
Financial Secretary Training
Roles & Responsibilities – Officers Online

2026 - 2027



Opening Prayer

Father McGivney, may the example of your life serve to guide us 
in our mission and our individual roles as Knights of Columbus.  
May we always be faithful Catholics and followers of your vision.  
Help us to deepen our role as leaders in our parish and in our 
community.  May we be always supportive of our clergy and 
responsible in building our Order.  
Blessed Father McGivney, pray for us.  
Amen



The financial secretary is an integral part of the structure of 
the Knights of Columbus. His work has a direct effect on the 
council members, his fellow officers, the state council and 
the Supreme Council Office. Prospects for the success of a 
council in so many vital areas depend on the character, 
dedication, loyalty and efficiency of its financial secretary. 
Men chosen for this position, therefore, must be willing to 
give of themselves for the good of their brothers. 
Throughout the Order’s history, thousands of such men 
have fulfilled this office with distinction. Those who presently 
are serving must take this legacy as their own.



Financial Secretary 

• Selected by the council and appointed by the Supreme Knight 
for 3 years.

• Shows professionalism, accuracy, strong organizational skills 
and timeliness.  

• Ensures financial standing of the Council is in good order.
• Through the efforts of the FS, the Council will be financially 

strong, able to conduct charitable projects in the parish 
community.

• He is the “Answer Man” !!!



What Does the FS Do? 

• Collects and receives all 
moneys: pays to Treasurer.

• Keeps accounts of each 
member.

• Draws orders on the Treasurer 
for payment of all claims.

• Notifies Supreme Secretary of 
names and addresses of 
council officers. (Form 185)

• Assists with completing 
and submitting council 
forms.

• Completes and submits 
IRS Form 990.

• Attends council meetings 
and CUFS.

• Assists with preparing the 
council budget.

• Establishes council liability 
insurance coverage. 

      



Best Practices 

• Practice separation of duties.
• Open a council operating bank account.
• Reconcile operating account at least monthly.
• Track income and expense transactions 
• Create a council budget.  
• Needs a Computer and printer. 
 



Proper Flow of ALL Funds Received 



Treasurer’s Receipt 

Form 281



Paying Budgeted Bills 

FS Receives Bill 

FS Prepares 
Warrant/Voucher 

Bill Reveiwed by 
Trustees  

W/Voucher Signed 
by GK, FS & TR   

W/Voucher Given 
to Treasurer 

Treasurer Writes 
Check 



Paying Non-Budgeted Bill 
FS Receives Bill 

FS Prepares 
Warrant/Voucher 

Bill Reveiwed by 
Trustees  

W/Voucher 
Signed by GK, 

FS & TR   

W/Voucher Given 
to Treasurer 

Treasurer Writes 
Check 

FS Reads Bill at 
Meeting 

Bill is Approved 
by Council 

w/OUT an approved 
budget in place EVERY 
outgoing transaction has 
to follow this process.



Warrant / Voucher 

Form 157



Council Budget 

• Prepare a budget to start the fraternal (calendar) year.
• Use last year’s income and expense activity.
• Send to all council members – Notice of Motion.  
• Vote at the first council meeting in July (Jan.)               

– 2/3 majority to pass.
• Pay bills without motion at council meeting. 



Council Budget

Budget 2026
Income Categories $ $
KC - Dues Income 2026 5,623.00       6,080.00       
KC - Easter Egg Hunt Inc 610.00           -                  
KC - Enchilada Dinner 3,101.00       3,975.00       
KC - Fajita Cook-Off Income 4,733.00       6,500.00       
KC - Fish Fry Income 9,652.00       10,875.00     
KC - Golf Tournament Income 17,510.00     22,500.00     
KC - New Year's Party Income 8,887.00       10,500.00     
KC - Scholarship donation 3,500.00       2,500.00       
KC - Steer raffle income 14,900.00     17,500.00     

Total Income Categories 68,516.00$  80,430.00$  

INCOME  
1/1/2025 through 12/31/2025 Budget 2026
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KC - Steer raffle income 14,900.00     17,500.00     
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Council Budget
Budget 2026

Expense Categories $ $
KC - Scholarships 11,026.28     11,000.00     
KC - Church Maintenance 3,008.28       2,500.00       
KC - Church Needs 547.34           500.00           
KC - Coffee & Donuts & Snacks 3,481.30       5,000.00       
KC - Easter Egg Hunt 1,054.74       500.00           
KC - Enchilada Dinner exp. 1,174.39       1,500.00       
KC - Fajita Cook-Off Exp 4,889.51       5,000.00       
KC - Fish Fry exp. 7,119.73       8,000.00       
KC - Golf Tournament 10,944.26     11,000.00     

KC - New Year's Party 6,911.78       7,500.00       
KC - Steer Raffle exp. 3,675.13       5,000.00       

Total Expense Categories 53,832.74$  57,500.00$  

Net Income (Loss) 14,683.26$  22,930.00$  

EXPENSES
1/1/2025 through 12/31/2025 Budget 2026
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Liability Insurance 

• Councils are responsible for providing their own 
General Liability insurance.

• Churches normally do not cover council meetings or 
activities on their premises or offsite. 

• Councils may want an Umbrella Policy (D&O) to 
cover its officers. 

• See Officers Desk Reference – Council & Assembly 
Issues. 

 
 
  



IRS forms 990 Postcard & EZ

• Every council in the US must file an annual return 
with the IRS.

• The type of return depends on the gross receipts 
generated by the council.
 $50,000 of less, file Form 990-N
 >$50,000 but < $200,000 file Form 990-EZ
 > $200,000 file Form 990



 
 
 

Officers Online 

State PowerPoint presentation with guidelines and step 
by step guidance on the 990 postcard will be provided.



Starting this new fraternal year (July 1st) the State Per Capita and 
Charity statements will not be mailed as in the past. A report from 
the State website showing amount owed will need to be pulled by 
each council. 

State Per Capita statements/report can be found on tkofc.org, no 
login/password needed

Methods of payment are listed on tkofc.org

Due Dates of all will not change

SPECIAL NOTE: Texas State per-capita and charities invoices



At the State website (www.TKofC.org) proceed to the blue ribbon 
at the bottom of the home page.       Click Council Reports



On this page click the “view report” tab



In the report scroll down to the correct council to obtain amount owed. If a payment has 
been made the report will show the check number and date 



Pay by Check (avoid the 3% credit card fees)

Payable to: Texas State Council
Memo: 2026-2027 State Per Capita
Note: Make sure the Council number is on the check
Mail to: Texas State Council, 1033 La Posada Dr., Suite 
100, Austin Texas 78752-3824

Payable to: State Council Charities
Memo: 2026-2027 Charity Goal
Note: Make sure the Council number is on the check
Mail to: State Council Charities, 1033 La Posada Dr., 
Suite 100, Austin Texas 78752-3824

NOTE:    Two different checks



Officers Online – Landing Page



Membership Tab 

• Show the progress towards the McGivney 
Award.
o Quota
o Gain – MTD, YTD, % 
o Total Membership

 



Reports Tab



Roster / Billing Statement 

Officers Online provides access to your council’s Membership Roster and Council Billing 
Statement from the Reports Tab. 



Forms Tab



Prospect Tab 

• Online members “assigned” as prospects to 
councils will appear in the council’s Prospect Tab in 
Officers Online. 

• This tab is only seen by the GK and FS.  
• Allows for the acceptance or rejection of the online 

member.  
• Use to “transfer” the online member into the council 

after the CUF or to “reject” the online member. 



Prospect Tab



Candidate Tab 

• Allows the GK and FS to provide the membership 
information for new, reactivated and transferring 
members directly to the Supreme Council online.

• Online Form 100.
• Use to “process” the candidate into the council after 

the CUF or to “delete” the candidate. 
• Use to “transfer” the member into the council. 
• Processing time is 2 – 3 days.  

  



Candidate Tab



Candidate Tab (add button) E-Form 100



Publications Tab 







Member Management 
• Use to view and change personal member 

information.

• Use to view, change and submit Report of 
Officers (185) and Report of Service 
Personnel (365).

• Generate, view and print various council 
reports.









Member Billing 

• Allows users to manage financial 
transactions.

• Create dues billing assessments.
• Create, edit and archive receipts and 

vouchers.
• Maintain a list of accounts for the council 

ledger.
 



Member Billing - Dues

• Generate a dues assessment for all billable 
members.

• Generate dues First and Second notices; send via 
email or mail.

• Use the Dues Collection Tool to record members’ 
payments.  

• Print Membership cards.
 



Dues Billing

• Refer to AMI Guidebook (11231).
• Appendix B – Interim Member Billing Procedures(AMI)
• Use Member Billing Application of Officers Online.

1st Notice
15 days before billing period

Dec. 15

2nd Notice
30 days later

Jan. 15

Report to
Engagement Committee

Feb. 15

A PowerPoint on Dues will be provided





• Choose
o Billing Period
o As of Date
o Verify Dues 

Amounts
• Click on “Assess

Dues”



Click 

“Pending 
Assessments” 
for the results 

of the 
assessment.

12-20-2026

12

A complete billing slide deck will 
be provided.



Affiliate Member Initiative (AMI) 
• Some members are unable to remain active in their councils.
• AMI allows members to be removed from their council rosters.
• Members that have not responded to council engagement efforts 

for 18 months.
• Supreme and State Councils engage Affiliate members.
• Council leaders can devote more time to active members.
• Councils can devote time to volunteer service and charitable 

causes.  
 A complete slide deck will be made available in January just 

before the AMI guideline start. The important note here is to 
adhere to the AMI billing standards mentioned earlier.





Major Reports

Report Name Report # As Of File Date

Officers Chosen for Term 185  June 30

Service Program Personnel Report 365  June 30

Annual Council Audit 1295  June 30  Aug 15

Columbian Award Application SP-7  June 30  June 30

Annual Survey of Fraternal Activity 1728  Dec 31  Jan 31

Fraternal Programs Report Form 10784    as needed



• Official report listing all elected council officers for the new
fraternal year.

• Due date is June 30 each year, after council elections.
• Submitted by Financial Secretary or Grand Knight.                

*Member Management in Officers Online.
• Used by Supreme to update official council records.
• Used to grant access to the Supreme Officers Online.
• It triggers communication channels – Supreme and State.

Report of Officers – Form 185



Council Administration - Report of Officers, Form 185



Report of Officers – Form 185



Report of Service Program Personnel - Form 365

• Official report that identifies the council’s program directors
and committee chairs.

• Due date is June 30 each year.
• Supreme uses this information to assign Safe Environment

training.
• Used for compliance tracking and state directories.
• Program, Community, Family Directors.
• Membership Director, Retention Chairman.

*Use Member Management in Officers Online.



Council Administration – Report of Service Personnel, Form 365



Service Program Personnel – Form 365 



Annual Council Audit – Form 1295A

• Submitted each fraternal year on August 15 
(July 1-June 30).

• Ensures financial transactions are properly handled.

• Confirms all monies are accounted for and in safekeeping.

• Necessary to keep the $5,000 bond active for FS & 
Treasurer.





Annual Survey of Fraternal Activity – Form 1728

• Directly supports the Order’s IRS compliance and 
documents the charitable impact of every council.

• Only major report that runs on the calendar year 
(Jan. – Dec.), due Jan. 31.

• Fraternal Program Activities – hours donated by 
members and funds raised and distributed. 

• Fraternal Commitment Activities – aid to members in 
need.     





Fraternal Programs Report – Form 10784 

• Used to report Faith in Action program activities to Supreme. 
• Documents council’s charitable impact for the fraternal year.
• Provides information requested to complete forms SP-7 and 1728.
• Ensures that Supreme has accurate records of council’s service work.  
• Your GK should be the lead concerning the activities surrounding this 

report, the SP-7, and the 1728

An online only report and should be submitted as the 
programs are completed. Pls don’t wait till June 30th

to complete.



Canonization Prayer for Blessed Michael McGivney 


