28.0  Financial Administration
28.1 Annual Budget Plan
Approved by BOM July 10,2010

The Georgia Society Bylaws requires the Finance Committee to prepare an annual budget for the next calendar year outlining categories and amounts of anticipated revenues (income) and expenditures (expenses) of the State Society (Article VI., Section 3).  The Finance Committee then submits the plan to the Executive Committee for review and revision after which the plan is submitted to the Board of Managers (BOM) for approval and adoption at its Fall Meeting usually held in October.

The budget is a tool to allow the Board of Managers to plan the types of programs in which it can participate and to develop the level of activity within a program when funding is required.  Effective budgeting helps determine the rate of membership dues, program award levels, the amounts of funds available for donations, and the need for fund raising.
28.2 Budget Revisions
Approved by BOM July 10, 2010
The Finance Committee may make transfers between, or adjustments to, budget line items if they do not exceed 10 percent of the amount originally approved (i.e., the last approved amount by the Board of Managers) for said line items.  The Executive Committee may approve such adjustments of more than 10 percent not to exceed 25 percent.  Thus, the Finance Committee cannot increase on its own a line item by 10 percent in one quarter and then again in a subsequent quarter without higher level approval.  Similarly, the Executive Committee cannot apply a 25 percent increase from quarter to quarter without BOM approval.  However, the Board of Managers may make any changes to a budget and their most recent revision for purposes of the State Bylaws constitutes an “original” approval.  Thus, if the Board of Managers approves a revision of the budget that includes both specific line items that only it is authorized to make (because it exceeds 25 percent) as well as other changes made by the Executive Committee and the Finance Committee, all such changes are considered to be made by the Board of Managers and they constitute a new, original budget for future budget revision guidelines and restrictions.
28.3 Budget Categories – Expenditures
Approved by BOM July 10, 2010
An individual expenditure of the State Society may relate to a variety of offices, programs, or committees. Thus it is beneficial to provide guidance on categorizing such expenses under the appropriate budget line item.  The following guidelines are provided for allotting expenditures for accounting and reporting purposes and for assigning fiscal oversight responsibility and accountability among the State officers and State committees.

28.3.1 State Society Officers
Approved by BOM July 10, 2010

State officers should regularly review their budget expenditures and notify the Finance Committee of any expected deviations of 10 percent or more as soon as they are identified.  If planned expenses in any program area will not be incurred, the Finance Committee should be notified so that the funds can be redirected to other programs as needed.

A review of an officer’s budget line items will generally provide a guideline of costs that are reimbursable by the Society.  Some officers are able or wish to incur expenses on their own as contributions to the Society.  Such donations are greatly appreciated and allow any budgeted funds to be directed toward other projects and improvements.  Officers should notify the Finance Committee of any planned expenses for which they do not plan to claim reimbursement so that appropriate budget revisions may be made.

Before committing to any expenses outside the planned budget amounts, an officer should consult with the Finance Committee, as they may be held personally responsible for costs in excess of the budget plan.

A member may claim reimbursement of expenses incurred under several offices or committees.  If made at the same time, the member should clarify which expenses fall under which program area, using the applicable line item from the current approved budget to assist the Treasurer in classifying claimed costs.

President – The expenses of the President may cover a wide variety of areas in the conduct of that office.  They should not generally include expenses that would be expected to fall under the costs of managing specific budgeted program line items such as those of the standing committees.  Travel costs are not allowable such as reimbursement of gasoline mileage or lodging.  Allowable expenses might include postage, printing, office supplies, certificates, nominal gifts to visiting dignitaries, and miscellaneous expenses of running the Board of Managers meetings.  Expenses of an announced “President’s Project” could be appropriate under this budget line item; however, a project intended to result in raising funds should be accounted for under the line items established for the Fund Raising Committee.
The costs associated with facility rental, food service, visitation by the President General, and related incidentals (signage, coffee, snacks, etc.) of the annual conference and Board of Managers meetings are charged under the office of the President.  However, complimentary meals and awards to guests such as the winners and their designated guests (parents, teachers, etc.) of the youth, education, and other special programs with their own budget line items should be accounted for under those programs.
Annual donations to the National Society such as to the Center for Advancing America’s Heritage are budgeted under the President.

Neither the President nor any members may claim reimbursement for beer, wine, or liquors associated with any social, “happy hour,” or hospitality suite (by vote of the Board of Managers on April 3, 2010.).

Senior Vice President – The guidelines for the Senior Vice President are similar to those of the President except that this position would not generally incur costs of the Board of Managers meetings or of a President’s Project.  Costs associated with an annual Leadership Training Meeting, if held, as distinct from any Board of Managers meeting (such as printing handout material and facility rental if scheduled on a date other than a BOM meeting), will be assigned to the line item for the Senior Vice President since this position generally manages that event.
Secretary – A variety of expenses may be allowed under the responsibilities of the Secretary.  These include costs associated with postage, post office box rental, photocopying, stationery, and office supply consumables.
Recording Secretary – Any expenses incurred under this position should be reported through the line item for the Secretary.

Treasurer – The Treasurer is responsible for costs related to maintaining custody of, disbursing, and maintaining the financial records of the State Society except for the Georgia Society Endowment Trust Fund.  In addition to usual fiscal record keeping costs and processing of membership fees (postage, office supplies, photocopies, etc.), costs associated with tax preparation and insurance (bonding) are reportable under the Treasurer.

When possible, the costs for tax return preparation should be avoided by having the Treasurer or another competent volunteer to complete the necessary forms in lieu of using contracted services.

Registrar – Usual costs associated with mailing, copying, and processing membership applications are allowable.
Editor – Usual costs associated with publishing an electronic newsletter are allowable such as software applications and printing and mailing a limited number of hard copies for designated dignitaries and members without computer capability.  Within budgeted allowances, one or two issues of the newsletter (or a semi-annual bulletin by the State President) may be published in hard copy and mailed through the U.S. postal system.
Chaplain – Expenses under this office may include postage, greeting card stock, and other administrative costs of managing the Chaplaincy Corps.  Expenses for the annual memorial service (printing programs, recognition of chapter chaplains, etc.) and services planned as part of historic site celebrations (such as the Sunday service at Kettle Creek celebrations) are also included.
Genealogist – Costs associated with conducting genealogical research such as photocopying and postage (but not travel nor personal membership in lineage groups or genealogy database organizations) are allowable, as are similar costs associated with conducting State and Regional lineage or genealogy workshops (including minimal facility rental within budgeted costs) or in participating in chapter workshops and chapter start-up programs.  State Society membership in State or National genealogy or history groups should be budgeted under the Genealogist.
Historian - Costs associated with conducting the usual requirements of the office such as photocopying, postage, and records storage (but not travel) are allowable.
28.3.2 Standing Committees
Approved by BOM July 10, 2010
Committee chairmen should regularly review their budget expenditures and notify the Finance Committee of any expected deviations of 10 percent or more as soon as they are identified.  If planned expenses in any program area will not be incurred, the Finance Committee should be notified so that the funds can be redirected to other programs as needed.

Committee chairmen are generally expected to pay for minor, incidental costs associated with managing their committees.  A review of a committee’s budget line items will generally provide a guideline of costs that are reimbursable by the Society.  Some chairmen are able or wish to incur reimbursable expenses on their own as contributions to the Society.  Such donations are greatly appreciated and allow any budgeted funds to be directed toward other projects and improvements.  Chairmen should notify the Finance Committee of any allowable expenses for which they do not plan to claim reimbursement so that appropriate budget revisions may be made.
Before committing the Society to any expenses outside the planned budget amounts, a chairman should consult with the Finance Committee, as they may be held personally responsible for costs in excess of the budget plan.  On occasion an opportunity arises for a one-time, last minute, or special activity for a committee to participate in that was not planned and not budgeted.  Other than requesting a change in the budget which can present restrictions because of time constraints due to administrative processing, another opportunity for addressing unbudgeted costs is to seek funding through the Georgia Fellows Fund (see Section 23.5.1 in the Georgia Society Source Book for guidelines).
A member may claim reimbursement of expenses incurred under several offices or committees.  If made at the same time, the member should clarify which expenses fall under which program area, using the applicable line item from the current approved budget to assist the Treasurer in classifying claimed costs.

To better track the total costs for programs sponsored by the Society, the effort will be to include as many known costs of a committee under its budget line items as possible.  However, the State President (meals at the annual conference), State Secretary (medals ordered from National Society merchandising), or other member of the Society (someone attending Leadership Training in Louisville or a National Congress) outside the usual committee membership may incur and claim expenses on behalf of a committee.  When this occurs, all effort should be made to specify under which program area (using budget line items if possible or at least highlighting to the Treasurer that the costs should be separately considered) the separate costs should be charged.  
If it is customary for a non-committee member to incur program costs (such as the State Secretary making a large end-of-year order of medals for several committees), the Budget Plan and the following descriptions will include codes identifying the person usually responsible for incurring the costs so as to assist new committee chairmen in their planning.  The following codes will be used in addition to any others outlined in the Budget Plan: a single asterisk (*) to designate the State Secretary and a double asterisk (**) to designate the State President as the usually assigned person to incur or account for a said expense.
Americanism Committee – This committee is responsible for costs associated with administering the Americanism and President General Contests (certificates, streamers, postage, photocopying, printing).
Audit Committee – There are no budget line items for this committee. 
Bylaws Committee - There are no budget line items for this committee. 
Children of the American Revolution Liaison Committee - This committee is responsible for costs associated with supporting programs of the C.A.R.  These include donations to help sponsor the annual Southeast Conference, the Georgia Society C.A.R. annual meeting, annual C.A.R. State President’s project, and C.A.R. National President’s project.  While an amount may be budgeted for a state or national project, some C.A.R. projects are relatively low cost and may effectively reach their funding goals through the C.A.R.’s normal fund raising process, which includes donations from individual SAR members through the purchase of pins, T-shirts, and other such items.  Thus, a budgeted donation toward a C.A.R. project should not be “automatically” made if the donation in combination with other fund raising by C.A.R. would exceed the amount required to fund the project (such as the purchase of a specific piece of equipment).  The C.A.R. Liaison Committee Chairman should be familiar enough with the current year activity and planning of the State and National C.A.R. to make recommendations in this regard.
The committee also budgets for medals and certificates for eligible SAR members and the C.A.R. State President(s) and for attendance** of the two State Presidents at the annual conference.  Chapter streamers for C.A.R. participation are also budgeted from this committee.
Color Guard Committee - This committee is responsible for costs associated with maintenance, repair, replacement, and purchase of equipment associated with Color Guard activities (flags, poles, shoulder harnesses, stands, etc.) and maintaining an annual scrapbook.  Presentation of medals, awards, and certificates for Color Guard members and Camp Followers is budgeted within the annual Color Guard Banquet under the Fund Raising Committee.
Daughters of the American Revolution Liaison Committee - This committee is responsible for costs associated with maintaining close liaison with the DAR.  These include donations to the State Regent’s project, presentation of a medal and certificate to the State Regent and/or DAR’s liaison to the SAR, and attendance by the State Regent and/or DAR’s liaison to the SAR at our annual conference**.

While the DAR may effectively raise sufficient funds for a Regent’s project on their own, a donation in the spirit of improved liaison is encouraged.  The DAR Liaison Committee Chairman should be familiar enough with the current year activity and planning of the State DAR to make recommendations in this regard.  The Chairman and SAR State President should jointly determine and plan the presentation of a donation to the Regent’s project.
Eagle Scout Committee - This committee is responsible for costs associated with annual awards to Eagle Scouts and attendance at the annual conference for the winner of the Eagle Scout competition, his scout leader, and his parents (i.e., up to four persons**).  Extended family members and other guests are required to pay for attendance at the conference if not funded by the sponsoring local chapter.
Other budgeted costs are for postage, printing, and certificates to recognize scouts achieving the rank of Eagle Scout and administering this program at the State level.

Education Committee
· Poster Contest – Prizes (monetary, certificates, ribbons) for State winners and recognition of chapter participation in this program (certificates) are administered by the Education Committee.  The annual state winner does not attend the annual conference.
· Teacher Recognition - Prizes (monetary, certificates, medals, and/or plaques) for State winners and recognition of chapter participation in this program (certificates) are administered by the Education Committee.  These include the Outstanding Social Studies Teacher, Outstanding Elementary School Teacher, and State winner of the Tom & Betty Lawrence History Teacher Award.  The attendance of each winner and their spouse at the annual conference is budgeted under the Education Committee**.
· Student Scholarship Recognition - Prizes (scholarship, certificates, medals, and/or plaques) for the State winner and recognition of chapter participation in this program (certificates) are administered by the Education Committee.  The attendance of the winner and his parents at the annual conference is budgeted under the Education Committee**.
· Member/Chapter Recognition - Prizes (monetary, certificates, medals, and/or plaques) for State winners in this program are administered by the Education Committee.  These include the Nancy Hart Education Outreach Award, John Dooly Education Outreach Award, and Dr. Lyman Hall Education Outreach Award.  Paid attendance** at the annual conference is authorized for the Nancy Hart Award and her spouse if the recipient would not otherwise be attending as the circumstances dictate.
Finance Committee - There are no budget line items for this committee.
Flag Respect Committee - This committee is responsible for administering costs up to $300 associated with providing a flag set to a new chapter and for the cost of promotional material provided to chapters in support of Flag Day and to promote awareness of U.S. Flag protocol.
Fund Raising Committee - This committee is responsible for oversight and coordination of fund raising activities, although each sub-committee may act substantially on its own depending upon the organizational structure created to manage each program.  If both the income and expenses of a sub-committee raising funds are reported through the State Treasurer, then the State Budget will reflect lines items for both revenues and expenses. If only the profits of the activity are reported to the Treasurer, then a budget line item for expenses will not be itemized, although this practice is generally discouraged as all records pertinent to a fund raising event should be placed with the treasurer in the event that an audit of those costs is necessary.  Recurring fund raising programs are as follows:
· Color Guard Banquet – Profits from ticket sales to this event are returned to the general fund rather than trying to coordinate their application toward maintaining the equipment of the Color Guard.  However, the costs of presentation of medals, awards, and certificates for Color Guard members and Camp Followers are budgeted within the costs of the banquet.  Attendance of the Color Guard Commander and his spouse and the Commander of the Elijah Clarke Militia Unit and his spouse will be complimentary.
· Debutante Ball Sub-Committee - Profits from ticket sales to this event are returned to the general fund.  Usual and customary expenses of a formal ball are included in the budget for this event.
A miscellaneous category of expense for fund raising may be listed in the budget for the purpose of providing “seed” money for a fund raising opportunity that may not be otherwise specifically planned.

Historic Sites & Celebrations Committee - This committee is responsible for oversight and coordination of a variety of annual celebrations, although each sub-committee may act substantially on its own depending upon the organizational structure created to manage each program.  The expenses for any given celebration are often contingent upon the level of local chapter and other lineage society support and the type of celebration performed, but all such expenses claimed for payment by the Society should be processed through the HS&CC Chairman.  
Certain restrictions are generally applied to all such events regarding the use of Georgia Society funds.  Budget expenditures may not include expenses for beer, wine, or liquor for happy hours; hiring a photographer; hiring a band or other musical group or providing it a stipend, or providing for more than a few complimentary meals to outside participants.  Such practices when allowed for one site celebration would warrant their use at all such historic site events..
· Georgia’s Revolutionary War Trail Sub-Committee – This sub-committee was established to accomplish specific goals associated with planned grant requests in 2008-2010 to promote historic site celebrations and the study of Georgia’s role in the American Revolution.  Continued budgeting could be applicable to some aspects of those projects such as reprinting selected pamphlets created on any of the given Revolutionary War battle sites in Georgia.
· Kettle Creek – This major 3-day event includes education outreach programs in the area schools, a Friday evening banquet, Saturday living history and wreath presentations, and Sunday memorial service and wreath presentations at Elijah Clark State Park.  The lack of many facilities typical at other historic sites, the limited choices for lodging and meals in the small community, and the usual participation by the Secretary General makes this a unique budgeting area within the HS&CC.
· Visiting Dignitaries - Secretary General – Typically, the Secretary General (or other General Officer representing the President General)  will arrive on Friday and leave on Saturday afternoon, often accompanied by his wife.  Thus, a single night’s lodging and three meals for both of them are the usual costs.  In planning lodging and meal sites, care should be given to avoid extravagant expenditures.  The usual and customary costs incurred by most of the members should be the basis for planning.  Members desirous of entertaining in excess of the budget plan should volunteer in advance to cover any additional expenses.
· Visiting Dignitaries – State Societies - Participation streamers are typically provided to Color Guards from visiting states.
· Education Outreach – The committee often does school lectures and hosts a local poster contest providing some art supplies and some prizes.
· Inclement Weather – A non-returnable refund to use the Pope Center in the event of bad weather for the Saturday wreath ceremony is required.
· Septic Facilities – Restroom facilities are needed at the site when the wreath presentations take place outside.
· Publicity – The costs of some promotion of the event (advertising, programs, banners) are allowable.
· Fort Frederica – Some promotional costs for administering this program are budgeted. 
· Fort Morris – Some promotional costs for administering this program are budgeted. 
· Vann’s Creek – Some promotional costs for administering this program are budgeted. 
Information Technology Committee – This committee is responsible for costs associated with annual domain name registration, hosting services, upgrades to program components when needed, and certificates recognizing the best chapter website and newsletter of the year.
Knight Essay Committee  - This committee is responsible for costs associated with annual cash awards for the Knight Essay program, a winner’s medallion and engraving, and attendance at the annual conference for the winner of the essay competition and his parents (i.e., up to three persons**).  Extended family members and other guests are required to pay for attendance at the conference if not funded by the sponsoring local chapter.  Other budgeted costs are for postage, printing, program promotion, and certificates for administering this program at the State level.

Library Committee - This committee is responsible for costs associated with State membership annually as a Friend of the (NSSAR) Library.
Medals and Awards Committee - This committee is responsible for costs associated with medals and awards presented at the state level requiring the approval of the committee (such as the Silver Good Citizenship, Meritorious Service Medal, and medals to female recipients).  The State Secretary is usually tasked with ordering the medals.  Medals approved by other program managers such as the Patriot Medals and Youth Programs should be budgeted under those programs.  This committee is also the budget source for the Trustees Pin, Past State President’s Pin, and Distinguished Service Medal.
In July 1998, the Board of Managers voted to set aside $100 a year beginning in 1999 to strike a Centennial Medal for the year 2021.  This expense falls under the Medals and Awards Committee.

Membership Committee - This committee is responsible for costs associated with annual awards (streamers, certificates, and Robert B. Vance, Sr. Membership Trophy engraving) to recognize membership goals.*
Nominating Committee - There are no budget line items for this committee.
Patriot Medal Committee - This committee is responsible for costs associated with presentation of the Patriot Medals at the annual conference.*
Public Safety Committee - There are no budget line items for this committee.
Publicity Committee - There are no budget line items for this committee.
Revolutionary War Graves Committee - This committee is responsible for costs associated with recognition of chapters participating in patriot and compatriot grave dedications (streamers, stars, certificates).
ROTC Committee - This committee is responsible for costs associated with annual awards under the ROTC program and attendance at the annual conference for the winner of the ROTC competition, his ROTC teacher, and his parents (i.e., up to four persons**).  Extended family members and other guests are required to pay for attendance at the conference if not funded by the sponsoring local chapter.

Other budgeted costs are for postage, printing, medals, promotional material, and certificates to administer this program at the State level.

Rumbaugh Oration Committee - This committee is responsible for costs associated with the annual cash award for the oration program; a winner’s medallion and engraving; attendance at the annual conference for the winner of the oration competition and his parents (i.e., up to three persons**); and attendance at the annual Congress if warranted of the winner and an escort if required and not to exceed the budgeted amount.  Extended family members and other guests are required to pay for attendance at the state conference if not funded by the sponsoring local chapter.  Other budgeted costs are for postage, printing, program promotion, and certificates for administering this program at the State level.

Source Book Committee - There are no budget line items for this committee.
Veterans Committee - This committee is responsible for costs associated with State representation in the Wreaths Across America Program and for administering the Stark Awards competition and the awards to chapters associated with that contest.
28.4 Reimbursement of Expenses
Approved by BOM July 10, 2010
The State Treasurer may require a specific format for submitting requests for reimbursement.  However, in general, requests should clearly identify which line item within the budget against which the Treasurer should charge a given expense.  When more than one budget line item is involved, the sub-totaled amount for each line item should be clearly outlined.  If an invoice or receipt includes items of a personal nature, this should be made clear and the cost, taxes, and shipping costs for allowable reimbursement should be outlined.

The Treasurer is generally familiar with the operations and programs of the Society and may exercise judgment over whether a request for reimbursement falls appropriately within the budget allowance for the cited program.  If the request exceeds a budget allowance or does not appear to be a reimbursable expense under the cited program, the Treasurer should initiate appropriate followup.  The President and other officers and committee chairmen do not have authority to personally approve overriding budget standards.  However, they may exercise such authority as an agent on behalf of and when directed by the Executive Committee or the Board of Managers as outlined in Georgia Society Bylaws.

28.5 President’s Projects
Approved by BOM July 10, 2010
While President’s or Regent’s Projects are programs within the C.A.R. and the DAR, there is no such program within the Georgia Society SAR.  There is therefore no authority for the State President to obligate the Society to pay the expenses of an unbudgeted project initiated without the advance approval of the BOM.

28.6 Reports to the Board of Managers
Approved by BOM July 10, 2010
The Board of Managers should receive at least quarterly selected reports by the Finance Committee and the Treasurer outlining the financial status of the Georgia Society.  The Treasurer should submit to the Executive Committee about 30 days prior to a scheduled BOM meeting the following reports: 

· Budget Status report comparing the most current revised budget to actual revenues and expenses to date for the calendar year.
· Balance Sheet comparing assets to liabilities and equity.

· Net Worth Report giving the beginning and ending balances for the period given and a history of the income/deposits and expenses/checks for the same period and the status of all cash assets.
28.7 Oversight of Funds Received from Closed Chapters
Approved by BOM July 10, 2010
On occasion, chapters may become inactive and either ask that their chapter charter be revoked or the Board of Managers may revoke their charter.  At such times, the chapter should turn over any funds remaining in their treasury to the State Treasurer within 60 days of the revocation of their charter.
The Treasurer shall hold such funds in a reserved account with those of other such chapters for the remainder of the calendar year and the next 2 calendar years.  These funds shall be returned to the chapter if it reorganizes during this period and is re-chartered by the Georgia Society and essentially is the same chapter covering the same general geographical area under new officers.  The funds for a chapter may also be provided within the same time frame to 
any other new chapter chartered under a new name that essentially covers the same geographical area that the previous chapter covered if approved by the Board of Managers.
If at the completion of the second full calendar year the chapter has not reorganized, and if a new chapter has not formed and is not likely to form within 6 months in the same geographical area, the funds turned over to the State Treasurer shall be transferred to the General Fund of the Georgia Society and no further claim on the funds may be made by any chapters.

Effective January 1, 2011, any funds on file with the State Treasurer that were deposited with the State Treasurer prior to January 1, 2008, shall be considered to have effectively fallen within the guidelines herein described and shall be transferred to the General Fund of the Georgia Society.

28.8  Credit Card or Check Card Usage. 

Approved by BOM January 26, 2013
In lieu of cash or checks drawn against the Society's accounts, a credit, debit, or check card may be a more convenient, necessary, faster, or appropriate means of making a payment on behalf of the Society.  Thus, the Treasurer is authorized to obtain, manage, and oversee one or more credit, debit, or check cards for use in transacting the business of the Society and to assign them as circumstances dictate on a continuing or short-term basis. Such cards will not be authorized for personal use. All card transactions will be reconciled monthly by the Treasurer and audits of records will include a review of card usage.  
Positions that might be suited to issuance of a card other than the Treasurer, especially if the Treasurer does not regularly attend state meetings, might be the President for purposes of paying the caterer or restaurant at Board of Managers meeting sites; an active Fund Raising Committee chairman; or a person making regular purchases for their area such as the Medals and Awards Committee Chairman. As the Chief Financial Officer, the Treasurer will determine such assignments and may restrict use of such cards to particular types of transactions or dollar limitations.

The Treasurer will report to the Executive Committee at the beginning of the calendar year, and whenever there is a change, the names of all members issued a card and the positions or reasons under which such members have been issued a card.

