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Who the heck are we?
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Who the heck are YOU?
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Resources / Help

« Check the AIAS website for resources and blogposts about all your life problems
« Using your @aias.org email, go to COP Team Drive > 02_National > 03 Finance

« Ask your Quad Director / Ambassador!
« Baili: midwest@aias.org RESOURCES
« Liz: northeast@aias.org

L I T I I
OTHER

« Jess: south@aias.org
 Nick: west@aias.org O \ T
« Adan: latinamerica@aias.org g A
« Vanessa: middleeast(@aias.org ("’””””'S’””’"””‘;
« Vice President Shannon DeFranzal e e s

LEADERSHIP MANUAL

- AIAS Leadership Manual The AIAS would

- not be possible without the dedication and
passion of its local leaders. We want to
thank...

« vicepresident(@aias.org
o The Finance Committee!

* finance@aias.org

AIAS TAX ID, NON-PROFIT STATUS, & OTHER
FORMS

Chapter Dues ($275) primarily fund the
organization's insurance policy. This policy
provides risk mitigation to the national
organization and national
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Let’s Get Fiscal!

« At the 2021 Forum Council of Presidents
meeting, the CoP ratified a change in the

AIAtS fiscal year, which is now June 15t — May
318

- The impact of this change is mostly internal
at the national office — but it does impact
when your membership expires, and when
you should renew!

[LET'S GET,FISCAL!, .
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What to DO about DUES

» Annual chapter dues of $275 USD due
tO Natiﬂnal by Novemher 1St *These are waived

if your school is a Collegiate Associate or international chapter*

« Annual Individual Member dues of S47
USD plus Chapter dues if apEIicabIe

*International member dues vary by region and may be lower*

» Checks for Chapter’s local dues are e
physically mailed to the Chapter each
year

* You must re-register each fiscal year to gions:
be a member! =W T
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Wait, What is a Collegiate Associate??!

« For $1,500 per year your school will get perks
like advertising and free faculty advisor
registration for conferences

- Paid by the school annually (so check!)

« Think your school might be interested?
Michael Mullings-Whitaker
michaelmw(@aias.org
Director, Development and Partner Engagement
Message him on Slack or send him an email!
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So You're The Treasurer
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SO, YOU'RE THE TREASURER

THE AMERICAN INSTITUTE OF ARCHITECTURE STUDENTS
an independent, student-run, non-profit organization




Budgeting Basics

Key Concepts 00_AIAS COPTEAM DRIVE > 02 National Resources > 03_Finance > 03_Budgeting
FFFFFFF
 Budget
u e BB 01_Annual Budget Bl 02 _Event Budget
* Forecast
00_AIAS COPTEAMDRIVE > < > 03 Budgeting > 01 Annual Budget ~
« Projections/Actuals

» Profit and Loss Report (P&L) LT

Templates & Examples from the {23
Finance Gommittee! s | |y | - gu—
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Annual Budget for 20XX-20XX

20XX-20XX 20XX-20XX 20XX-20XX
B || B | Previous Year’'s Actuals Current Year's Projections Current Year's Actuals
u d get I “ g a s I c s Income Expense Net Income Expense Net Income Expense Net
Membership
Membership Local Dues 450 0 450 550 0 550 600 0 600
Sponsorships and Grants 250 0 250 300 0 300 150 0 150
- . Donati 1,500 0 1,500 1,500 0 1,500 1,750 0 1,750
° EOP Team nr e > 02 Natlaﬂal > 03 G(::zglo;zmmag Total: 2,200 0 2,200 2,350 0 2,350 2,500 0 2,500
Fi 03 Budget > 01 Annual wamber
I ” a” ce > u g et > ” ” ua Fr::dor:l b;olg;::;: 0 300 (300) 0 350 (350) 0 400 (400)
Mentorship 40 0 40 60 0 60 75 0 75
1 1 c titi 0 0 0 0 0 0 0 20 (20)
- Reference historical data e I = B e e am B & B
= = Chapter Events
« Ensure required expenses are paid out Geniori Body Maatings 0 360 (360) 0 400 w00) 0 340 (40)
b I . Software Workshops 25 0 25 40 0 40 60 0 60
f Beaux Arts Ball 1,200 800 400 1,500 900 600 1,600 1,100 500
e Ore elsure Mear::jtfandise Sale 1,000 900 100 1,200 900 300 1,100 900 200
Restaurant Fundraiser Night 50 0 50 65 0 65 50 0 50
° B d t t I f H d GﬁistuFr’::el Vgl 0 200 (200) 0 200 (200) 0 200 (200)
U ge COHSBI’VE! IVE y OI' InCOmB all Car Wash 200 50 150 225 50 175 200 50 150
Bake Sal 150 50 100 150 50 100 200 50 150
generOUSIV fﬂr expenses Stent Auction 120 60 60 150 75 75 120 55 65
Group Summary Total: 2,745 2,420 325 3,330 2,575 755 3,330 2,695 635
I I National Confe
- Review your budget vs actuals with i s e W v vee e v e e
1 G t 0 250 250 0 300 300 0 300 300)
vour hoard at IeaSt tWIce a SemESter QLaasdsggn?erence 0 100 $100; 0 150 ;150§ 0 150 :150)
CRIT Live 0 50 (50) 0 50 (50) 0 50 (50)
Group Summary Total: 0 1,400 (1,400) 0 1,750 (1,750) 0 2,000 (2,000)
« Comp h s & look f
ompare egc years actuads ook for ™
Posters/B : 0 120 (120) 0 240 (240) 0 120 120)
positive and negative trends PostersBamers et 0 ; X 0 2 2 0 ; 120
Group Summary Total: 0 120 (120) 0 240 (240) 0 120 (120)
TOTALS from operations: 4,985 | 4,240 | 745 5,740 [ 4,915 | 825 5,905 | 5,235 | 670
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Event Planning

Beaux Arts Ball Budget for 20XX-20XX

20XX-20XX 20XX-20XX 20XX-20XX

* Assessing Chapter needs, Evont Actual Event Projecions Evont Actual
fr e q “ e “ cv of ev e “t s, a n d Income Expense Net Income Expense Net Income Expense Net
average event costs In v T — T

Fogm for decoratipn g 50 (50) g 50 (50) g 50 (50)
advance to prepare the a— 8 @ R o I h
- - Tickets 0 30 (30) 0 30 (30) 0 30 (30)
beginning of year budget swame |1 8 @ 5 0 @ o » m
Photo props 0 0 0 0 20 (20) 0 30 (30)
U - U DJ 0 0 0 0 100 (100) 0 150 (150)
e Create individual t
reate inaividual even e d W & P % B 0 & &)
fi 2 2
budgets (ideally complete for =~ R - S U N S
- - Ticket sales 1,200 0 1,200 1,500 0 1,500 1,600 0 1,600
the semester before it begins) : E i : 3 3 o 3
0 0 0 0 0 0 0 0 0
- 0 0 0 0 0 0 0 0 0
e How and when to aim for : : 0 : : : : ] 3
ﬁt 0 0 0 0 0 0 0 0 0
pro 3 ¢ 2 : : : o 0 :
0 0 0 0 0 0 0 0 0
0 0 0 0 0 0 0 0 0
TOTALS from operations: 1,200 | 800 | 400 1,500 | 900 | 600 1,600 | 1,100 | 500
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Fundraising

« University funding

- Local AlA chapters and firms

« Grants from NCARB

« AIAS Events & Merch

- Raffles

- Baked Goods / Coffee / Snack Sales

- Selling DIY key chains & other stuff made for
cheap with scraps & laser cutters (:

* Check out the 2017 blogpost Micro to Macro:
Fundraising
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Did you know... you can ask .... for money ....?

- Create an outreach packet

» Explain WHY you need money,
WHERE the money is going and, WHO
is benefitting from it

« Ask for non-cash items

- Offer event sponsorships or
partnerships (hello, firm mixer!)

- Offer something in return (social

3 F | am once again askin
media s powerful, |J80|J|B) for your finangcial suppc?rt.
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Tax Info!

« The AlAS is a 501(c)3
non-profit organization

 You DO NOT have to file
taxes. This is done by
National every year.

*Some forms are password protected
AIASisSAWESOME
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ABOUT~  MEMBERSHIP~  CHAPTERS~  EVENTS~  FREEDOMBY DESIGN~  CRIT~  COMPETITIONS  CAREER~  PARTNERS~  RESOURCES~  NEWS

AIAS > RESOURCES > FINANCE > AIAS TAX ID, NON-PROFIT STATUS, & OTHER FORMS

AIAS TAX ID, NON-PROFIT STATUS, & OTHER FORMS

Chapter Dues ($275) primarily fund the organization’s insurance policy. This policy provides risk mitigation to the national organization and national office as well
as to each individual chapter, including many of the events that they hold locally.

Should you need information on the insurance policy or need to request a Certificate of Insurance for a local event, please contact the national office at
mailbox@aias.org or 202-808-0075.

While working with potential sponsors and conducting chapter business, you may be asked to supply additional documentation regarding the AIAS non-profit
status, a W9, or more. You can find that information in the documents below.

These documents require a password to download. You can find your password in your AIAS Welcome Email.

Initial Letter of Federal Tax Exemption (1983)
AIAS Tax ID & Non-profit Status (2021)
Donation Receipt Letter

Current W9 (2018)

Form 990 (FY18)




Your Golden Ticket

- The Tax Exemption Letter! Take it
everywhere with you!

« Excuses you from taxes when making

purchases on behalf of the chapter!
Saves you SSS

* Also applies for FBD directors buying
project supplies!

o AIAS.org > RESOURCES > FINANCE > TAX ID,
NON-PROFIT STATUS, & FORMS
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What NOT To Do

« DO NOT open your chapter’s own
non-profit with the state

« DO NOT file for LLC status
 When in doubt please please ASK!

.

. ‘
I"Q' '
Y. SA) T _

memraraeain: nal

but also if you did it’s okay please contact us ASAP (:
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Transitioning

- Financial state of the Chapter

 TRANSFER EVERYTHING, filed receipts,
logs, binders, budgets

- Change & track all passwords

« Unique university processes for
depositing and withdrawing funds

* Templates
- Update frequent contacts

- Gonsistency is key in treasury — so ‘ \ % )‘ T e !
share concrete resources like the SYIT (G B AL E L Ny Tl 157
Guide, COP Drive, and even this N e 5w L e
presentation!
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Finance Fanatics of All Shapes & Sizes

Roles are different at every chapter — but if you serve on a chapter board you
likely have duties that overlap to help out your treasurer!

-Fredgident: Typically focused externally, can assist with outreach for special
unding

*Vice President: Typically focused internally, can assist with assessing the
value vs the cost of membership

* FBD Director: Requires strong communication & coordination with the
treasurer!

e Fundraising: Finds the money!!!!
« Event Coordinator/Director: Events = money = budgets



