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ROLE-BASED RESOURCES



The chapter board
develops and
approves an annual
operating budget and
makes it available to
members.

*Chapters are
required to submit its
most recent year-end
balance sheet and
profit and loss
statement.

CARE FOUNDATIONAL ELEMENT MATRIX

Preparing and managing a chapter
operating budget helps leaders plan
for and deliver products and services
that meet member needs without
exceeding the chapter's financial
resources. In addition to defining the
year's projected revenue and
expenses, it provides leaders an
ongoing tool to evaluate and redirect
chapter efforts when necessary. Itis
also useful as a historical reference
when planning the next years'
activities. An annual operating budget
should be developed regardless of a
chapter's size or income,

Recommendations on how to accomplish:
+» Develop a budget:
1. Assess the chapter's current financial position.
2. Review the chapter's goals and existing programs and services based on
members’ needs.
Estimate revenue for the coming year.
Estimate expenses for the coming year.
Prepare budget worksheets for each program and administrative area.
Compile all program and administrative budgets into an overall annual chapter
budget.
7. Have board approve final budget:
»  Publish final budget in chapter newsletter or member mailing or make it available
to members electronically.
+  Review the budget at mid-year (recommended) and adjust as necessary. Establish a
reserve account for unexpected expenses.
+  Submit a current balance sheet and income statement to ATD chapter services.

= e

Where can | go for additional information?

= 5 Tips for Strong Association Financial Management
+« Balance Sheet Template

+  Budget Template

s Chapter Incentive Program {ChIP]

+ Income Statement Template

Samples from chapters:

« Central lowa Chapter's Budgeting Planning Spreadsheet and Financials

* Kansas City Chapter's Event Budget Tool

»  Mebraska Chapter's Transparent Budget Reports: Budget Template and Expenses
Reporting

+  Southeastern Wisconsin: Financial Health E-Newsletter: Sample Newsletter and
Graph Template

CARE
Resources
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CARE FOUNDATIONAL ELEMENT MATRIX

The chapter board Conducting an annual Recommendations on how to accomplish:
ensures an annual internal/external review verifies that » Conduct internal and external reviews on an alternating basis.
internal or external established policies, procedures, and * Have an accountant or other financial manager perform the external review.
financial review is internal controls are being followed in | «+ Have a member-based committee conduct the internal review, provided the
completed by an the daily operations of the chapter. members are not directly responsible for the chapter's financial management.
individual or group Reviews assure that collected monies,
not directly such as members' dues, are accounted | Where can | go for additional information?
responsible for the for and being used properly. It also « ATD Sharing Our Success (SOS) program
management of the confirms that the accounting records « Chapter Finance Toolkit
chapter's finances. and financial statements are accurate

and complete. Therefore, thisis an Samples from chapters:

important component of the board’s « (Cascadia: Internal Review Checklist

fiduciary responsibility. « (Cascadia: Internal Review Form

« Pittsburgh: Financial Audit Through Universities
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SOS Examples & Webinar

Integrated Payment Financial Audit Through Revamping Your Chapter Conference Sponsorships -
Processes - Universities - Sponsorship Packet — South Florida, 2016
Baton Rouge, 2018 Pittsburgh, 2016 Greater Atlanta, 2021 * South Florida - SOS submission Form

South Florida - Conference Budget

Baton Rouge SOS Submission Form ° Prttsburgh - SOS Submission Form Greater Atlanta - SOS Submission Form O south Florida = Sponsor opportunities
*  Baton Rouge - Budget Template *  Greater Atlanta - Sponsorship package e South Florida - Sponsor Prospects and
. Baton Rouge - Monthly Transaction o Greater Atlanta - Virtual Conference Sponsorship Tracking

Example Package South Florida - Example of Challenges

. Greater Atlanta - Sponsorship Grid

South Florida - In-Kind Sponsorship Letter
South Florida - Sponsor Feedback
South Florida - Sponsor Next Step Email

Sample
Event Budget Form - Making the Business Case  Cultivating Great Sponsorship Sponsorship Coffee Hour-
Cascadia, 2012 for Simple Investments - Relations, 2023 Central lowa, 2018
J Cascadia - Event Budget Form Greater Birmingham, 2024 . Webinar : Central lowa - SOS Submission Form

Central lowa - Benefits One Pager

Central lowa - Make A Difference One Pager
Central lowa - Annual Professional
Development Day Sponsorship Prospectus

Submission
. Cascadia - Event Budget Tool

. Greater Birmingham - SOS Submission
Form

. Greater Birmingham - Investment
Proposal

. Greater Birmingham - Investment
Comparison Tool



https://assets.td.org/m/72ea7d9273d8a413/original/CHAP-SOS-2018-Baton-Rouge-Integrated-Payment-Processes-SOS-Submission.docx?_gl=1*vq101l*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTcyOTcwNTQ0Ni44Mi4xLjE3Mjk3MDU0NTIuNTQuMC4w
https://assets.td.org/m/239c0b06af3db131/original/CHAP-SOS-2018-Baton-Rouge-Integrated-Payment-Processes-Budget-Template-Example.xlsx?_gl=1*1i6i9g5*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTcyOTcwNTQ0Ni44Mi4xLjE3Mjk3MDU1MzQuNjAuMC4w
https://assets.td.org/m/71231d24cb8709c3/original/CHAP-SOS-2018-Baton-Rouge-Integrated-Payment-Processes-Monthly-Transactions-in-WildApricot.xls
https://assets.td.org/m/71231d24cb8709c3/original/CHAP-SOS-2018-Baton-Rouge-Integrated-Payment-Processes-Monthly-Transactions-in-WildApricot.xls
https://assets.td.org/m/19cd2c632bafa878/original/CHAP-SOS-2016-Pittsburgh-Financial-Audit-Through-Universities-SOS-Submission-Form.docx
https://assets.td.org/m/61f61a9f8fb0d74/original/CHAP-SOS-2021-Greater-Atlanta-Revamping-Sponsorship-Packet-SOS-Submission.pdf
https://assets.td.org/m/3b8ffe1dc523b686/original/CHAP-SOS-2021-Greater-Atlanta-Revamping-Sponsorship-Packet-Sponsorship-Packet.pdf
https://assets.td.org/m/72db1bf237589209/original/CHAP-SOS-2021-Greater-Atlanta-Revamping-Sponsorship-Packet-Packet.pdf
https://assets.td.org/m/72db1bf237589209/original/CHAP-SOS-2021-Greater-Atlanta-Revamping-Sponsorship-Packet-Packet.pdf
https://assets.td.org/m/4259374d303014ca/original/CHAP-SOS-2021-Greater-Atlanta-Revamping-Sponsorship-Packet-SponsorshipGrid.xlsx
https://assets.td.org/m/50745a807d1a5a92/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships-SOS-Submission-Form.docx?_gl=1*1lsthf1*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTczMDMwNzgwOS45MS4xLjE3MzAzMDc4MTQuNTUuMC4w
https://assets.td.org/m/7e9ede11253fc437/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships-ATDSFL-Conference-Budget.xlsx
https://assets.td.org/m/177c73107614c6f9/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships-2016-Conference-Sponsorship.pdf?_gl=1*vp9oyy*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTczMDMwNzgwOS45MS4xLjE3MzAzMDc4MzEuMzguMC4w
https://assets.td.org/m/7091fcebdc6d2a76/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships-Sponsor-Prospects-Tracking.xlsx
https://assets.td.org/m/7091fcebdc6d2a76/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships-Sponsor-Prospects-Tracking.xlsx
https://assets.td.org/m/648f4f92959d522b/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships-Example-of-Challenges.docx
https://assets.td.org/m/134af2de29c511f6/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships-InKind-Sponsorship-letter.docx?_gl=1*c5dyc5*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTczMDMwNzgwOS45MS4xLjE3MzAzMDc4MjIuNDcuMC4w
https://assets.td.org/m/de1ddc25eba094a/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships.docx
https://assets.td.org/m/76638f420634030a/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships.docx
https://assets.td.org/m/76638f420634030a/original/CHAP-SOS-2016-South-Florida-Conference-Sponsorships.docx
https://assets.td.org/m/6c5a04e542c1c613/original/CHAP-SOS-2012-Cascadia-Event-Budget-Form-SOS-Submission-Form.docx?_gl=1*423c1j*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTcyOTcwNTQ0Ni44Mi4xLjE3Mjk3MDYwNTUuMzkuMC4w
https://assets.td.org/m/6c5a04e542c1c613/original/CHAP-SOS-2012-Cascadia-Event-Budget-Form-SOS-Submission-Form.docx?_gl=1*423c1j*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTcyOTcwNTQ0Ni44Mi4xLjE3Mjk3MDYwNTUuMzkuMC4w
https://assets.td.org/m/7f272af78238c866/original/CHAP-SOS-2012-Cascadia-Event-Budget-Form-Budget-Form.xlsx?_gl=1*1k5krg3*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTcyOTcwNTQ0Ni44Mi4xLjE3Mjk3MDYwNzIuMjIuMC4w
https://d22bbllmj4tvv8.cloudfront.net/76/ea/d8eb080242579a4ec5034fcb4602/sos-submission-form.pdf
https://d22bbllmj4tvv8.cloudfront.net/76/ea/d8eb080242579a4ec5034fcb4602/sos-submission-form.pdf
https://d22bbllmj4tvv8.cloudfront.net/16/fa/e4d81ae143af99469ea25cc19d31/additional-documentation-investment-proposal.docx
https://d22bbllmj4tvv8.cloudfront.net/16/fa/e4d81ae143af99469ea25cc19d31/additional-documentation-investment-proposal.docx
https://d22bbllmj4tvv8.cloudfront.net/8c/f8/b71e43cb47979d57d51a190949d2/investment-comparison-tool.xlsx
https://d22bbllmj4tvv8.cloudfront.net/8c/f8/b71e43cb47979d57d51a190949d2/investment-comparison-tool.xlsx
https://www.td.org/content/video/cultivating-great-sponsorship-relations?__queryID=622e28824d2c51f244b5cc21edb5a8e7&objectID=5R7YCQJwXFSQWVTeEQGraC&__position=11&index=atd_composable_prod_en-US_newest
https://assets.td.org/m/29ad4092545e00cd/original/CHAP-SOS-2018-Central-Iowa-Sponsorship-Coffee-Hour-SOS-Submission.docx
https://assets.td.org/m/15b1964b366dc74a/original/CHAP-SOS-2018-Central-Iowa-Sponsorship-Coffee-Hour-Event-Sponsorship-Opportunities.pdf
https://assets.td.org/m/17f73b284119121c/original/CHAP-SOS-2018-Central-Iowa-Sponsorship-Coffee-Hour-Benefits-One-Pager.pdf
https://assets.td.org/m/7ef8b1190162f758/original/CHAP-SOS-2018-Central-Iowa-Sponsorship-Coffee-Hour-Reasons-to-Sponsor-Infographic.pdf
https://assets.td.org/m/7ef8b1190162f758/original/CHAP-SOS-2018-Central-Iowa-Sponsorship-Coffee-Hour-Reasons-to-Sponsor-Infographic.pdf

Finance Toolkits/Resources (CLC)

Chapter Incentive Program

(ChIP) Toolkit

Chapter Finance Toolkit

Understanding Tax Fillings

Finance Chapter Leader
Role Description

Includes templates, materials, and
best practices to help

chapters maximize ChIP revenue
potential.

Provides templates and
examples for chapters to develop a
finance management system.

The guide provides information on

filing a 990 or 990-N for the chapter.

Describes the role and
responsibilities of the volunteer that
oversees the chapter finances
management

Key messages for awareness on
leveraging program, examples, and
FAQs

Support for developing a budget, record

keeping, cash management, and
reporting.

Where are the instructions to file?

Suggested draft description of the

finance manager for the chapter that can

be adapted to the chapter’s specific
needs.

What are ChiPs?
How can my role
support increasing ChlP revenue?

What is a seven-step process for
creating and managing a budget?
What needs do we have with
working with a bank?

How can we effectively report our
finances?

What is the difference between
990, 990EZ, and 990-N?

What are the VP of Finance’s
responsibilities?

What is the time commitment and
skills need for the role?

What resources does the VP of
Finance need?
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https://d22bbllmj4tvv8.cloudfront.net/86/62/59d1d89f408f8a658a74dcdb3810/chip-toolkit-2021.pdf
https://d22bbllmj4tvv8.cloudfront.net/86/62/59d1d89f408f8a658a74dcdb3810/chip-toolkit-2021.pdf
https://assets.td.org/m/396f78812dad05a8/original/CHAP-CLC-Chapter-Finance-Toolkit.pdf?_gl=1*7osu1b*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTczMDE2ODg5MC44OS4xLjE3MzAxNjk2NTAuMTkuMC4w
https://assets.td.org/m/512033478edb6da/original/CHAP-CLC-Chapters-Understanding-IRS-Tax-Filings.pdf?_gl=1*5u3vie*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTczMDE2ODg5MC44OS4xLjE3MzAxNjk2NjQuNS4wLjA.
https://assets.td.org/m/1b03ff723dcf9faf/original/CHAP-CLC-2022-Chapter-Leader-Position-Description-Sample-Finance-Role.docx?_gl=1*vs54hn*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTczMDE2ODg5MC44OS4xLjE3MzAxNzA2ODYuMS4wLjA.
https://assets.td.org/m/1b03ff723dcf9faf/original/CHAP-CLC-2022-Chapter-Leader-Position-Description-Sample-Finance-Role.docx?_gl=1*vs54hn*_gcl_au*MTk0MjY3MDE5NC4xNzI3NDQ4OTMz*_ga*MTk1NTMxNDY2Ni4xNzE0NjU2OTI3*_ga_7K8E29WLBJ*MTczMDE2ODg5MC44OS4xLjE3MzAxNzA2ODYuMS4wLjA.

Finance




Welcome Panelists!

Stephanie Loscalzo Kimberle Schulmann Stephanie Hubka

Vermont Chapter Valley of the Sun Chapter Metro DC Chapter
(Arizona)
NE Regional Conference: Former VP of Finance and
Sponsor and Exhibitor President Former NAC
Volunteer

Learning Specialist @ ADP Managing Partner
Vermont ATD: Program @ Protos Learning

Coordinator

Financial Education Program
Manager
@ EastRise Credit Union

Jennifer Newton

Central Indiana Chapter
VP of Finance

Knowledge Transfer Specialist
@ Corteva Agriscience
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- WHAT ARE YOUR
PRIORITIES FOR
MANAGING YOUR
CHAPTER'S
BUDGET AND
FINANCIAL
REPORTING?
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WHAT ARE YOUR
STRATEGIES FOR
INCREASING
REVENUE AND
ENSURING
FINANCIAL
SUSTAINABILITY?



WHAT IDEAS DO YOU
HAVE AROUND WAYS
YOUR CHAPTER CAN
DIVERSIFY YOUR
FUNDING SOURCES
AND INCREASE
FISCAL HEALTH?
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