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Understanding Your
Toastmasters Club Statement
Toastmasters International will send
your club president a monthly state-
ment indicating the balance due or
credit balance due to your club. Be
sure to ask your President to give you
a copy as soon as it is received.

STAT E M E N T  H E A D E R

1 Period Ending Date: Reflects all
transactions processed at WHQ
through the date shown.

2 Balance Due: At a glance club bal-
ance as of the period ending date.
Note: If the club has a credit bal-
ance it will state “Credit Balance.”

STAT E M E N T  D E TA I LS

3 Order Number: First digit indi-
cates whether the order is a(n):

0 Unapplied Receipt – money on
the club’s account

1 New Member Kits

2 Membership Dues (new, dual,
reinstate and renewals)

9 Sales Transaction – money the 
club owes

4 Order Date: The date the order 
was created.

5 Invoice Number: Offers another
means of identifying a transaction.

6 Invoice Date: The date the order
was invoiced. 

7 Description: An explanation of the
transaction. Common transactions are:

Unapplied Receipts
Money available in the club’s
account. Funds available prior to
July 1, 2003 are identified with
one asterisk (*); funds available
after July 1, 2003 are noted with
three asterisks (***).

New Member Kit – Language/
Member Name
Shows the purchase of New
Member Kit, the desired language,
and the name of the member
making the purchase.

TI Dues
Identifies a membership renewal
which appeared on a Dues
Renewal Invoice. The member’s
name also appears.

Membership Dues
Identifies a new membership, or a
membership renewal transaction,
generated by WHQ. The member’s
name also appears.

Sales Transaction
A purchase made by the club
which has not yet been paid for.

8 PO reference: If the membership
was submitted on a purchase order,
the reference information appears
here.

9 30/60/90/120 Days: This section
shows a standard aging of the
club’s account.

a0 Comments: Contains explanatory
legend and notes.

R E M I T TA N C E  S L I P

aa Apply Club Credit to/Apply
Payment to: Clearly indicate the
order numbers you wish to pay
and the amount to apply to each.

as Payment Method: Indicate the
amount you are enclosing and
any club credit to be used. Check
all payment methods as applicable.

ad Submission Information: Print 
or type the name and e-mail
address (if available) of the per-
son submitting the payment.

af Credit Card Information: Circle
the type of credit card used and
provide the requested credit card
information.

This sample form is for illustrative purposes only.
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