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INTRODUCTION

THE OFFICE OF THE KI NGDOM CHANCELLOR OF THE EXCHEQUER

Holding the Office of Kingdom Chancellortbé Exchequer (Kingdom 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, and the Society Exchequer and the other Kingdom Exchegbers &vénelp you with the other 0.1%.

The duties of the Kingdom Chancellor of the Exchequer are the same as a branch Exchequer regarding the Kingdom
books, with a few additional responsibilities:

1 Manage the branch exchequers; including monitoring queperiy, answering questions and helping them
understand their responsibilities.
i Make Financial Policies for the Kingdom branches tbthieg may be more restrictive than Society Financial

Policy (SFP), but they cannot be less restrictive.

i File the cordidated Kingdom Financial report annually.

i Remember that it's okay to say 'no' if the rules sa
always have to be desirable.

i Never lose your sense of humor.

PURPOSE OF THIS HAND BOOK

The purpose of th handbook is to give Kingdom Exchequers guidance in fulfilling their offices as a Kingdom
Greater Officer of State. It is presumed that any Kingdom Exchequer has had some prior experience as a branch
Exchequer, and therefogstr ddtisormanalboo&kdwoindtplr&aee aitn i mn
Handbook.This handbook is meant to be used by Kingdom Exchequers as an addition to the Branch
Exchequerds Reference Handbook.

SCOPE OF THIS HANDBO OK

This handbook covers the procedures ugddingdomsof the Society for Creative Anachronism, timenanage
Kingdomlevel accounts and local branches that are part of that Kinbuenmandbook does not cover affiliate
corporationsSCA, Inc. Governing Documents (Corporal-8ys, SCA, Inc. Carpate Policies) and Society Financial
Policy (SFP) in effect are published separately. They
http://www.sca.org. These rules are referenced throughout this handbook, using the citatithhéncefifiect at the
time of printing.

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

CONTENTS OF THIS HAN DBOOK

This handbook describes the duties of the Kingdom Chancellor of the Exévequae commonly, Kingdom
Exchequer), and common procedures for performing those duties. Kingdom Exchequers need not be accountants, but
they should possess the basic skills required to balance a checkbook, some moderate Microsoft Excel experience, and
ideally some managerial or supervisory experience, especially regarding volunteers.

Some places in this handbook will use terms like 'sufficient’, 'approximate’, etc. In these cases, it would be impossible
to account for every possibility or circumstanceesvon't try. Here, the Kingdom Exchequer is expected to use their
own best judgment, although they can still contact their superior officer for guidance.

Where official policy is referenced, the actual citation will be included to assist theinelikgthe factual text of
the policy.

All the standardized forms used by the SCA at the time of publication are available on the SCA's website,
http://www.sca.org, in the Exchequer section, or from the Society Exchequer via email at exchequer@sca.org.
Drecti ons for using those forms can be found in the aprg

The Kingdom Annual yeand report Excel workbook(s) will be delivered to you each year before-¢inel year
report season begins. The directions for using the forthis workbook are included in this handbook in Chapter 7.

FORMAT CONVENTIONS

Report form names arebold; lines on the reports aretalics

We will use the term 'branch’' to mean the part of the SCA, Inc. for which a report is prepared ichfyau are
receiving a report. This can be a regular branch, or it can be a special account managed by a deputy to the Kingdom
Exchequer.

I n citations, 0Soci etSFP,Fiaman ®iSa&IA, Pd Iniccy & oir 9QFa lak ree Wiod ti
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CHAPTER 1: KINGDOM E XCHEQUER
RESPONSIBILITIES

Congratulations! Your Kingdom has deemed you an exceedingly trustworthy and responsible person! They consider
you capable of managing the assets belonging to that kingdom and managing the financiglegsidnsibches
within that Kingdom. That is something of which you should be proud!

Remember that this is a job with d#@lresponsibilities. You risk prosecution if you are found to have falsified
records or embezzled money (basically, persenal cerporate funds). However, everyone who takes this office is
assumed to be capable and trustworthy.

This chapter is designed to familiarize you with your new office. Please read it thoroughly when you are asked to take
office. Afterwards, you shouldlyp need to refer to it occasionally. If you have any questions that this handbook does
not answer to your satisfaction, contact your Society Exchequer for guidance. If there is some problem with a procedure
due to the unique nature of a particular brantdcal laws, the Society Chancellor of the Exchequer may grant written
variances to established policy. Submit your request for a variance in writing, describing your situation, what isn't
working, and what you think would be an acceptable solution.

This is not an overwhelming job if you keep on top of it.

|. STATED RULES TO HOLD OFFICE

The following are the stated rules for holding the office of Kingdom Chancellor of the Exchequer. Any additional
training or experience is a plus, but not necessary atisfectory performance of the office's duties.

A. Membership

You must be, and remain, a paid national member of the SCA, Inc. or an affiliated organization in good standing.
(SFP 11LA)

B. Age

You must be at the least the age of majority in your place ofce3iderSociety Exchequer approving must know
your age before approval. (CP I1.C.2)

C. Access

You must receive your Kingdom's newsletter at your place of residence. This is to ensure that you have access to any
news, changes in Kingdom Law, and changesi¢y polprocedure distributed via the Kingdom Newsletter. If you
don't hold a national membership that includes a Kingdom Newsletter (like Associate or Family), someone else at your
residence must. (Corpora 1.D.2, VII.K.3)

D. Approval

You must be acceptable ttee Crown and Society Exchequer. The Crown and the Society Exchequer sign the
warrant for Kingdom Exchequers.

The Crown and the Kingdom Exchequer sign the warrants for Exchequers within that Kingdom, including Deputy
Kingdom Exchequers. (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 Society Exchequer. (SFP II1.B)

It is strongly suggested that you not hold any other office in yournkingdis 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 other signatory on the accounts yolrdriage. (S

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 II.F) Royalty is defined as Sovereign, Consort, or
Heir. This means that Kings, Queens, Princes, Princesses, and Principality htsileraagignatory on any Society
account while they are so titled.

If you, as Kingdom Exchequer, are entering a Crown tournament, you should have designatedvehsuiscessor
acceptable to the Society 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. Principality
Exchequers shoulik held to the same requirement for both Crown and Coronet tournaments.

Chancellor of the Exchequer Kingdo20070ffi cerds Reference
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Chapter 1: Kingdom Exchequer Responsibilities

NOTE: Because Kingdom Exchequers are signatories on many accounts within the Kingdom, it may prove a
hardship for the branches within your Kingdom should you enter and win. Pladse tbenwork the branches will
need to complete to quickly remove you from their accounts when contemplating entering a Crown Tournament while
you are Kingdom Exchequer. Same for Principality Exchequers if the account signing responsibility lgassoken dele

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 of their own Barony (Corpora V.B.4). Territorial Barons and Baronesses
maybe Exchequer for other higher entities, such as a Kingdom guild or the Kingdom itself.

II. ADDITIONAL REQUIREME NTS TO HOLD OFFICE

A. Responsibility
You must be willing to be responsible for the financial activity of your Kingdom, including but not limited to:
1 Receiving and disbursing funds as approved by Society and Kingdom Policy and the Kingdom Financial
Committee;
Denying funds for improper and unapproved expenses;
Keeping accurate records of the Kingdomds assets and
Keeping track of and maintainindy e K i n g-chshrassets; n o n
Managing local officers and deputies, including imposing sanctions or other corrective action where necessary;
Communicating frequently with the branch exchequers, the Kingdom administration, and the Society Exchequer;
Communicating as needed with the Society Seneschal and the Board of Directors, and
Submitting and publishing required financial reports as they come due.
These requirements are listed so that only those who want the job will take it. People who dojobwesoiathye
don't do very well for very long. Both the Request for Warrant form and the Financial Warrant Form have a list of
responsibilities included. Anyone taking this office needs to be aware of these responsibilities, and accept them willingly.

= =4 =4 4 -4 -4 A

B. Neutrality

You must be willing to work with people, no matter who they are, and stay out of personality conflicts. 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 politichtool if used improperly, and we must minimize opportunities for accusations of "playing favorites" with the
money.

C. Willingness to Learn and Follow the Rules

You must be willing to learn and understand the policies and procedures for financial asealbyinge 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 succegdarglbooks, even this one, are no substitute fayreoee teaching.

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

D. Additional Experience

You must have Exchequer experience at some level of the Society or outsidee d@rpacisunting or similar
financial position in another organization. Because we do not use formal accounting methods, some accountants have
had issues resolving the differences between their professional training and our procedures. It has farovank better
your way up to this position from local positions.

E. Conflict Resolution

You must be willing to step into other peoples' conflicts and try to help them find a solution, or, in worst case,
impose a solution on them.

In rare cases, the people involeadnot resolve their own problems. If the problem involves the Exchequer or
money, you may be asked to step in and arbitrate. This may be especially hard if you know the people involved, but you
must remain impartial and confine yourself to the factschsas possible. How you solve each problem is up to you,
but you must be willing to step in and impose a solution, even an unpopular one. If you find yourself unable to be
objective, find a neutral third party (such as the Kingdom Seneschal) toatvatethe parties.

F. Leadership skills

You will be managing a team of volunteers remotely. Some amount of leadership skills is necessary to help pull this
off. Leadership can be as simple as being a good cheerleader, providing support and complsoprgenehéoes
well, and correction when someone doesndt. The branch
their own jobs. When in doubt, treat the branch exchequers as you would want yourself to be treated in the same
situation. Maksure that all decisions you makdamiebased or provable Do not consider any intent other than the
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Chapter 1: Kingdom Exchequer Responsibilities

best when looking at difficult situations. Everyone can do the nicest things, and still have situations go bad, and they
shoul dndt b etheycauldinat eodtrolf or what

[ll. WARRANTS

A. What Is a Warrant

A warrant is certification by the Society 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 yosinipelsitio the Society for
Creative Anachronism, Inc. When you sign a warrant, you are certifying that the person named has the responsibility to
carry out the duties of the office for a period of time.

A warrant may be issued by you and the Crown adtrenfot branch exchequers and deputies, singly or by roster.
Kingdom Exchequer warrants are always done singly, using the Financial Warrant form. There is usually a limit on the
number of times a warrant may be renewed for Kingdom officers, but thisndrigdom. Warrants normally last for
two or three years with options to extend-pegear.

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

1. Formal

Formal warrants use the form that is in Appendix B of Corpora. Exchequers use the Financial Warrant. These
warrants are one to a person. The format is such that it looks official, outlines thd riggpsrsibilities, 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 signatures, and then list contact
information for every personthatf s t hat office for their branch. These

organization as an official document.
If roster warrants are used and a person is dropped from the roster warrant, that person must be notified in writing
that they aremlonger 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 three months. During this time, the officer is stylediag"'Bethequer.

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 SCA website for requesting 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 Society Exchequer. It is important that you either obtain a copy of your warrant, or that
you confirm that you amn the Society Exchequer's roster of warranted Exchequers. The warrant is. iffipgstant
don't have one, it's possible that the Directors and Officers liability insurance may not cover you for all your actions
undertaken in officé\lso youmay needWarrantwhen dealing with banks.

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

1. Identity

Legal (modern) name, home address, mailing address (if different), and home and/or work phone numbers are
required on th warrant form. Work phone number anda#l address are optional. This information is not normally
distributed except to officers and royalty.

2. Verification

We need verification that you are who you say you are. If your state or province prohibitsesgpgioauments,
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 elssl f@gyiour 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.

IV. FIRST DUTIES WHEN AS SUMING OFFICE

A. Obtain a Warrant

The first thing you should do is get your wassmed. Kingdom Exchequer warrants are signed by the Society
Exchequer and the Crown of that Kingdom.

You should submit a completed Request for Warrant and-auilleidancial Warrant, with the Crown's signatures,
to the Society Exchequer before assymwifice. The incoming Kingdom Exchequer should also send a copy of their

ChancelloroftheEx chequer Kingdom Of ficer d200Ref erence Handbook Oc



Chapter 1: Kingdom Exchequer Responsibilities

r ®s u m®, both modern and SCA, to the Society Exchequer
process.

B. Review the Records

The second thing you should do islgough the records. Organize them to your liking or leave them organized as
they are, but understand the method. I f a book review
Exchequer to have one done as soon as possible.

C. Prepare theLast Quarterly Report

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 actual report. If it's different, find out why (what you missed, or
what the filed report missed). It's good practice for using the report forms.

D. Designate an Emergency Deputy

The fourth thing you should do is get an emergency deputy in place. Depending on the circumstances of your taking
office, your predecessor may belaai and acceptable to the Crown to perform this function for you for a short
while. You should try to get someone else to take this position within six months, however, as your predecessor will
probably need a break.

V. REGULAR DUTIES

Regular duties includmanaging the assets which have been entrusted to your-keefpidiong funds, assets, and
files; informing the Corporation of the status of the Society's money through standard reports; informing the populace
of the status of Kingdotevel accountsaiKingdom newsletters; reimbursing approved valid receipts; and protecting
the taxexempt status that the SCA, Inc. currently enjoys.

Management duties include: managing the local branches and other accounts within theikivegduersonally
or thoughdeputies; helping other officers who handle funds with the records and reports that need to be maintained;
and keeping files of information for each branch or account within the Kingdom. This is covered in Chapter 2.

Other less weknown or acknowledgetlities include preserving the reputation of the Society by seeing that any
debts incurred are recovered promptly; managing investigations into misappropriation of funds; imposing sanctions
when appropriate and necessary; and answering any questiomg neiggrer financial activity and reporting.
Recovering debts is covered in Chapter 10; investigations are covered in Chapter 11; and sanctions are covered in
Chapter 12.

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

A. Managing Kingdom Assets and Accounts

Kingdom money is kept in bank accounts. Kingdoms may also haasim@ssets. Managing cash andasin
asets is covered in the Branch Exchequerds Reference H

Kingdoms may have other accounts as well, such as safety deposit boxes, or arrangements with storage companies.
Treat safety deposit box accomstsiny other two signatory account

Only signairies may sign checks. All income should be deposited in the bank within 7 days, and must be deposited
within 14 days for amounts over $50. Amounts under $50 must be deposited in the bank within 30 days. (SFP XII.A)

1. Investment Planning

Most kingdoms havarje amounts of money. In order to take advantage of this money, it should be invested to
realize a return on the investment. There are several options available from banks, including savings accounts, CDs and
money market accounts. It is not advisahlevést in stocks without approval from the Treasun@fior President of
the SCA, Ing.as the risk to the principal is higher than any investment instrument offered by a bank.

First, figure out how much cash you need to keep in the checking accoumidmeks. Frequent movements
between investments and checking to pay the 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 intal§yader or
period in the checking account so that if you need to pull funds 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

Mostavi ngs accounts dondt offer much interest unl ess
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 i®rth noting as an option.

b. Certificate of Deposit (CD)

CDs are very popular 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 anwitii BiDkL yields, and the
rest in serrannual or 3 month CDs that have staggering maturity dates. This way, every three or six months there is
an opportunity to pull funds from a CD coming due without penalty.

Chancellor of the Exchequer Kingdo20070ffi cerds Reference
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Chapter 1: Kingdom Exchequer Responsibilities

c. Money Market

Banks have different forms obney market accourissome treat them like higkeld checking accounts, and
others treat them more | ike CDs. Il nvestigate whether
cause undue charges if funds need to be removed at any time.

2. Budgeting

Kingdoms are definitely large enough to require annual operational budget planning. Some kingdoms run events
through the kingdom accouditand each event should have agpmroved budget. Operational budgets need to be
developed during the fourth qeartor 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 Kingdom newsletter, or on
the Kingdom website.

a. lncome

Most kingdoms are fortunateoeigh to have a large war with a stated profit split 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 kingdom event profit ispitstment 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: Kingdom A can expect $5000 from a large interkingdom war, plus another $&i6gddnom
event profit splits (2 crowns, 2 coronations at $250 each means $1000), and $250 in interest income from rolling
CDs. Their estimated annual income for the next year is $6250.

For example: Kingdom B can expect $1500 from kingdom event profi2spldgns, 2 coronations, and 2
other specially assigned kingdewel events), $200 from interest income, and $300 from general kingdom
fundraising. Their estimated annual income for the next year is $2000.

b. Expenses

Most kingdoms spend most of their epieig expense money on royal travel each year. Some kingdoms also
allocate funds for their officers to travel to kingdom events or Society officer meetings. Most kingdoms also have
funds for special projects, such as regalia improvement, but thosedumdsluyy dondt have standa
allocations.

i. Officer Travel

Officer travel funds are usuadlsy. Ifa kingdom wants to pay for their officers to travel to events they are
required to attend (seneschal to Coronation and Crown, Earl Marshalvito €co), the kingdom can
determine how much theyo6re willing to contribute tc¢
(seneschal, exchequer, herald, etc.) also have annualapnsainfcocietgvel officer meetings that they
should @ sometimes must attend. This should be factored in if possible and if the kingdom can afford it. One
way to estimate these are to figure averagetrquddving distance at $0.14 per mile for the kingdom events,
and $300 airfare for the society evemid,if the kingdom custom allows for it, two nights at a hotel at around
$90/night.

ii. Royal Travel

For Royal travel funds, most of the standard allocations are already a part of Kingdom Financial Policy, and
therefore any changes have to be approved lindheial committee, the Society Exchequer, and then the
Board of Directors. It has been helpful to make changing the allocations less than simple, but if a change needs
to be made, the mechanism is such that it can be accomplished within a few readihg dephe timing of
the change and Board meetings.

It has been helpful in most places to allocate specific funds to each couple to avoid issues with sharing the
funds between couples. If the royal pair is not a couple, it may also be helpfuldb gersaahalf of the
normal travel fund to keep things simple. Each travel fund would get a standard allocation (usually set in
Kingdom Financial Policy) at specified times during their tenure as royalty.

One way to calculate how much the royal trav@ldilotation should be is to determine how much travel the
average royal couple is expected to do, and then estimate costs based on kingdom custom. First, determine the
cost of an average trip halfway across the kingdom by estimating mileage acgoksrih&tdén becomes your
average trip mileage figure.

1 Required irkKingdom Mileage: Multiply the mileage figure by the number of events they are required to

attend during their tenure.

1 Optional inKingdom Mileage: Multiply the mileage figure times the nuwhlogtional events the

royalty customarily attend during a normal reign.

1 Out-of-Kingdom Mileage: If there are -@ftkingdom events that the Royalty is required to attend (such

as an interkingdom event), it may be necessary to add an amount to eygregEnairfare for two
people from a major airport to the destination.
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1  Hotel costs: Some events would be based on whether it is customary for royalty to stay in hotels while
traveling and whether the events involve camping.

1 Food: Costs would be detened by kingdom custom.

1 Event Entry Costs: Typically, Royalty do not pay for event entr&imgdiom. This is usually limited
to the actual Royal family, and does not include retinue or attendees. Royalty visiting another Kingdom may
or may not pay entopsts. Pennsic does not comp anyone entrance. Should your Kingdom choose to pay
for event entry fees, the cost would be reported under fees unless you send a check using the Kingdom
account to the other branch for the entrance amount as a transfer.

Totalall these figures up. This total would then be how much money it is expected that the royalty will spend
during their tenure. Then a decision can be made as to how much of that total would normally be funded by the
Kingdom, and then that becomes the altmtéor the royal travel fund for each reign. The Financial Committee
can determine by travel category how much the Kingdom will cover, for example: 100% -&frigedeahinand
50% of travel odkingdom, no food, and only up to $50 per night for hotsilmmodations.

The royalty can do fundraising in order to facilitate doing any travel over and above the allocated amount. Most
royalty does, and one kingdom requires that the royal travel fund be replenished each reign by royal fundraising
efforts.

It may be helpful to make these figures available to prospective entrants into Crown Tournaments to enable
them to plan for their reignds expenses before they

3. Heraldic funds

Some kingdoms have separ at eubmissorofundst bait mosb af theamhhave &sulm g d 0 m¢
fund within the Kingdom account. In some kingdoms, the submitter pays the original submission fee to the local branch
herald, and the branch exchequer then transfers the funds to the kingdom account.danad| knegkingdom
heraldic fund receives the submission funds and transfers a set rate per submission ($4 at the time of writing) to the
Laurel Exchequer along with paperwork for each submission, called a Letter of Intent (Lol). Every kingdom charges
morethan $4 per submission so there is some profit involved for processing submissions.

There are also some services that are set up by the heralds to manage the submission evaluation path. One service i
called the Squidpack (the person that started thiaesgpwas known as the Kraken herald, which is a kind of giant
squid). This service takes in several Kingdom Lols, and then sends them out to the commenting groups in a giant
packet. (Otherwise, each kingdom would have to keep track of the mailingidnféomaach commenting group
itself, which is less efficient). Each packet is produced, and the cost is split evenly by all the participants. The Kingdom
Exchequer would be asked to pay their part of the fee for each Squidpack. As such, thereifareeceippedut
there is an invoice that is used to justify the payment. This is all an accepted procedure and all funds to pay for the
Squidpack come out of the heraldic funds collected from submissions.

B. Managing Local Assets and Accounts

Kingdom Exchguers are required to be signatories on all accounts within their Kingdom, although this can be
delegated to deputy officers, such as predecessors in the office. If the transition between the previous officer and the
current officer was smooth, it may kspful and convenient to allow the local branches to change the outside
signatories as they change local signatories. However, if the prior officer left under undesirable circumstances, the
signature cards should be resigned to add the current offomer as gossible after the office has changed.

C. Communication

It is cruciallyimportant that you communicate well and often with your superior officers, and also with your fellow
Kingdom officers. Lapses in communication always resultthale&stunatecircumstances, and only make you look
bad. Too much communication is more often better than not enough. Here are some tools that assist with keeping the
Society Exchequer and your fellow Kingdom officers informed.

1. KEXCH@LISTS.SCA.ORG

The Society Exchequmaintains an email list of all Kingdom Exchequers, the Treasurer, the finance ombudsman to
the Board, all Socidgvel deputies, and other knowledgeable people as he or she sees fit. This list will be used to
disseminate news from the Society Excheggievell as for questions from the Society Exchequer to help determine
the best path or policy for certain situations.

You can ask to have your emergency deputy included on this list, as well as Principality Exchequers. It is at the
Soci ety E xretibnevhathertodnslude thesn.

You can use this list to post questions so that others may comment and help you find a solution. If you have a
guestion that is confidential, you can still email the Society Exchequer personally.

2. Officers' Meetings

You shold make every attempt to attend such meetings of the Kingdom Officers as may be held during their term.
There may also be meetings of the Kingdom Financial Committee, and these should be attended as well.
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3. With the Society Exchequer

You should contact andform the Society Exchequer of any issues arising regarding misappropriation of funds
immediatehafter you are contacted. A week before the end of each quarter, give the Society Exchequer a brief status of
any investigations currently taking place inkgpgdom. The Society Exchequer includes a section in their quarterly
report to the Board detailing the status of ongoing investigations so being ahead of the game and sending it in a few days
before the report to the Board is due will be greatly apgaleciat

4, With the branch Exchequers

You should make every effort to keep your branch exchequers informed. Letters in the Kingdom newsletter are an
excellent way to dissemination information. So are kingdom email newsgroups. Email lists that are lithied to just
branch exchequers and private are a good way to be able to discuss sensitive issues, as well as having meetings arour
the kingdom to allow discussion of financial issues and problems that the local officers face.

5. With the Populace

You should makeeyer ef f ort to keep the Kingdomds popul ace infc
excellent way to dissemination information. So are kingdom email newsgroups targeted to the general populace. You
should be available by phone and email to anssgtiogs from the populace.

D. Creating Advances of Funds

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

Some Kingdoms have specialized advance request forms with places for signatures on the forms. If not, consider
creating one.

If the person nefing the advance would like to use a gift card at a specific vendor instead of a check, that is
allowable. The gift card amount is treated as an advance, and receipts and/or the gift card with unused credit must be
returned within 60 days of the advance.

E. Reimbursing Receipts

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, present it to the 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 o
credit card statements may be used only as a last resort with an additional signed statement of what the expense was anc
why thee is no receipt. Use a Cash Voucher / Reimbursement Request Form to help organize these requests.

I f the expense was approved, then attach a reimbursei
on the form what it was for, the funésibeing paid from, the date reimbursed, and the check number. Some Kingdoms
have specialized reimbursement request forms with places for signatures on the forms. If not, consider creating one.

If the receipts are attached to a Cash Advance Requestiierom the form the date the advance was reconciled.

F. Creating Receipts

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 vesb tieem. There is a suggested Acknowledgement

of Donation & Receipt form available on the Society EX
any receipt will do as long as the following information is included: donor contactionforew@pient contact
informati on, and donation description. There is al so

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 noftash donations.

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.

G. Keeping Records

In order for someone to pick up the office when you leave, you must keep an orderly file. You are also required by
modern law to keep accuratetadate records of all financial transactions. If you keep your records on a computer
systemmake sure that you regularly make and keegopgrencelectronic 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 s uwehonmeetwith thameawre, youaan trindc aboegpyour t . Y
Seneschal for backup. 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 towantitsgpitease kinds of situations.

There are seven items you need to keep in the files: Transaction Records, Reimbursed Receipts, Copies of Filed
Reports, Bank Statements, Financial Committee meeting minutes or notes,-tsisbf assets, and Correspowe.

If your Kingdom maintainsaeb serveor some other sort of central data store, copy your electronic files there
periodically as an additional backup.
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1.Transaction Record

The easiest way to maintain a transaction record is by using accountinggtvekeger by hand in a columnar
spreadsheet. A checkbook register is a-radaleed version of a 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
guarter, or year, depending on activity level), or by fund, or both (mark duplicate receipts as such). Clip together receipts
that were reimbursed in the same check with information on the check issued. Keep all receipts for seven years. Event
receipts mayebkept separately to assist 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 back for at least seven years. This is for historical purposes, and also in
case theaport gets lost in the mail. Your 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 statements in 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 accouRgep it with the bank statements 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 agproved via email, print out the emails as proof of decision and put them in the files.

6. List of non-cash assets
A list of the location and quantity of all items that the branch owns should be updated and filed at least yearly.

7. Correspondence

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

H. Participating in Reviews of Books

The Society Exchequer their deputy must review the books of a Kingdom according to Society Financial Policy.
This may occur at one of the Kingdom Exchequer Symposiums, or at an event. The review of books process is
described in depth in theoBranch Exchequerds Reference

I. Compliance with Corporate Requirements

Whenever there is a requirement for branches to comply with a corporate requirement, the Kingdom Exchequer is
responsible for ensuring that compliance. You will let the branch exchequer know what the reaxgréonemg
corporate procedures.

For example, if there is an event surcharge in effect, such adarimr Surcharge (NMS), you should send
copies of any forms used to report those surcharges as directed by the Society Exchequer. You are responsible for
making sure that every branch holding an event that qualifies for the surcharge calculates and sends in the appropriate
amount according to the procedures in effect at the time. This oversight may be delegated to a deputy, but the final
responsibility reains with you.

Any event held by a branch of the SCA, Inc. where there is a charge for attending will caleetndbearon
surcharge of US$3 or CDN$4. All branches are to collect this fee from anyone entering the event that cannot prove
membership in theC3 or an affiliated organization. This fee is then sent with event attendance information to the
Kingdom Exchequer or their designated deputy. Each quarter a report listing the events and attendance, along with a
check made out t e Cé@@ta Officekin NMilpidSee CGhapterd fioe mote inforimétion.

J. Running Kingdomlevel Events

In a number of Kingdoms, the Kingdom Exchequer is also responsible for managing the finances fde¥@hgdom
events. In those cases, the event is to besulike any other event. Instructions for running events can be found in
the Branch Exchequerds Reference Handbook.

If people request refunds at the gate, get their name and address, wait until their check clears the bank, then send
them a refund checkDo no't attempt to return an attendeeds chec
exchequer. Do NOT issue cash refunds ever.

VI. FINANCIAL REPORTS

A. Contents- Quarterly
Quarterly Reports to the Society Exchequer include:
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1 Financial statements fomiKliegglaccount activity during thabglaarted.
1  Reconciled bank statements for the last month in the quartevébaatiddintgdom

9  List of current variances granted and reasons for the variance.

First, second and third quarter reportssranned bank statements may be sent via email to the Society Exchequer.

The fourth quarter report on the kingdtawel accounts is to be cumulative (just like a local brarehd/eaport)
and the signed pages and bank statements are to be se®ometyeExchequer via mail or fax. Kingdom account
reports are to be signed by the Exchequer, and may be signed by the Kingdom Seneschal for the files according to
kingdom custom and preference.

It may be possible to have copies of the bank statementéresefly to the Society Exchequer (or the Kingdom
Exchequer for local accounts). A drawback to this is that the receiving officer has to sort and match up the bank
statements with the reports, rather than getting everything in one packet. This shouwithdlechoice between the
Kingdom Exchequer and either the Society Exchequer or the branch exchequer whether to pursue this.

Communication regarding the status of individual branches should be sent to the Society Exchequer as the situations
occur, not jat at quarterly report time.

B. Contents- YearEnd
YearEnd Reports to the Society Exchequer include:

1 Revised Financial statements foleeigamaunt activity for the entire year
This report must balance, and be signed by the Kingdom Exchequer.

1  Spradsheet workbook detailing financial statements for each account in the Kingdom, separated by country and |
Previous figures must match those filed for the previous year. This report must balance, and Transfers In
Within Kingdom must equ@kansfers OuWithin Kingdom. The Society Exchequer provides this workbook
to you each year.

1  Completed detail worksheets for the entire Kingdom

1  Alist of variances currently granted to both SFP and Kingdom Financial Policy with reasons for each variance

1  Satus reports on the local branches

1 A narrative describing any situations of which the Society Exchequer should be aware

C. Recipients

1  Society Exchequer
1 Kingdom Seneschal
1 King and Queen

D. Due Dates

Any variances to these due dates must be requested fromighe EB@hequer in writing or via email from your
Kingdom Seneschal. Quarterly reports can be either cumulative or sequential, but-duarfeunteport must be
cumulative.

1  First Quarter: April 30

1  Second Quarter: July 31

1 Third Quarter: October 31

1  Fouth Quarter: January 31(cumulative)
1  Year End: March 15 (Consolidated)

The first three pages of the yead reporfor the Kingdenel accountsnmumy be signed by the Kingdom Exchequer
and sent to the Society Exchequer for the files. Because therKiagdd may change based on the local reports, a
revised copy should be sent in when the Kingdom cumulative report is submitted. The Kingdom Seneschal is not
required to sign the reports, although they can.

E. Extensions

If there will be a delay in deliverithe Kingdom yeamd report to the Society Exchequer, an extension may be
requested. This request must come to the Society Exchequer from the Kingdom Seneschal. This is to make sure that the
Kingdom Seneschal is aware of the situation.

F. Failure to Report

If a Kingdom Exchequer fails to turn in a report as scheduled without prior notice or by the end of an extension, that
kingdom may be required to replace the Kingdom Exchequer and pay expenses for either the Society Exchequer or a
deputy to finish the repo

VII. SELECTING A SUCCESS(R

Each Kingdom has their own way of selecting officers. It is important for the Kingdom Exchequer to be approved by
the Financial Committee, even if they are not selected by that Committee. In emergencies, the Kingdom Exchequer
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