
But, it doesn’t have to be…



A look at the basic form…
 Beginning Balance MUST always be the same number as 

the Ending Balance from previous year.
 Using items 1 thru 9, add in all sources of income for the 

year.
 Using items 11 thru 21, add the total of all expenses paid 

throughout the year.
 Add Line 10, Total Income to Beginning Balance, subtract 

Line 22, Total Expense, and we have an Ending 
Balance…check addition and subtraction for accuracy.



Confirm Savings & Checking balances
 Using the Bank Statement for the month of June, total up all 

accounts from the Checking and Saving accounts.
 Add the Cash On Hand (Petty Cash) if your chapter uses this 

method of payment for small bills.
 Add in any Investments the chapter may own (such as Bonds, 

Stocks, etc.)
 Compare the Ending Balance to the total on Line 27…they 

should be exactly the same…if they are not, bank statements, 
deposits, receipts and all documents which may help verify 
Income or Expenses should be reviewed.



Things to make it easy…
 In this age of computers, we should all be doing our 

bookwork with some type of financial computer 
program…they are inexpensive and quite easy to set up.

 When setting up your accounts, make all line items match 
the AFR and you will have your revenues and expenses all 
in the right places.

 Reconcile bank statement each month so errors will be 
noticed immediately and eliminate searching through 
previous months.  Most banks include this form with 
monthly statements.



More things to make it easy…
 Most chapters have very limited resources for revenues, so 

consider doing this.
 Income line items 4, 5 and 6 are normally not used so why 

not use them if you have other consistent revenues (such 
as food stands, poultry shoots, raffles, etc.).

 If you do, then make sure you change the corresponding 
line items in Expenses to match so they make sense.



Things to watch out for…
 When a Line Item calls for a Schedule…make sure you have a 

Schedule to explain the details.
 If the request is for names or titles, make sure this is what you 

include.
 The Audit Committee must not be comprised of certain persons 

as stated on the form.
 There is a deadline for this form to be in to the National 

Organization…give yourself time to comply, and be sure 
the other copies are sent to the appropriate parties.

 All copies must have the same attachments as the original copy.



Where to send completed forms
 $10,000 or less (excluding per capita dues) send only to 

the State Headquarters.
 $10,000 or more (excluding per capita dues) send to 

National and State Headquarters.
 Over $300,000 must have a CPA audit and then send to 

National and State Headquarters.
 NOW, let’s take a look at an example form…







Thanks for taking the time…
 As with any non-profit group, finances can often 

be the difference between success and failure in 
your efforts to carry out the mission.

 Always use good, sound reasoning when making 
decisions as to distribution of the funds raised in 
the organizations name.

 SERVICE is the key word…assisting veterans and 
their families should always be the major influence.

 USE IT…Don’t save it for a rainy day…that’s not a 
good way to approach the reasons for what we do!!
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