividing the advertising count by the total
page counncluding covers.

If the percentage is more than 85%ndbup to 100%. If the percentage is less than 15%, round down to zero.

c. Advertising cost
Multiply the percentage from b. above with the total publication cost to get the advertising cost.

If the percentage in step b. was not 100%, enter the totalimosttine advertising cost (the cost to produce the
content) undePrinting & Publicationghelncome Statement

3.(10) Other Income

This is for any i ncome tirftane Statement Thig incorhel igitendzadyherbincagse el s e
the Kigdom Exchequer can place it somewhere more appropriate. Examples are: corrections to prior years that result
in balance sheet changes and require a balancing entry on the income digeonfett&tatement,income from
rental of branch property such gsusilion for a wedding
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Fill in the name of the person or organization from whom the money was received, the reason why it was received,
and the amount. Enter the total on ltheome StatementOther Incame
Use this category only as a last re#ad very rare that this entry should be used.

O. (12a) EXPENSE DETAIL PART 1

Enter the information required, total the right columns, and enter the results as directed under each grid. If you have
more information to record than will fit in the grids, useiamili sheets or put the detail on the-foem page in the
Excel Workbook.

The second and third grids have anhefst column for specifying which category of expense this entry falls under
Office & Administration, Activity Reldfedd Raisisgthat it can be placed properly onltimome Statement Enter
the information required, total the right columns, and enter the results as directed under each grid.

1.(12) Advertising

Advertising in local publications such as newspapers or magazineeisheporAdvertising in SCA publications
such as Kingdom Newsletters is NOT reported here.

Fill in the expense catego@ffice & Administration, Activity Relatednd Raislpghe name of the person or
organization the money was paid to, the datadhappeared, and the amount paid. Enter the total trconee
StatementunderTotal Advertisilmgnd add each item amount to the appropriate column

2.(13) Bad Debts

Bad Debtare expenses that have been determined by the Financial Committee tcoberableedUntil that
decision is made, the item Rexeivalfieee Chapter 11 regarding Recovering Bad Checks.

Fill in the expense categoBffice & Administration, Activity Relatathd Raisinghe first and last name of the
person or organizatiothe money was paid to, the reason why it was paid, and the amount. Enter the total on the
Income StatementunderTotal Bad Defdsid add each item amount to the appropriate column.

3.(17) Fees & Honoraria

Fees and tips paid for services such as lifegurasdcurity guards, and honoraria paid to guest lecturers and teachers
are itemized here. Fees and honoraria may only be paid to someone (regardless of whether they are a paid member of
SCA) who gets paid to do the same lecture, class, or servicerferetse. Web hosting and other technical services
also are reported in this category.

Fill in the expense categoBffice & Administration, Activity Relateuihd Raisinghe name of the person or
organization the money was paid to, the servisgd@do and the amount paid. Enter the total onlrtbeme
StatementunderTotal Fees & Honoraaiad add each item amount to the appropriate column.

EXCEL ONLY
Data in all three grids wondt show up on the

P. (12b) EXPENSE DETAIL PART 2

Enter the information required, total the right columns, and enter tte assiirected under each grid. If you have
more information to record than will fit in the grids, use additional sheets or put the detail efothedege in the
Excel Workbook.

1.(20) Insurance

This category is for the occasions where we paydoeari t o a site ownerds insurance.

Insurance certificates obtained from the Corporate Office are reportedrumateTransferred Out to Another SCA
Account, to the Corporate Office on @ffi&&€A Funds Transferred Worksheei Out 0 even if someoneam for it
him or herself and got reimbursed

Fill in the name of the organization or person the money was paid to and the amount paid. Enter the total on the
Income StatementunderActivity Related Insurance&@¥on

2.(28) Other Expense

Thisisforany)epense t hat does ndncomé Statemanh Thesd experesesale geenizea heretinh e
case the Kingdom Exchequer can place them somewhere more appropriate.

Fill in the reason why it was paid, the name of the person or organization theanqrag to, and the amount.
Enter the total on thencome StatementunderOther Expenses

Use this category only as a last re#dg very rare that this entry should be used.

3.(29) Donations to Other 501(c)(3) [Nonprofit] Organizations

Record any dotians to approved nonprofit groups, such as church charities, schools, youth organizations, etc.
Transfers to branches that are outside the U.S. are also recorded here. International branches need not worry about the
501(c)(3) designation or a Federal IDarumber, although the organization should be recognized as a valid SCA
branch.
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