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INTERNATIONAL HEADQUARTERS 

60 EAST 42ND STREET, NEW YORK, N.Y. 10165-2520 
Telephone: (212) 661-8528 • Fax: (212) 682-0477 • E-mail: HQ@aes.org • Internet: http://www.aes.org 

 
TO ALL TREASURERS (OR SECRETARIES) OF AES SECTIONS: 

To avoid financial crisis and personal expenses - submit your budget on time. 

Notes regarding section financing 

The Audio Engineering Society provides funds to 
individual sections to finance activities that 
support the educational activities of the AES. The 
method of financing is by disbursements from 
AES headquarters.  

Sections that apply for support need to document 
the activities they have planned, and the expected 
cost of these activities. The level of funding 
depends on the number of AES members in the 
section, as well as the planned level of activities. 
The AES may use documented activities in the 
previous year may be used as a guideline to 
determine the level of support.  

The procedure for financing is as follows: 
A set of Section Budget forms may be 
downloaded from the AES website www.aes.org 
by the treasurer of every section of the AES, at 
the start of each financial year.  

The budget forms are designed to be used by 
persons with no greater financial knowledge than 
is required to balance one's own checkbook. 
These forms should be completed and returned to 
headquarters. The information will be evaluated to 
determine an appropriate level of funding 
dependant on the planned level of activities and 
the number of members in your section. 

Forms received by Headquarters will be 
forwarded to the chair of the Regions & Sections 
committee, and to your regional VP, for approval. 
Completed forms should be emailed to AES 
headquarters at hq@aes.org or mailed to: 

Audio Engineering Society, Inc. 
60 East 42nd Street, Room 2520 
New York, NY 10165.     U. S. A. 

Disbursements will be forwarded from 
Headquarters to the section treasurer at 
appropriate intervals. 

It is important that the election process of your 
section has been completed before submitting 

your budget. To keep information about your 
Section officers correct, PLEASE, complete and 
return the list of your new officers on the form 
“Section Info”, with their current mailing address 
telephone/fax numbers and e-mail address. 

The AES provides funding for the following: 

• Costs incurred in organising meetings of an 
educational nature, such as lectures, 
discussion groups, workshops, etc. 

• Costs for one guest speaker per year, including 
reasonable costs for travel, hotel and meals.  
($500 USD Limit) 

• It should be noted that financing is provided for 
the collective benefit of section members, and 
not for the activities of individuals who may be 
section officers or others.  

• Exceptions to these rules may be in special 
cases, but specific separate application for 
funding is required.  

However, the AES does not provide funding 
for the following: 

• Guest speaker’s honorarium. 

• Costs incurred due to non-members who may 
attend your meetings and other activities. 

• Salaries of section officers, or of individuals 
hired to support the section. 

• Non-educational activities, such as meals, 
parties, celebrations, etc. Light refreshments 
may be provided at long section meetings, 
within the overall budget. 

• Travel for section members or section officers 
to conferences or conventions. 

Sincerely, 

Francis Rumsey  
Chair, Regions & Sections Committee 
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How to fill in your budget forms 
General: 
• Download the Budget Forms file from the AES website at 

www.aes.org. 
• Save the downloaded file and load it into EXCEL. 
• Click on the tabs at the bottom of the screen for the form 

you wish to work on. 
• Fill in fields with green backgrounds. Fields with red fonts 

are calculated automatically and should not be altered. 
• Fill in the Budget forms and the page concerned with plans 

for the coming year.  
• When the forms are completed and you are ready to submit 

your budget, send the forms attached to an email addressed 
to hq@aes.org. 

 
Section Info form: 
• Enter the section name (including information about the 

status of the section, student or professional). 
• Remember to enter the date your application is sent to 

Headquarters, the number of members in your section and 
the number of meetings held during the past year. 

• Give the names and address, etc. of each of the elected 
officers of your section, and details of your faculty advisor, if 
you are a student section. 

• All your budget figures should be entered in your local 
currency. Figures will be converted automatically to US $ 
where necessary. 

• Enter the country, the name of your currency, and the 
exchange rate against the US $ (if your budget is in US $, 
remember to enter “1” at the exchange rate). 

• Underline the office of the person to whom questions or 
correspondence about the budget should be sent, normally 
the treasurer. 

• Finally, enter the name and address of your bank, and 
details of your account. If your disbursement can be sent to 
your bank electronically, enter the SWIFT-BIC and IBAN of 
your bank. If this information is missing, a cheque will be 
sent by mail, to be deposited in your bank. 

 
Income form: 
• Enter the dates and amounts of disbursements received 

from Headquarters in the AES-HQ column during the past 
financial year. 

• For each item of income in the past year, enter the date, the 
income source and the amount in the appropriate columns. 

• The columns will be added and the totals moved to the 
report form. 

Expenses form: 
• For each expense during the past year, enter the date, the 

purpose of the expense, and the amount in the appropriate 
column. 

• The columns will be added and the totals moved to the 
report form. 

 
Financial Report form: 
• This is a summary of the financial activities of the section for 

the last financial year, expected expenses for the coming 
year, and you budget request. 

• Start with your bank account at the beginning of the last 
financial year, on July 1. List each section bank account and 
the balance in that account, and list the amount of cash held 
by any section officer. 

• You cannot enter items of income and expenses in this 
form. They are entered automatically from the forms for 
Income and Expenses, which you should have completed. 

• Totals for Income and Expenses for the past financial year 
are calculated automatically.  

• Entering the balance in each of your bank accounts at the 
end of the last financial year, on June 30, 2007 is a check 
on your accounts for the year, as the balance using either 
method should match (Item (1a) and (1b)). 

• To plan the coming financial year, you need to estimate the 
income you expect, and the expenses planned for the 
coming year. These should be entered in each of the fields 
under “Financial Plan”. The totals will be calculated 
automatically. 

• If you feel it is necessary, you may add a small sum that the 
section would like to have available at the end of the 
financial year for emergencies. Ideally, this sum should not 
be greater than the bank balance at the end of the current 
financial year. 

• Finally, the disbursement request from the section for the 
current financial year is calculated automatically. This is the 
section budget and request for disbursements from 
headquarters for the current financial year. 

• The size of your approved budget will depend on the 
number of members in the section, the activities planned, 
and the activities carried out by your section in the previous 
financial year. 

• If approved, disbursements will automatically be forwarded 
either directly to your bank account electronically, or to the 
section officer nominated at the top of this form. This person 
should be able to answer any query from headquarters 
about the information on these forms. 

  

Guidelines and additional information for section officers, including budgeting, are 
available on the AES web site at http://www.aes.org/section_information/. Please 
make sure that you have read the guidelines before attempting to complete the 
budget forms. 
You will need your username and password to enter. If you do not remember your 
username and password, please mail headquarters hq@aes.org.  


