Introduction to the AFR Online Submission Form

« The AFR online submission form consists of seven tabs. The first six
tabs are used to enter your financial report data, and the last tab
(Attachments) is where any files you attached and saved to your
schedules will be available to view.

NOTE: The Attachments tab is under development and attachments are not viewable at this time.

Back to AFR Landing
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Introduction to Online AFR Submission Form Continued

The Income, Expenses, Liquid Assets, Bank Account Info and Other
Assets tabs include lines associated with each specific tab. Clicking
on the title of the line will open the corresponding schedule. To open
all schedules at once, click on the Expand All button, and on the

Collapse All button to close them all at once.

* Note that the Expand All and Collapse All buttons are not available on
the Bank Account Info tab.

Back to AFR Landing




Introduction to Online AFR Submission Form Continued

« Some of the lines have sub-lines with set categories to help assist
with the kind of information to report on those lines and sub-
schedules.

9. Other income Total: $0.00

EXPAND ALL COLLAPSE ALL

9b. Member donations Total: $0.00
5 5

Total: $0.00

9d. Non-member donations Total: $0.00

e Testamenlary type gifts Tolal: $0.00

of. Other

EXPAND ALL COLLAPSE ALL

Total: $0.00




Introduction to AFR Online Submission Form Continued

« Some schedules and sub-schedules require a Type that is selected
from a dropdown menu to help assist with categorizing specific
information.

12, Conventions  conferences / seminars [ meetings

Total: $0.00

EXPAND ALL COLLAPSE ALL

16a. Building operation costs Total: $0.00




Introduction to AFR Online Submission Form Continued

» To enter information on the schedules and sub-schedules, click on
the title of the line to open the schedule.
« If applicable, click in the Type field and select the appropriate
Type from the dropdown menu.

14). Hospital service coordinators salaries, benefits & axpenses

::::



Introduction to AFR Online Submission Form Continued

» Click in the required fields and enter the appropriate information

for each.
Note: If a field is not required, it will be grayed out.

14j. Hospital service cosrdinators salaries, benefits & expenses

ADD




Introduction to AFR Online Submission Form Continued

Click on the ADD button to add your entry to the schedule.
Repeat for each entry. Be sure all of the information entered
is correct before clicking on the ADD button because an entry
cannot be edited once it has been added. To correct an entry,
the entire entry would need to be deleted and the correct
information re-entered.

Note: Your information will be lost if you click on the

Save button or leave the AFR online submission form

before clicking on the ADD button.

14§, Hospital service coordinators salaries, benefits & exponses




Introduction to AFR Online Submission Form Continued

« Once your entry has been added, it will show in the schedule below
the ADD button.

Note: Click on the Save button before leaving your AFR. Any information entered and
added to your AFR up to that point will be lost if you leave your after without saving.

« Things to note:
« After you click on the Save button, the entries on the schedules are
sorted and listed in numerical order after you click on the Save
button.

14j. Hospital service coordinators salaries, bencfits & expensas Total: $100.00




Introduction to AFR Online Submission Form Continued

« To delete an entry, click on the Delete button next to the entry you wish to
delete.

Notes:

» Be sure that your cursor is on the correct entry before clicking on
the Delete button as this action is immediate and irreversible.

» If you upload a file attachment, then delete the entry(ies) that
required the attachment, you will need to clear the file by clicking
on the Clear File button to remove it from the schedule/sub-
schedule.

Danations Example Exampee £100.00

DELETE

DELETE

Dthes Example £50.00




Introduction to AFR Online Submission Form Continued

» To edit an entry (only available on the Bank Account Info and Other
Assets tabs).
« To Edit an entry on these tabs:

» Click on the Edit button next to the entry you wish to edit.

* Click in the appropriate fields and updated information as
needed.

* Click on the ADD button to add the updated information to the
schedule.

11 Binago
Main Huntsville Alzbama 11111 472272021 0,00 and Yas 4292021 145,422,732 EDIT DELETE
St Bar/Lounge
7 Thrift
Grean Huntsville  Alsbama | 11111  8/16/1973  $257.465.34 'S:re Mo £0.00 EDIT DELETE
Lye, )




Introduction to AFR Online Submission Form Continued

« If a file attachment is required, the Choose File button will be enabled. To upload a file
attachment, drag and drop the file directly onto the Choose File button, or click on the
Choose File button and select the file you want to attach from your records.

Notes:

* Only one file attachment is allowed per line.

» Each file has a maximum file size of 10 MB.

« All donation entries require a file attachment.

» Click on Save button to save file attachment to the schedule. If you leave your report
before saving, your file attachment will be lost.

Copy of recognition letter from recipient or cancelled check file (To upload multiple files, add them as a =single .zip file):

Choose File |[Mo file chozen

CLEAR FILE

 To clear a file, click on the Clear File button.

Copy of recognition letter from recipient or cancelled check file (To upload multiple files, add them as a single .zip file):

|_ Choose File ] Mo file chosen

CLEAR FILE




Introduction to AFR Online Submission Form Continued

« Save often and every time before you leave
the AFR online submission form.

« As a reminder, if you leave before saving your
report, any information entered that has not
been saved up to that point will be lost.



Before Starting Your AFR Online Submission Form

Prepare File Attachments

Prepare all necessary file attachments:

Only one file per line can be attached. If you have multiple documents for a line, scan and
save them as one PDF document. For example, if two donations were made to a VAMC
and two recognition letters from the VAMC were provided, both of those letters would need
to be scanned together and saved as one PDF document.

Each file is limited to 10MB. Large files may be compressed and sent as a .zip file.
Attachments are required for the following instances:

If the total income on line 10 minus the amounts entered on lines 1 & 7 is greater
than $300,000, attach complete CPA review.
If reporting a donation bequeathed by way of a will, trust, estate, etc. on line 9e.,
attach a copy of the legal gifting document (e.g. will, trust, insurance policy).
Note: Memorial (in memory of) donations are not bequests.

If an amount is entered on lines 14a, 14b, 14c or 14d, attach a file containing all of
the recognition letters from the recipients of the donations or the cancelled checks
corresponding to each line.
Donations reported on lines 14f, 14h, 14i, 14j, 14k and 14n, attach a file containing all
of the recognition letters from the recipients of the donations or the cancelled checks
corresponding to each line.
Department/Chapter Operated Program reported on line 14g, attach program
receipts file.
If an amount is entered on line 23a, 24, 25 or 26, attach a file containing the June
30t bank statement(s), or statement(s) closest to June 30, along with a copy of the
completed reconciliation page, corresponding to each line.

Note: Do not attach an entire year’s worth of bank statements.


AS01
Typewritten text
Before Starting Your AFR Online Submission Form


New AFR Action Buttons

* When a new AFR Online Submission form opens, there will be four action
buttons along the bottom of the form. These action buttons will be available as
you work on each tab.

Back to AFR Landing

You are logged in ax

Let's get started Incoma Expenses Liguid assets Bank account info Other assets attachmeants

Department:
Chapter:
Accounting penod:

Beginning balance:
$0.00

Department Comments

HQ Comments
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Action Buttons Functions

Save: This button saves the information you have entered ensuring
that your information is not lost. This also allows you to exit the
report and come back to it later to finish/update.

Review: This button navigates you to the Review and Signors
section and displays the total of each of the lines of the AFR at that
time.

Lock: This button locks the report and allows only the user who
locked the report to edit it. When clicked, the Lock button is
replaced by the Unlock button. An authorized use may remove the
lock on the AFR at any time by clicking on the Unlock button.

* Note: Authorized department officers will be able Unlock and Edit locked
reports of the chapters in their state department, as needed. An
authorized department officer would only go into an AFR locked by a
chapter user to help assist the chapter with completing or submitting the
AFR. National Headquarters representatives will also be able to unlock
AFRs, as needed.

Cancel: This button exits the AFR online submission form and
returns you to the AFR Landing page.
* Note: You will receive a message asking if you are sure that you want to

return to the AFR Landing page. Do not click OK unless you have saved
your AFR as any unsaved information will be lost.



Let’s Get Started Tab

* Let’s get Started Tab: This tab is where you begin working on your report. You will need to will select the
Department, Chapter, Accounting Period, and enter the Beginning Balance or confirm that the amount
brought forward is correct.

A. Department: Click in the Department field and then on your department.

* Note: If you hold authorized offices in multiple departments those departments will be available in the
dropdown menu, based on your roles. Be sure to select the correct department.

B. Chapter: Click in the Chapter field and then on your chapter.

* Note: If you hold authorized offices in multiple departments and chapters those chapters will be
available in the dropdown menu, based on your roles. Be sure to select the correct chapter.

C. Accounting Period: Click in the Accounting Period field and select the appropriate accounting period for the
AFR you are entering.

* Note: You cannot type in an accounting period, one must be selected from the dropdown menu of
available accounting period. Be sure to select the correct accounting period because it cannot be
changed once the AFR has been saved.

D. Beginning Balance: If the Beginning Balance is $0.00, click in the Beginning Balance field and enter the
beginning balance. Otherwise, ensure that the amount brought forward is correct.

* Note: If there is not an approved AFR for the prior accounting period in the system, the Beginning
Balance field will be $0.00 and will be editable. If there is an approved AFR for the prior accounting
period in the system, the total liquid assets listed on Line 27 of that AFR is brought forward into the
Beginning Balance field on your new AFR and will not be editable.



Let’s Get Started Tab

Department Comments: For Department use only. Use this field to enter comments/instructions related to
the AFR for the chapter to make note of or to comply with.

* Note: This field should only be used to relay information to chapters related to AFRs that have been
rejected. Do not use this field for notes or general comments.

HQ Comments: For National Headquarters use only. Comments/instructions from a National Headquarters
representative related to the AFR for the department/chapter to make note of or to comply with will
display here.

Back to AFR Landing

You are logged in as

Let's get started Income Expenses Liquid assets Bank account info Other assets Attachments
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Let’s Get Started Tab

e Save Your Report: After you have entered your information, click on the
Save button to save your AFR.

* Note: If you leave the AFR online submission form before saving, any information you
entered will be lost and your report will not be saved.

Back to AFR Landing

You are logged in as:
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Income Tab

* The income tab consists of nine income category lines and the
total income line. Report all income information for the
accounting period on these lines.

Let's get started m Ex| es Liquid assets Bank account info Other assets Attachments

pans
COLLAPSE ALL

1. All funding from national headquarters Total: $0.00

EXPAND

2. Forget-me-not Drive gross receipts Total: $0.00
3. Bingo gross receipts Total: $0.00
Total: $0.00
Total: $0.00

Total: $0.00

urin i ri
Total: $0.00

10. Total income: $0.00

EXPAND ALL COLLAPSE ALL




Income Tab — Line 1

* Line 1. All Funding From National Headquarters

* Report all funds received from National Headquarters
during the accounting period. This funding includes, but
is not limited to, per capita dues distributions from
National Headquarters and grants from the Columbia
Trust, and for departments, the Department Fundraising
and Department Revenue Sharing Programs.

* Things to note:
* Do not include membership dues received from
members to pay on their memberships on this line.
e Schedule Example:
Per Capita Dues S 375.00
New Program Distribution from National $1,000.00
Line 1 Total S1,375.00




Income Tab — Line 1

* Line 1 completed schedule: Chapter Example

1. All funding from national headquarters

Type

Description

Amount
ADD
Per Capita Dues £375.00 DELETE
New Program Distribution from National
Other e $1,000.00 DELETE

Total: $1,375.00

e Line 1 completed schedule: Department Example

1. All funding from national headquarters

Type

Description

Amount

Per Capita Dues £375.00 DELETE

State Service (Department Fundraising
Program)

$1,300.00 DELETE

Department Revenue Sharing £1,200.00 DELETE

Columbia Trust Grants Grant for Service Program $1,500.00 DELETE

Total: $4,475.00




Income Tab — Line 2

* Line 2. Forget-Me-Not-Drive Gross Receipts
e Report total gross receipts from Forget-Me-Not drive
during the accounting period.
* Schedule Example:
Forget-Me-Not 1,200.00
Line 2 Total $1,200.00

* Line 2. Completed Schedule Example:

Forget-me-not Drive gross receipis

Description

uuuuuu

ADD

$1,200.00 DELETE




Income Tab — Line 3

* Line 3. Bingo Gross Receipts

* Report total gross receipts from bingo operation during the
accounting period.

* Things to note:

* Funds from bingo sessions held for at a VAMC or nursing home
for veterans should be reported on Line 9. Other Income.

e Schedule Example:
Instant Bingo 122,500.75
Wednesday Bingo 47,756.85
Line 3 Total S$170,257.60




Income Tab — Line 3

* Line 3. Completed Schedule Example:

Total: $170,257.60

3. Bingo gross receipis

ADD

Instant Bingo £122,500.75 DELETE

Wednesday Bingo £47,756.85 DELETE



Income Tab — Line 4

* Line 4. Thrift Store Gross Receipts
» Report total gross receipts from thrift store operation
during the accounting period.
* Schedule Example:
Thrift Store 11 Main St. 311,475.36
Line 4 Total S$311,475.36

* Line 4. Completed Schedule Example:

ADD

DELETE



Income Tab — Line 5

* Line 5. Bar/Lounge Gross Receipts
e Report total gross receipts from bar/lounge operation,
including from all gaming activities (e.g. video gaming
machines, lottery tickets, pull tabs) conducting in the
bar/lounge during the accounting period.

e Schedule Example:

Beverages & Food Sales 123,508.91
Pull Tab Sales 16,545.00
Jukebox Income 1,225.75
Pool Table Income 850.25
Sale of Old Bar Stools 500.00

Line 5 Total S142,629.91



Income Tab — Line 5

* Line 5. Completed Schedule Example:

Description
Amount
ADD

Beverages & Food Sales £123,508.91 DELETE
Pull Tab Sales $16,545.00 DELETE
Jukebox Income $1,225.75 DELETE
Pool Table Income £850.25 DELETE
Sale of Old Bar Stools $500.00 DELETE



Income Tab — Line 6

* Line 6. Interest & Dividend Income From Checking,
Savings, and CDs only.

e Report interest and dividends received from checking
accounts, savings accounts, and certificates of deposit
during the accounting period.

* Things to note:

* Interest and dividends received from investments listed
on Line 26 should be reported on Line 9. Other Income.

e Schedule Example:

Checking Account Interest 36.54
CD Interest 25.02
Savings Account Interest 115.36

Line 6 Total $176.92



Income Tab — Line 6

* Line 6. Completed Schedule Example:

Total: $176.92

6. Interest & dividend income from checking, savings, and C.Ds only

Description

Amount

§36.54 DELETE

Checking Account Interest

CD Interest $25.02 DELETE

51153 DELETE

Savings Account Interest



Income Tab — Line 7

* Line 7. In-kind Donations During Accounting Period

* Report in-kind donations that were redistributed during
accounting period. See Reporting In-kind Donations & Gift
Cards section for additional information.

* Line 7 Schedule

* Include donor’s name (first and last if individual), the item
donated and the estimated value of each donated item.

* Things to note:
* An in-kind donation is a non-monetary donation of goods or
services. Do not include donations of money on this line.
e Schedule Example:
Individual- Jane Ross, Hospital Bed 900.00

Business- Medical Store 500.00
Line 7 Total $1,600.00




Income Tab — Line 7

* Line 7. Completed Schedule Example:

7. In-kind donations during accounting period Total: $1,600.00

Type

Doner First Name

Donor Last Name / Business Name

Donated Item

Amount
ADD
Individual Jane Ross Hospital Bed £900.00 DELETE
Business Medical Store Wheelchair £700.00 DELETE



Income Tab — Line 8

e Line 8. Total Increase in Market Value of Investments on Line 26
During Accounting Period.

e Report the total increase in the market value of investments reported
on Line 26 as of the end of the accounting period (June 30).

* Things to Note

* Only a total increase or decrease in market value of the investments as
whole is reported. If you enter an amount is on Line 8, you will not be able
to enter an amount on Line 20. Decrease in Market Value of Investments
on Line 26 During the Accounting Period.

* Click in the Total Increase field and enter the amount. NOTE: There is no
ADD button for this line. This data will be added to Line 8 when you click
on the Save button. If you have an amount on this line, do not leave your
report without saving it first.

* Line 8 Example:

8. Total increase in market value of investments on line 26 during accounting period Total: $459.16

Total increase

$459.16



Income Tab — Line 9

* Line 9. Other Income
* Report all income and monies received that do no fall on Lines 1 thru 8.

* Line 9 Schedule

* There are six (6) sub-lines included on Line 9 that require specific information
and schedules for each.

9. Other income:
EXPAND ALL COLLAPSE ALL
9a. Fundraiser
ol

9 g
9f. Other
EXPAND ALL COLLAPSEALL

* Include sources of income and total amount for each income category.

* Things to note:
a) Donations made in memory of individuals are not bequests and should not
be identified as such.
b) Identify fundraising events by the name/type of event and list the total
expense amount for each event.

c) Dues from DAV members to be used to pay on their DAV memberships
should be identified as DAV Membership Dues.



Income Tab — Line 9a

* Line 9a. Fundraiser
e Report all income received from fundraising activities.

* Include the name of each fundraiser and the total
amount received from each.

* Schedule Example:

BBQ Event 18,243.11
Car Show 2,500.00
Quilt Raffle 3,549.88

Line 9a Total S24,292.99



Income Tab — Line 9a

* Line 9a. Completed Schedule Example:

Total: $24,292.99

Amount
ADD
BBQ Event $18,243.11 DELETE
Car Show £2,500.00 DELETE
Quilt Raffle £3,549.88 DELETE



Income Tab — Line 9b

* Line 9b. Member Donations
e Report all donations received from members.

* Line 9b Schedule

* Include the first and last names of each donor and the
total amount received from each.

* Schedule Example:
James Denver 2,500.00
Mary Blue 3549.88
Line 9b Total $6,049.88




Income Tab — Line 9b

* Line 9b. Completed Schedule Example:

Total: $24,292.99

Amount
ADD
BBQ Event $18,243.11 DELETE
Car Show £2,500.00 DELETE
Quilt Raffle £3,549.88 DELETE



Income Tab — Line 9c¢

* Line 9c. Business Donations
e Report all donations received from businesses.

e Line 9 c. Schedule

* Include the complete name of each business and the
total amount received from each.

* Schedule Example:
Jolly Mart 750.00
Swap Shop 1,500.00
Line 9c¢ Total S2,250.00




Income Tab — Line 9c

* Line 9c. Business Donations Completed Schedule:

Total: $2,250.00

ADD

Swap Shop $1,500.00 DELETE

Jolly Mart £750.00 DELETE



Income Tab — Line 9d

* Line 9d. Non-Member Donations
e Report all donations received from non-member donors.

e Line 9d. Schedule:

* Include the first and last names of each donor and the
total amount received from each.

* Schedule Example:

Janice Jones 50.00
Don Macon 175.00
Elsie Perry 1,700.00

Line 9d Total $1,925.00



Income Tab — Line 9d

* Line 9d. Non-Member Donations Completed
Schedule:

9d. Non-member donations

Total: $1,925.00

Denor first name

Donor last name

Amount
ADD
Janice Jones $50.00 DELETE
Den Macon $175.00 DELETE
Elise Perry $1,700.00 DELETE



Income Tab — Line 9e

* Line 9e. Testamentary Type Gifts
e Report all gifts received by wills, trusts and bequests.

* Line 9e. Schedule
* Include the complete name of each decedent or provider and
the total amount received from each.
* Things to note:

* A copy of the legal gifting document (e.g. will, trust, insurance
policy) is required for each gift.

* Asingle PDF file that includes a copy of all legal gifting
documents must be uploaded for this line.

e Schedule Example:

Benny Jones 5,000.00
Jack Market 5,000.00
Don Macon Estate /5,000.00

Line 9e Total $85,000.00



Income Tab — Line 9e

* Line 9e. Testamentary Type Gifts Completed

Schedule:

Name of Decedent or Provider

Type
Amount
ADD
Benny Jones Wills £5,000.00 DELETE
Jack Market Trusts £5,000.00 DELETE
Don Macon Estate Bequests £75,000.00 DELETE

Copy of Documentation File (To upload multiple files, add them as a single .zip file):

Testamentary Gift Attachn

CLEAR FILE



Income Tab — Line 9f

e Line 9f. Other

e Report all income and monies received that do not fall
into any of the previous categories on Line 9.

e Line 9f. Schedule:

* Include a description/reason for each category and the
total amount received for each.

* Schedule Example:

Hall Rental 8,572.00
Sale of Merchandise 2,137.80
Sale of Van 75,000.00

Line 9f Total S85,709.80



Income Tab — Line 9f

* Line 9f. Completed Schedule Example:

Total: $85,709.80

Hall Rental $8,572.00 DELETE

Sale of Merchandise $2,137.80 DELETE

Sale of Van $75,000.00 DELETE




Income Tab — Line 10

e Line 10. Total Income

e The amount on line 10 is the sum of the amounts on
lines 1 thru 9 of the AFR.

* Note: The Beginning Balance amount is not included on line
10.

Let's get started - )))))) 5 Liguid assets Bank account info Other assets Attachments

EXPAND ALL COLLAPSE ALL

1. All funding from national headquarters

2. Forget-menot Drive gross receipts

4, Thrift store gross receipts

5. Barflounge gross receipts
6. Interest & dividend income from dhecking, savings, and C.Ds only
7. In-kind donations during accounting period

8. Total increase in market value of investments on line 26 during accounting period Total: $450.16

Total: $239,745.54

I 10. Total income: $240,214.70 l

EXPAND ALL COLLAPSEALL



Expenses Tab

* The Expenses tab consists of eleven (11) expense category
lines and the total expenses line. Report all expenses for

the accounting period on these lines.

Let's get started Income Liquid assets Bank account info Other assets Attachments

EXPAND ALL COLLAPSE ALL

11. Administrative personnel salaries, benefits, payroll taxes & processing fees Total: $0.00
12. Conventions/conferencesfseminars/ meetings Total: $0.00

13. Administrative & non-service related postage & office supplies Total: $0.00

14. Service expenses Total: $0.00
15. Forget-me-not expenses Total: $0.00

20. Decrease in market value of investments on line 26 during accounting period Total: $0.00

21. Other expenses Total: $0.00

22. Total expenses: $0.00

EXPAND ALL COLLAPSE ALL
SAVE REVIEW LOCK CANCEL DOWNLOAD ALL ATTACHMENTS




Expense Lines — Line 11

e Line 11. Administrative Personnel Salaries, Benefits,
Payroll Taxes & Payroll Processing Fees
* Report salaries, employee benefits and payroll taxes for
only administrative personnel and any related payroll
processing fees.

e Line 11 Schedule

* Include first and last names of all administrative
personnel, their job title and/or description of duties
and total amount of each individual’s compensation,
expenses related to payroll processing, and total amount

for each category.



Expense Lines — Line 11

* Things to note:

* Do not include salaries, employee benefits, payroll taxes
or related payroll processing fees for service personnel
(i.e. department/chapter service officers, hospital
service coordinators), bingo employees, or bar/lounge
employees as these should be listed on the separate
schedules for lines 14, 16, and 18 respectively.

e Schedule Example:

Salaries Jerry Brown Adjutant 5,000.00
Salaries Larry James Office Support 5,000.00
Other Payroll Taxes 1,536.47
Other Payroll Processing Fees 452.87

Line 11 Total S28,681.43



Expense Lines — Line 11

* Line 11 Completed Schedule Example:

Total: $28,681.43

11. Administrative personnel salaries, benefits, payroll taxes & processing fees

Type

First Name

Last Name

Job Title

Description

Amount

ADD

Salaries Jerry Brown Adjutant £15,716.44
Salaries Larry James Office Support £10,975.65
Other Payroll Taxes £1,536.47
Eifien E:EEDII Processing 2452.67



Expense Lines — Line 12

Line 12. Conventions/Conference/Seminars/Meetings
* Report expenses for conventions, conferences, schools of instruction,
seminars and meetings (including monthly membership meetings).

Line 12 Schedule
* Include the name/type of event and the total amount expended/disbursed for
each event.
Things to note:

* All travel and lodging expenses, advertisements, hospitality rooms and all
other expenses directly related to an event should be included in the total
amount reported for that event and not listed individually.

Schedule Example:

Monthly Chapter Meetings 647.12
State Mid-Winter Conference 347.57
National Convention 1,745.33
Other Legislative Seminar 189.47
State Convention 953.21

Line 12 Total S3,882.70



Expense Lines — Line 12

* Line 12. Completed Schedule Example:

Type

Other type

Amount

ADD

Monthly Chapter Meetings $647.12 DELETE
State Mid-Winter Conference $347.57 DELETE
Mational Convention $1,745.33 DELETE
Other Legislative Seminar £1589.47 DELETE
State Convention $953.21 DELETE



Expense Lines — Line 13

Line 13. Administrative & Non-Service Related Postage & Office Supplies
* Report expenses for administrative and non-service related postage and office
supplies (pens, paper, ink cartridges).
Line 13 Schedule
* Include a description/reason for each category and the total amount for each.

Things to Note

* Furniture and office equipment (computers, printers, desks) should be reported
on the line for which the items were purchased. For example, the purchase of a
desk for the bar/lounge manager office would be reported on Line 18.
Bar/Lounge Operation Expenses.

* Service related postage and office supplies should be reported on Line 14.
Service Expenses accordingly.

Schedule Example:

Postage 180.20
Pens, Pencils, etc. 74.35
Paper 115.55
Ink Cartridges 254.67

Line 13 Total $624.77



Expense Lines — Line 13

* Line 13. Completed Schedule Example:

13. Administrative & non-service related postage & office supplies Total: $624.77
Description
Amount
ADD

Postage $180.20 DELETE

Pens, Pencils, etc. §74.35 DELETE

Paper $115.55 DELETE

Ink Cartridges $254.67 DELETE



Expense Schedules — Line 14

* Line 14. Service Expenses

* Report expenses for service programs and activities that provide a direct and
substantial benefit to disabled veterans and their families.

e Line 14 Schedule

* There are fourteen (14) sub-lines included on Line 14 that require specific service
related information for each and schedules, if indicated.

* Things to note:

* Most of the Service Expenses sub-lines require file attachments if an expense is
entered on those lines.

* Each of those lines require a single PDF file that includes a copy of all recognition
letters/receipts applicable to each line.



Expense Lines — Line 14a

* Line 14a. Donations to VA Medical Centers
e Report donations made to VA Medical Centers (VAMC).

e Line 14a. Schedule

* Include name of VAMC, reason for the donation and total
donation amount for each.

* Things to note:

* Asingle PDF file that includes a copy of all of the recognition
letters from the recipients of the donations made by the
department/chapter must be uploaded for this line.

e Schedule Example:
Name of VAMC Hygiene ltems 452.14
Name of VAMC TV for Rec Room 300.00
Line 14a Total S$752.14




Expense Lines — Line 14a

* Line 14a. Completed Schedule Example:

Mame of WaMC

Reason for Donation

Amount

ADD

Mame of VAMC Hygiene Items £452.14 DELETE
Name of VACM TV for Rec Room £300.00 DELETE

Copy of recognition letter from the VAMC or cancelled check file (To upload multiple files, add them as a single .zip filel:

14a. VAMC Donations Ack

CLEAR FILE



Expense Lines — Line 14b

e Line 14b. Donations to State Veterans Homes &
Patients

* Report all donations made to state veterans homes and
patients.

* Line 14b. Schedule
* Include name of facility, reason for expense/donation and
total expense/donation amount for each.
* Things to note:

* Asingle PDF file that includes a copy of all of the recognition
letters from the recipients of the donations made by the
department/chapter must be uploaded for this line.

e Schedule Example:

Name of Facility General Donation 100.00
Name of Facility Christmas Cards 400.00
Name of Facility Picnic Items 100.00

Line 14a Total $600.00



Expense Lines — 14b

* Line 14b. Completed Schedule Example:

Mame of Facility

Reason for Donation

Amount
ADD
Mame of Facility General Donations $100.00 DELETE
Name of Facility Christmas Cards $400.00 DELETE
Name of Facility Picnic Items $100.00 DELETE

Copy of recognition letter from facility or cancelled check file (To upload multiple files, add them as a single .zip file):

14b. Donations Ack Attac

CLEARFILE



Expense Lines — Line 14c

* Line 14c. Donations to Columbia Trust
* Report all donations made to the Columbia Trust.

* Things to note:

* A single PDF file that includes a copy of all of the
recognition letters from the Trust for donations
made by the department/chapter must be
uploaded for this line.

* Line 14c. Completed Line Example:

DELETE

DELETE

Copy of the recognition letter(s) from the Trust or cancelled check(s) file (To upload multiple files, add them as a single .zip file):

14c. Donations Ack Attact

CLEAR FILE




Expense Lines — 14d

* Line 14d. Donations to the National Service Foundation
* Report all donations made to the National Service
Foundation.
* Things to note:

* Asingle PDF file that includes a co]py of all of the
recognition letters from the Trust for donations made by
the department/chapter must be uploaded for this line.

* Line 14d. Completed Line Example:

14d. Donations to the National Service Foundation Total: $2,975.00

$1,500.00 DELETE

$1,475.00

DELETE

Copy of recognition letter(s) from the Trust or cancelled check(s) file (To upload multiple files, add them as & single .zip file):

14d. Donations Ack Attacl

CLEAR FILE




Expense Lines — 14e

e Line 14e. DAV Transportation Network Vehicle
Grant Program

* Report payments made directly to National
Headquarters for Program.

* Things to note:

* Reports payments given to your DAV department on
Line 14g. Service Programs.

* Line 14e. Completed Line Example:

14e. DAV Transportation Network Vehicle Grant Program Total: $29,471.23

$29,471.23 DELETE




Expense Lines — Linel4f

 Line 14f. VAVS Programs

* Report expenses and donations for VAVS Programs.

e Line 14f. Schedule

* Include facility name, name of program and total expense for
each program.

* Things to note:

 If service was in the form of a donation(s), a single PDF file
that includes a copy of all of the recognition letters from the
recipients of the donations made by the department/chapter
must be uploaded for this line.

e Schedule Example:

Donations Facility Name, Ramp Project 2,500.00
Other Volunteer Meals 125.00
Line 14f Total $2,625.00




Expense Lines — Linel4f

* Line 14f. Completed Schedule Example:

14f. Veterans Affairs Voluntary Service (VAVS) programs Total: $2,625.00

Type

Mame of facility
Program name
Description

Amount

ADD

Donations Facility Name Ramp Project £2,500.00 DELETE
Other Volunteer Meals £125.00 DELETE

Copy of recognition letter from facility or cancelled check file (To upload multiple files, add them as a single .zip file):

141, Donations Ack Attach

CLEAR FILE



Expense Lines — Line 14g

Line 14g. Service Programs
* Report expenses/donations for service programs and department/chapter operated service programs.

Line 14g. Schedule
* Include name of organization, name of program and total expense for each program.

. Forﬁepartment/chapter operated programs, include the program name and total program expense for
each.

Things to note:

* Asingle PDF file that includes a copy of all of the recognition letters from the recipients of the donations
made by the department/chapter must be uploaded for this line.

* For department/chapter operated programs, a single PDF file that includes a copy of all program receipts
from each program must be uploaded for this line. Use this file upload section to only upload the receipts
file for your department/chapter operated program(s) only.

Schedule Example:

Donations Recipient Name Program Name 2,500.00
Other Program Expense 2,141.57
Dept/Chpt Operated Program Chapter Food Bank 16,485.25

Line 14g Total $21,126.82



Expense Lines — Line 14g

* Line 14g. Completed Schedule Example:

Type

Organization Name

Program name

Description
Amount
ADD
Donations Recipient Name Program Name $2,500.00 DELETE
Other Program Expense $2,141.57 DELETE
Department/Chapter Chapter Food
Operated Program Bank $16,485.25 DELETE

Copy of recognition letter from facility or cancelled check file (To upload multiple files, add them as a single .zip file):

14g. Donations Ack Attac!

CLEAR FILE

Copy of Program receipts file (To upload multiple files, add them as a single .zip file):

14g. Receipts Attachment

CLEAR FILE




Expense Lines — 14h

* Line 14h. Service Office/Officer Expenses

* Report expenses/donations related to a service office/officer.

e Line 14h. Schedule

* Include reasons for expenses/donations and total amount for
each category.

* Things to note:

* If service was in the form of donations, a single PDF file that
includes a copy of all of the recognition letters from the
recipients of the donations made by the department/chapter
must be uploaded for this line.

e Schedule Example:
Donations County VSO, Office Supplies 246.84
Other CSO Office Rent 2,400.00
Line 14h Total S2,646.84




Expense Lines — 14h

e 14h. Completed Schedule Example:

14h. Service office/officer expenses Total: $2,646.84

Type

Recipient Mame

Reason for Donation/Other Description

Amount
ADD
Denations County VS0 Office Supplies £245.84 DELETE
Other CS0 Office Rent £2,400.00 DELETE

Copy of recognition letter from facility or cancelled check file (To upload multiple files, add them as a single .zip file):

14h. Donations Ack Attacl

CLEAR FILE




Expense Lines — Line 14

Line 14i. Service Officer Salaries and Benefits Schedule

* Report salaries, payroll taxes, benefits for service officers and donations to help
support service officer salaries in other service offices (e.g. DSOs, VSOs).

Line 14i. Schedule

* Include first and last names, total salary and total benefits for each, as well as
additional information as applicable.

* Include reasons for expenses/donations and total amount for each category.

Things to note:

* If service was in the form of donations, a single PDF file that includes a copy of
all of the recognition letters from the recipients of the donations made by the
department/chapter must be uploaded for this line.

Schedule Example:

Employee Benefits Insurance 2,147.56
Salaries Nathan Moore, NSO Supervisor 12,854.28
Donations NSO Office, Salary Support 5,000.00
Other Holiday Bonuses 2,500.00
Payroll Taxes FICA 1,457.25

Line 14i Total $23,459.09



Expense Lines — Line 14

* Line 14i. Completed Schedule Example

s and benefits tal: $23,45

First name

Recipient/Last name

Job title

Description

Amount
Employee
Benefits Insurance £2,147.56 DELETE
Salaries Nathan Moore NSO Supervisor £12,854.28 DELETE
Donations NSO Office Salary Support $5,000.00 DELETE
Other Holiday Bonuses £2,000.00 DELETE
Payroll Taxes FICA $1,457.25 DELETE

Copy of recognition letter from recipient or cancelled check file (To upload multiple files, add them as a single .zip file):

14i. Donations Ack Attach

EAR FILE




Expense Lines — Line 14

Line 14j. Hospital Service Coordinators Salaries, Benefits & Expenses

* Report salaries, payroll taxes, benefits and expenses related to Hospital Service
Coordinators.

Line 14j. Schedule

* Include first and last names, total salary and total benefits for each, as well as
additional information as applicable.

* Include reasons for expenses/donations and total amount for each category.

Things to note:

* If service was in the form of donations, a single PDF file that includes a copy of
all of the recognition letters from the recipients of the donations made by the
department/chapter must be uploaded for this line.

Schedule Example:

Salaries Rose Jones, HSC 15,412.67
Salaries Sam Jacks 13,478.21
Payroll Taxes, SUTA 7,500.00
Employee Benefits Insurance 1,247.36
Donations HSC Office, Salary Support 5,000.00
Other Holiday Bonuses 1,000.00

Line 14j Total S43,638.24



Expense Lines — Line 14

e Line 14j. Completed Schedule Example:

14j. Hospital service coordinators salaries, benefits & expenses

Type

First name

Recipient/Last name

Job title

Description

Amount
Salaries Rose Jones HSC $15,412.67 DELETE
Salaries Sam Jacks HSC $13,478.21 DELETE
Payroll Taxes suTA $7,500.00 DELETE
Employee
e Insurance $1,247.36 DELETE
Donations HSC Office Salary Support $5,000.00 DELETE
Other Holiday Bonuses $1,000.00 DELETE

Copy of recognition letter from recipient or cancelled check file (To upload muitiple files, add them as a single .zip file):

14j Donations Ack Attachi

CLEAR FILE




Expense Lines — Line 14k

* Line 14k. Direct Assistance to Needy Veterans & Families

* Report all grants/assistance provided directly to disabled
veterans/families of veterans.

e Line 14k. Schedule

* Include the first and last names of each veteran/family of veteran, the
reason for the grant/assistance, and the total amount for each.

* Things to note:

* Only expenses related to the department/chapter providing assistance
directly to an individual veteran/family of veteran belong on this line.
Donations/assistance provided to organizations do not.

* Asingle PDF file that includes a copy of the Financial Assistance Forms, if
using, or receipts for each recipient must be uploaded.

* Gift cards purchased to have on hand to give to veterans as needed are not
considered a service expense until the card is given to a veteran/family of
vefteran. See Reporting In-kind Donations & Gift Cards for additional
information.



Expense Lines — Line 14k

* Schedule Example:
Benny Votto, Rent 500.00
Angela Martin, Utilities 285.46
Mike Frazier, Family Funeral 175.23
Line 14k Total $960.69

* Line 14). Completed Schedule Example:

Reasen f /i
uuuuuu
ADD
nnnnn Votto Rent $500.00 DELETE
nnnnn utilities $285.46 DELETE
Mike Frazer ~ Family Funeral $175.23 DELETE

nce to Needy Veterans and Families file (To upload multiple files, add them as a single .zip file):

14k Donations Ack Attach

CLEAR FILE



Expense Lines — Line 14|

 Line 14l. Publication of Newsletters/Periodicals
Devoted to Providing Service/VA
Benefits/Membership Information
e Report total amount of all expenses related to the
publication of newletters/periodicals devoted to

providing service, VA benefits and membership
information.

* Line 14l. Completed Example:

14l. Publication of newsletters/periodicals devoted to providing service/VA benefits/membership information Total: $451.35

$451.35 DELETE




Expense Lines — Line 14m

e Line 14m. In-kind Donations Schedule

* Report in-kind donations that were distributed during the
accounting period.

 Line 14m. Schedule

* Include the name of each recipient (first and last names for
individuals), the item donated and estimated total value of
each item donated.

* Things to note:

* The donated items and values reported on line 14m must
agree with donated items and values reported on Line 7. See
the Reporting In-kind Donations & Gift Cards section.

e Schedule Example:
Individual Jackie Marks, Wheelchair 700.00

Business Veteran Store, Hospital Bed 900.00
Line 14m Total $1,600.00




Expense Lines — Line 14m

e Line 14m. In-kind Donations Schedule

14m. In-kind donations during accounting period Total: $1,600.00

Type

First Name

Last Mame / Business Name

Item Donated

Amount
ADD
Individual Jackie Marks Wheelchair $700.00 DELETE
Business Veteran Store Hospital Bed £500.00 DELETE



Expense Lines — Line 14n

* Line 14n. Other Service Expenses

* Report all service expenses that do not fall on Lines 14a thru
14m.

* Line 14n. Schedule

* Include reasons for expenses/disbursements and the total
amount for each category.

* Things to note:

 If service was in the form of donations, a single PDF file that
includes a copy of all of the recognition letters from the
recipients of the donations made by the department/chapter
must be uploaded for this line.

e Schedule Example:
Other Vets Grave Markers 305.37
Donations Kroker, Vets Car Show 500.00
Line 14n Total $805.37




Expense Lines — 14n

* Line 14n. Completed Schedule Example:

14n. Other service expenses Total: $805.37

Type

Recipient name
Reason for Donation/Other Description

Amount

ADD

Donations Kroker Vets Car Show £500.00 DELETE

Other Vets Grave Markers £305.37 DELETE

Copy of recognition letter from recipient or cancelled check file (To upload multiple files, add them as a single .zip file):

14n Donations Ack Attactk

CLEAR FILE



Expense Lines — 15

* Line 15. Forget-Me-Not Expenses

e Report total amount of Forget-Me-Not drive expenses,
including flowers, cans, posters, volunteer meals and all
other expenses directly related to the drive.

e Line 15 Schedule

* Include a reason/description of each expense category
(e.g. posters).

* Schedule Example:

Posters 124.54
Forget-Me-Nots 112.00
Volunteer T-Shirts 475.86

Line 15 Total S712.40



Expense Lines — 15

* Line 15. Completed Schedule Example:
Dy

Description

Amount

Posters $124.54 DELETE

Forget-Me-Nots $112.00 DELETE

Volunteer T-Shirts §475.86 DELETE



Expense Lines — Line 16

* Line 16. Bingo Expenses
* Report expenses for non-service related department/chapter
bingo operation.
* Line 16 Schedule

* There are ten (10) sub-lines included on Line 16 that require
specific information for each.

Total: $0.00
Total: $0.00

Total: $0.00

Total: $0.00

16j. er
EXPAND ALL COLLAPSE ALL



Expense Lines — Line 16

e Line 16 Schedule, Continued:

* Include the payout to players, rent, utilities , banking
expenses, all bingo salaries (list the full name, job title and
amount of salary or other compensation for each bingo
employee), payroll taxes, related payroll processing fees,
related supplies and any other expenses directly related to
the operation of bingo, and the total amount for each
category.



Expense Lines — Line 16

* Things to note:

a)

b)

Expenses for voluntary bingo sessions held for
disabled veterans at any VAMC and/or nursing home
for veterans must be reported on Line 14. Service
Expenses.

Allocate building expenses for department/chapter
operations, accordingly.

* Allocations should be made in accordance with how often the
building is used for that specific operation (i.e. bar/lounge,
bingo and chapter home/department headquarters.)

* For example, a bar/lounge operation that is open 7 days a week
would have higher operational costs (utilities, janitorial,
insurance, etc.) than a bingo operation session held 1 day a
week. See Allocations — Explanation & Schedule Example.



Expense Lines — Line 16a

* Line 16a. Building Operation Cost
* Report expenses related to the operation of the building.

e Line 16a. Schedule

* Include reason/description of each expense category (e.g.
electrical repairs) and the total amount for each.

e Schedule Example:

Mortgage Payments, 11 Main St. 4,826.31
Real Estate Taxes, 11 Main St. 1,502.70
Insurance, Liability Insurance 1,647.89
Utilities, Gas and Electric 3,541.42
Utilities, Telephone 1,000.00
Other, Janitorial Service 2,238.45
Repairs, Electric Repair 1,017.16
Maintenance, HVAC Annual Service 761.84

Line 16a Total $16,535.77



Expense Lines — Line 16a

* Line 16a. Completed Schedule Example:

16a. Building operation costs Total: $16,535.77

Type

Description

Amount

ADD

Mortgage Payments 11 Main 5t. $4,826.31
Feal Estate Taxes 11 Main St. $1,502.70
Insurance Liability Insurance £1,647.8%
Utilities Gas and Electric £3,541.42
Utilities Telephone $1,000.00
Cther Janitorial Service %2,238.45
Repairs Electric Repair $1,017.16
Maint=nance HVAC Annual Service $761.84




Expense Lines — Line 16b

Line 16b. Licenses & Permits

* Report expenses for licenses and permits related to the bingo
operation.

Line 16b. Schedule

* Include reason/description of each expense category (e.g. food service
license) and the total amount for each.

Schedule Example:
Gaming License 250.00
Line 16b Total $250.00

Line 16b. Completed Schedule Example:

Total: $250.00

ADD

Gaming License £250.00 DELETE



Expense Lines — Line 16c¢

Line 16c. Player Payouts/Prizes
* Report bingo player payouts/prizes and total amount for each category.

Line 16c¢. Schedule

* Include reason/description of each expense category (e.g. Wednesday
bingo payouts) and the total amount for each.

Schedule Example:

Instant Bingo Payouts 575.23
Wednesday Bingo Payouts 125.00
Line 16¢ Total $700.23

Line 16¢c. Completed Schedule Example:

ADD

£575.23 DELETE

Wednesday Bingo Payouts $125.00 DELETE



Expense Lines — Line 16d

* Line 16d. Salaries
* Report salaries for all bingo employees.

e Line 16d. Schedule

* Include the first name, last name, job title and/or
description of duties and the total amount for each.

* Schedule Example:
Kelly Smith, Cashier, Temp 1,876.29
Bob Crow, Floor Worker 1,876.29
Line 16d Total S3,752.58




Expense Lines — Line 16d

* Line 16d. Completed Schedule Example:

Total: $3,752.58

ADD

Bob Crow Floor Worker $1,876.29 DELETE

Kelly Smith Cashier Temp $1,876.29 DELETE



Expense Lines — Line 16e

* Line 16e. Payroll Taxes
* Report payroll taxes for bingo employees.

e Line 16e. Schedule

* Include description/type of taxes (e.g. FICA) and the
total amount for each.

* Schedule Example:
FUTA 1,000.00
SUTA 258.44
Line 16e Total S1,258.44




Expense Lines — Line 16e

* Line 16e. Completed Schedule Example:

16e. Payroll taxes Total: $1,258.44

Description

Amount

FUTA $1,000.00 DELETE

SUTA $258.44 DELETE




Expense Lines — Line 16f

* Line 16f. Employee Benefits
* Report employee benefits for bingo employees.

e Line 16f. Schedule

* Include description/type of benefit (e.g. medical
insurance) and the total amount for each.

* Schedule Example:
Holiday Bonuses 500.00
Medical Insurance 1,200.00
Line 16f Total S1,700.00




Expense Lines — Line 16f

* Line 16f. Completed Schedule Example:

16f. Employee benefits Total: $1,700.00

Description

Amount

Holiday Bonuses £500.00 DELETE
Medical Insurance $1,200.00 DELETE



Expense Lines — Line 16g

* Line 16g. Payroll Processing Fees

» Report fees related to payroll processing for bingo
payroll.

* Line 16g. Schedule
* Include a reason/description for bingo payroll processing
fees and the total amount for each.
* Schedule Example:

Payroll Processing Service Fees 835.12
Line 16g Total $835.12




Expense Lines — Line 16g

* Line 16g. Completed Schedule Example:

16g. Payroll processing fees Total: $835.12

Description

Amount

Payroll Processing Service Fees 583512 DELETE




Expense Lines — Line 16h

* Line 16h. Supplies

e Report all supplies related to the bingo operation.

e Line 16h. Schedule

* Include a description of the supplies (e.g. bingo cards)
and the total amount for each category.

* Schedule Example:

Bingo Cards 219.45
Daubers 49.17
Pull Tabs 200.00

Line 16h Total S468.62



Expense Lines — Line 16h

* Line 16h. Completed Schedule Example:

16h. Supplies Total: $468.62

Amount
ADD
Binge Cards £215.45 DELETE
Daubers £49.17 DELETE

Pull Tabs £200.00 DELETE




Expense Lines — Line 16i

* Line 16i. Banking Fees/Charges

* Report all banking fees and charges related to the bingo
operation.

e Line 16i. Schedule

* Include a description of the banking fees/charges (e.g.
checking account service fee) and the total amount for
each category.

* Schedule Example:

Checking Account Service Fees 6.45
Checking Account Returned Check Charge 25.00
Line 16i Total S31.45




Expense Lines — Line 16i

* Line 16i. Completed Schedule Example:
T

Description

Amount

ADD

Checking Account Service Fees $6.45 DELETE

Checking Account Returned Check Charge §25.00 DELETE




Expense Lines — Line 16j

* Line 16j. Other

* Report all expenses related to the bingo operation that
do not fall on lines 16a. thru 16i.

* Line 16j. Schedule

* Include a reason/description of each expense category
and the total amount for each.

* Schedule Example:
Advertising 375.00

Bingo Volunteer Meals 86.24
Line 16j Total S461.24




Expense Lines — Line 16i

* Line 16j. Completed Schedule Example:

16]. Other Total: §461.24

Description
Amaunt
ADD
Advertising §375.00 DELETE
Bingo Voluntesr Meals 586,24 DELETE



Expense Lines — Line 17

* Line 17. Thrift Store Expenses
* Report expenses for department/chapter thrift store operation.

e Line 17 Schedule

* There are eleven ﬁll) sub-lines included on Line 17 that require
specific service related information for each.

17. Thrift store operation expenses Total: $0.00

COLLAPSE ALL

17a. Building operation costs Total: $0.00
17b. Management fees Total: $0.00
17c. Licenses & permits Total: $0.00
17d. Salaries Total: $0.00
17e. Payroll taxes Total: $0.00
17f. Employee benefits Total: $0.00
17g. Payroll processing fees Total: $0.00
17h. Banking fees/charges Total: $0.00
17i. Supplies Total: $0.00
17j. Vehide expenses Total: $0.00

17k. Other Total: $0.00

EXPAND ALL COLLAPSE ALL



Expense Lines — Line 17

e Line 17 Schedule, Continued:

* Include rent, utilities, banking expenses, all thrift store
salaries (list the full name, job title and amount of salary
or other compensation for each thrift store employee),
payroll taxes, management fees, and any other expenses
that are directly related to the operation of the thrift
store.



Expense Lines — Line 17

* Line 17a. Building Operation Cost
* Report expenses related to the operation of the building.

e Line 17a. Schedule

* Include a reason/descriﬁtion of each expense category (e.g.
plumbing repairs) and the total amount for each.

e Schedule Example:

Mortgage Payments, 75 Green Ave. 9,465.83
Real Estate Taxes, 75 Green Ave. 1,795.43
Insurance, Liability Insurance 2,354.87
Utilities, Gas and Electric 4,956.17
Utilities, Water 5.00
Other, Janitorial Service 15.00
Repairs, Plumbing Repair 75.24
Maintenance, HVAC Annual Service 450.00

Line 17a Total $19,117.54



Expense Lines — Line 17

* Line 17a. Completed Schedule Example:

17a. Building operation costs Total: $19,117.54

Type

Description

Amount

ADD

Mortgage Payments 75 Green Ave. $9,465.83
Real Estate Taxes 75 Green Ave. £1,795.43
Insurance Liability Insurance 52,354.87
Utilities Gas and Electric £4,056.17
Utilities Water £5.00
Other Janitonial Service $15.00
Repairs Plumbing Repair £75.24
Maintenance HVAC Annual Service $450.00



Expense Lines — Line 17b

Line 17b. Management Fees
* Report expenses for management fees related to the operation of the thrift store.

Line 17b. Schedule
* Include a reason/description for each expense category and the total amount for each.

Schedule Example:
Professional Management Fees 15,147.69
Line 17b Total $15,147.69

Line 17b. Completed Schedule Example:

17b. Management fees Total: $15,147.69

Description

Amount

Professional Management Fees £15,147.5% DELETE



Expense Lines — Line 17c

Line 17c. Licenses & Permits
* Report expenses for licenses and permits related to the thrift store operation.

Line 17c. Schedule

* Include a reason/description of each expense category (e.g. business license) and the total
amount for each.

Schedule Example:

Business License 250.00
Sign Permit 175.00
Line 17c.Total S425.00

Line 17c. Completed Schedule Example:

17c. Licenses & permits Total: $425.00

Description

Amount

ADD

Business License $250.00 DELETE

Sign Permit £175.00 DELETE



Expense Lines — Line 17d

Line 17d. Salaries

Report salaries for all thrift store employees.

Line 17d. Schedule

Include the first name, last name, job title and/or description of duties and the total amount for

each.

Schedule Example:

Carl Green, Cashier 1,876.29
Marie Brown, Manager 2,500.00
Line 17d Total $4,376.29

Line 17d. Completed Schedule Example:

$1,876.25

$2,500.00

DELETE

DELETE

Total: $4,376.29




Expense Lines — Line 17e

Line 17e. Payroll Taxes
* Report salaries for all thrift store employees.

Line 17e. Schedule

. IncIrL]Jde the first name, last name, job title and/or description of duties and the total amount for
each.

Schedule Example:

SUTA 504.21
FUTA 754.23
Line 17e Total S1,258.44

Line 17e. Completed Schedule Example:

17e. Payroll taxes Total: $1,258.44

ADD

SUTA £504.21 DELETE

FUTA £754.23 DELETE



Expense Lines — Line 17f

Line 17f. Employee Benefits
* Report salaries for all thrift store employees.

Line 17f. Schedule
* Include a the type of taxes and the total amount for each.

Schedule Example:
Medical Insurance 1,750.26
Line 17f Total $1,750.26

Line 17f. Completed Schedule Example:

17f. Employee benefits Total: $1,750.26

ADD

Medical Insurance £1,750.26 DELETE



Expense Lines — Line 17g

Line 17g. Payroll Processing Fees
* Report fees related to payroll processing for thrift store payroll.

Line 17g. Schedule

* Include a description/reason for the payroll processing fees and the total amount for

each.
Schedule Example:
Payroll Processing Service Fees 452.78
Line 17g Total S452.78

Line 17g. Completed Schedule Example:
ey

Description

Amount

ADD

Payroll Processing Service Fees $452.78 DELETE



Expense Lines — Line 17h

Line 17h. Banking Fees/Charges
* Report all banking fees and charges related to the thrift store operation bank accounts.

Line 17h. Schedule

* Include a description of the banking fees/charges (e.g. checking account service fee) and the total
amount for each.

Schedule Example:

Savings Account Service Fees 4.58
Checking Account Service Fees 35.00
Line 17h Total $39.58

Line 17h. Completed Schedule Example:

Description

Amount

ADD

Savings Account Service Fees 54,58 DELETE

Checking Account Service Fees $35.00 DELETE



Expense Lines — Line 17i

Line 17i. Supplies
* Report all supplies related to the thrift store operation.

Line 17i. Schedule
* Include a description of the supplies (e.g. bingo cards, daubers) and the total amount for each.

Schedule Example:

Laundry Detergent 849.74
Restroom Supplies 1,568.23
Line 17i Total $2,417.97

Line 17i. Completed Schedule Example:

—————————————————————————————————————————————————————————————————————————
17i. Supplies Total: $2,417.97

Description

Amount

ADD

Laundry Detergent $845.74 DELETE

Restroom Supplies §1,568.23 DELETE




Expense Lines — Line 17j

* Line 17j. Completed Schedule Example:

Type

Loan Payments

Description
Amount
ADD

Other Seat Cover $12.83
Maintenance Qil Changes £850.32
Insurance Auto Insurance £1,527.36
Loan Payments Trailer 21,945,659
Repairs Transmisson $3,547.68
Loan Payments Box Van £4,357.15



Expense Lines — Line 17k

Line 17k. Other
Report all expenses related to the thrift store operation that do not fall on lines 17a. thru 17j.

Line 17k. Schedule
* Include a description of the expense and the total amount for each.

Schedule Example:

Posters 7.12
Advertising 1,479.55
Line 17k Total $1,486.67

Line 17k. Completed Schedule Example:

E—————
17k. Other Total: $1,486.67

Description

Amount

ADD

Posters 57.12 DELETE

Advertising $1,479.55 DELETE



Expense Lines — Line 17]

* Line 17j. Vehicles

* Report all supplies related to the thrift store operation.

* Line 17j. Schedule

* Include a description of the supplies (e.g. bingo cards, daubers) and the
total amount for each.

* Schedule Example:

Other, Seat Cover 12.85

Fuel, Van Fuel 68.50
Maintenance, Oil Changes 850.32
Insurance, Auto Insurance 1,527.36
Loan Payments, Trailer 1,946.69
Repairs, Transmission 3,547.68
Loan Payments, Box Van 4,357.15
Line 17] Total $12,310.557

* Line 17j. Completed Schedule Example:



Expense Lines — Line 18

* Line 18. Bar/Lounge Expenses

* Report expenses for department/chapter bar/lounge
operation.

e Line 18 Schedule

* Include rent, utilities, bar/lounge salaries (list the full
name, job title and amount of salary or other
compensation for each bar/lounge employee), payroll
taxes, beverage purchases, food purchases, related
supplies, equipment and any other expenses that are
directly related to the operation of the bar/lounge.



Expense Lines — Line 18

* Line 18. Bar/Lounge Expenses

* Report expenses for department/chapter bar/lounge
operation.

e Line 18 Schedule

* There are nine (9) sub-lines included on Line 18 that
require specific information for each.

18h. Banking fees/charges Total: $0.00

18i. Other
EXPAND ALL COLLAPSE ALL




Expense Lines — Line 18

e Line 18 Schedule, Continued

* Include rent, utilities, bar/lounge salaries (list the full name,
job title or duties, and amount of salary or other
compensation for each bar/lounge employee), payroll taxes,
beverage purchases, food purchases, related supplies,
equipment and any other expenses that are directly related
to the operation of the bar/lounge.

* Things to note:

 Allocate building expenses for department/chapter
operations, accordingly.

e Allocations should be made in accordance with how often the
building is used for that specific operation (i.e. bar/lounge, bingo
and chapter home/department headquarters.)

* For example, a bar/lounge operation that is open 7 days a week
would have higher operational costs (utilities, janitorial, insurance,
etc.) than a bingo operation session held 1 day a week. See
Allocations — Explanation & Schedule Example.



Expense Lines — Line 18a

* Line 18a. Building Operation Cost
* Report expenses related to the operation of the building.

e Line 18a. Schedule

* Include reason/description of each expense category (e.g. mortgage
payments) and the total amount for each.

* Schedule Example:

Mortgage Payments, 11 Main St. 4,826.31
Real Estate Taxes, 11 Main St. 1,502.70
Insurance, Fidelity Bond 567.45
Insurance, Liability Insurance 1,080.44
Utilities, Gas and Electric 3,541.42
Utilities, Water 1,000.00
Utilities, Telephone 1,200.00
Other, Janitorial Service 2,238.45
Repairs, Electric Repair 1,017.16
Maintenance, HVAC Annual Service 761.84

Line 18a Total S17,735.77



Expense Lines — Line 18a

* Line 18a. Completed Schedule Example:

Type

Description

Amount

ADD

Mortgage Payments 11 Main St. £4,826.31
Real Estate Taxes 11 Main St. £1,502.70
Insurance Fidelity Bond $567.45
Insurance Liability Insurance £1,080.44
Utilities Gas and Electric £3,541.42
Utilities Water §1,000.00
Utilities Telephone £1,200.00
Other Janitorial Service £2,238.45
Repairs Plumbing Repair £1,017.16
Maintenance Annual Cocler Service £761.84



Expense Lines — Line 18b

e Line 18b. Licenses & Permits

* Report expenses for licenses and permits related to the
bar/lounge operation.

e Line 18b. Schedule

* Include reason/description of each expense category
(e.g. food service license) and the total amount for each.

* Schedule Example:
Gaming License 250.00

Liquor Licenses 500.00
Line 18b Total $750.00




Expense Lines — Line 18b

* Line 18b. Completed Schedule Example:

18b. Licenses & permits Total: $750.00

zaming License £250.00 DELETE

Liguer License $500.00 DELETE



Expense Lines — Line 18c

* Line 18c. Purchases
* Report purchases made for the bar/lounge operation.

e Line 18c. Schedule

* Include reason/description of each expense category
(e.g. beverages) and the total amount for each.

* Schedule Example:

Bar Stools 575.23
Beverages 5,246.89
Food 3,546.14

Line 18c Total S9,368.26



Expense Lines — Line 18c

* Line 18c. Completed Schedule Example:

18c. Purchases Total: $9,368.26

Amount
ADD
Bar Stools £575.23 DELETE
Bevera ges £5,246.85 DELETE
Food £3,545.14 DELETE



Expense Lines — Line 18d

* Line 18d. Salaries
e Report salaries for all bar/lounge employees.

e Line 18d. Schedule

* Include reason/description of each expense category
(e.g. beverages) and the total amount for each.

* Schedule Example:
Jim Short, Bartender 876.29
Martin Johns, Manager 2,500.00
Line 18d Total S3,376.29




Expense Lines — Line 18d

* Line 18d. Completed Schedule Example:

Total: $3,376.29

ADD

Jim Short Bartender £B875.29

DELETE

Martin Iohns Manager £2,500.00 DELETE




Expense Lines — Line 18e

* Line 18e. Payroll Taxes
* Report payroll taxes for all bar/lounge employees.

e Line 18e. Schedule

* Include the type/description of taxes and the total
amount for each.

* Schedule Example:
FUTA 1,145.32
SUTA 398.71
Line 18e Total $1,544.03




Expense Lines — Line 18e

* Line 18e. Completed Schedule Example:

18e. Payroll taxes Total: $1,544.03

ADD

FUTA £1,145.32 DELETE

SUTA $398.71 DELETE



Expense Lines — Line 18f

* Line 18f. Employee Benefits
* Report employee benefits for all bar/lounge employees.

e Line 18f. Schedule

* Include the type/description of benefit and the total
amount for each.

* Schedule Example:
Holiday Bonuses 500.00
Medical Insurance 1,200.00
Line 18f Total S1,700.00




Expense Lines — Line 18f

* Line 18f. Completed Schedule Example:

18f. Employee benefits Total: $1,700.00

Description

Amount

ADD

Holiday Bonuses £500.00 DELETE
Medical Insurance $1,200.00 DELETE




Expense Lines — Line 18g

* Line 18g. Payroll Processing Fees

* Report fees related to payroll processing for all
bar/lounge employees.

* Line 18g. Schedule
* Include a description/reason for the payroll processing
fees and the total amount for each.
* Schedule Example:

Payroll Processing Service Fees 1,237.46
Line 18g Total $1,237.46




Expense Lines — Line 18g

* Line 18g. Completed Schedule Example:

18g. Payroll processing fees Total: $1,237.46

Description

Amount

ADD

Payrall Processing Service Fees §1,237.46 DELETE




Expense Lines — Line 18h

* Line 18h. Banking Fees/Charges

» Report all banking fees and charges related to the operation of the bar/lounge.

e Line 18h. Schedule

* Include a description of the banking fees/charges (e.g. checking account service
fee) and the total amount for each.

e Schedule Example:

Checking Account Service Fees 14.96
Investment Management Fees 1,973.08
Line 18h Total $1,988.04

* Line 18h. Completed Schedule Example:

18h. Banking fees/fcharges Total: $1,988.04

ADD

Checking Account Service Fees $14.96 DELETE

Investment Management Fees $1,973.08 DELETE



Expense Lines — Line 18 Completed Schedule

Line 18. Completed Schedule Example:

18. Barflounge operation expenses Total: §39,178.32

EXPAND ALL COLLAPSE ALL

18a. Building operation costs Total: $17,735.77
18b. Licenses & permits Total: $750.00
18c. Purchases Total: $9,368.26
18d. Salaries Total: $3,376.29
18e. Payroll taxes Total: $1,544.03
18f. Employee benefits Total: $1,700.00
18g. Payroll processing fees Total: $1,237.46

18h. Banking fees/charges Total: $1,988.04

18i. Other Total: $1,478.47

EXPAND ALL COLLAPSE ALL




Expense Lines — Line 19

* Line 19. Chapter Home/Department HQ
Operational Expenses

* Report expenses associated with the chapter meeting
place/department headquarters facility operation.

e Line 19 Schedule

* There are five (5) sub-lines included on Line 19 that
require specific information for each.

19. Chapter home/unit home/department HQ operational expenses

EXPAND ALL COLLAPSE ALL

19d. Banking fees/charges Total: $0.00

EXPAND ALL COLLAPSE ALL




Expense Lines — Line 19

e Line 19 Schedule, Continued

* Include meeting space fees, rent, mortgage payments,
utilities, insurance, repairs and maintenance, banking
expenses, purchases of office furniture, computers and
any other expenses directly related to the chapter
meeting place/department headquarters daily
operations, and the total amount for each category.



Expense Lines — Line 19

* Things to note:

a) Allocate building expenses for department/chapter
operations, accordingly.

* Allocations should be made in accordance with how often the
building is used for that specific operation (i.e. bar/lounge,
bingo and chapter home/department headquarters.)

* For example, a bar/lounge operation that is open 7 days a week
would have higher operational costs (utilities, janitorial,
insurance, etc.) than bingo operation sessions held 2 days a
week or chapter home/department headquarters facility open
1 day a week. See Allocations — Explanation & Schedule
Example.

b) Vehicle expenses do not belong on Line 19.

* |f vehicles are used for service to veterans and their families,
report vehicle expenses on Line 14.

 If vehicles are used for other purposes, excluding thrift store
operation, report expenses on Line 21.



Expense Lines — Line 19a

* Line 19a. Building Operation Cost

* Report expenses associated with the chapter meeting
place/department headquarters facility operation.

e Line 19a. Schedule

* Include reason/description of each expense category (e.g.
mortgage payments) and the total amount for each.

e Schedule Example:
Rent, VFW-Meeting Space Rent 1,200.00

Insurance, Liability Insurance 647.89
Line 19a Total S1,847.89




Expense Lines — Line 19a

* Line 19a. Completed Schedule Example:

19a. Building operation costs Total: $1,847.89

Type
Description
Amount
ADD
Rent VFW - Mesting Space Rent $1,200.00 DELETE
Insurance Liability Insurance $647.89 DELETE



Expense Lines — Line 19b

Line 19b. Licenses & Permits

* Report expenses for licenses andfpe_rr_nits related to the chapter meeting
place/department headquarters facility operation.

Line 19b. Schedule

* Include reason/description of each expense category (e.g. building permit) and
the total amount for each.

Schedule Example:

Business License 115.00
Line 19b Total $115.00

Line 19b. Completed Schedule Example:

Total: $115.00

Business License $115.00 DELETE



Expense Lines — Line 19c

Line 19c. Purchases
* Report purchases made for the chapter meeting place/department HQ facilities and total amount for each category.

Line 19c. Schedule
* Include reason/description of each expense category (e.g. computer) and the total amount for each.

Schedule Example:

Chapter Flag 615.49
US Flag 125.00
Frame for Charter Document 150.00
Line 19c¢ Total $890.49

Line 19c. Completed Schedule Example:

_ _ _——€—_—_—_—_—_—_—_—_—_—_—_—_€_—_—_—_—_—_—_—_—_—_—_—_——e———~——~—~—~—~e~e~—“—“™———e—e e———eeee—_——-eeeeeessshtn o
19¢. Purchases Total: $890.49

Description

Amount

ADD
Chapter Flag £615.49 DELETE
US Flag $125.00 DELETE
Frame for Charter Document £150.00 DELETE



Expense Lines — Line 19d

Line 19d. Banking Fees/Charges

* Report all banking fees and charges associated with the chapter meeting place/department HQ facilities and daily
operational costs.

Line 19d. Schedule
* Include description of the banking fees/charges (e.g. checking account service fees) and the total amount for each.

Schedule Example:

Checking Account Service Fees 25.31
Investment Management Fees 253.47
Line 19d Total $278.78

Line 19d. Completed Schedule Example:

19d. Banking fees/charges Total: $278.78

Description

Amount

ADD
Checking Account Service Fees $25.31 DELETE
Investment Management Fees $253.47 DELETE



Expense Lines — Line 19e

Line 19e. Other

* Report all expenses related to the daily operations of the department/chapter that do not
fall on lines 19a. thru 19d.

Line 19e. Schedule
* Include reason/description of each expense category and the total amount for each.

Schedule Example:

Accounting Fees 875.46
Line 19e Total $875.46
Line 19e. Completed Schedule Example:

Amount

ADD

Accoun ting £875.48 DELETE




Expense Lines — Line 19e

* Line 19. Completed Schedule Example:

19. Chapter home/unit home/department HQ operational expenses Total: $4,007.62

EXPAND ALL COLLAPSEALL

19a. Building operation costs Total: $1,847.89
19b. Licenses & permits Total: $115.00
19c. Purchases Total: $890.49

19d. Banking fees/charges Total: $278.78

19e. Other Total: $875.46

EXPAND ALL COLLAPSEALL




Expense Lines — Line 20

* Line 20. Total Decrease in Market Value of Investments on Line 26 During
Accounting Period.

* Report the total decrease in the market value of investments reported on Line
26 as of the end of the accounting period (June 30).

* Things to Note

* Only a total increase or decrease in market value of the investments as whole is
reported. If you enter an amount is on Line 8, you will not be able to enter an
amount on Line 20. Decrease in Market Value of Investments on Line 26 During the
Accounting Period.

* Click in the Total Decrease field and enter the amount. NOTE: There is no ADD
button for this line. This data will be added to Line 20 when you click on the Save

button. If you have an amount on this line, do not leave your report without saving
it first.

* Line 20 Example:

20. Decrease in market value of investments on line 26 during accounting period Total: $1,386.44

Total decrease:

$1,386.44




Expense Schedules — Line 21

e Line 21. Other Expenses
e Report other expenses that do not fall on Lines 11 thru 20.

e Line 21. Schedule

* Include awards, gifts and pins to officers, members and
guests; dinners and picnics for the members; installation,
supplies (non-Forget-Me-Not) purchased from National, other
miscellaneous expenses, and the total amount for each

category.
e Schedule Example:
Fundraiser — BBQ Event 4,512.36
Fundraiser — Car Show 125.00
Fundraiser — Quilt Raffle 743.15
DAV Membership Dues 250.00
Christmas Dinner for Members 1,483.77
Hall Rental Operation 2,648.22

Line 21 Total S9,762.50



Expense Schedules — Line 21

* Line 21. Completed Schedule Example:

Description
Amount
ADD

Fundraiser - BBQ Event $4,512.36 DELETE
Fundraiser - Car Show £125.00 DELETE
Fundraiser - Quilt Raffle £743.15 DELETE
DAY Membership Dues $250,00 DELETE
Christmas Dinner for Members $1,483.77 DELETE
Hall Rental Operation §2,648.22 DELETE



Expense Lines — Line 22

* Line 22. Total Expenses Line

e The amount on line 22 is the sum of the amounts on
lines 11 thru 21.

Let's get stariad Income ExpensE Liguid assets Bank account info Other assets Attachments

EXPAND ALL COLLAPSEALL

11. Administrative personnel salaries, benefits, payroll taxes & processing fees Total: $28,228.56
12. Conventions/conferences/seminars/meetings Total: $3,882.70

13. Administrative & non-service related postage & office supplies Total: $624.77

14. Service expenses Total: $137,361.77
15. Forget-me-not expenses Total: $712.40

16. Bingo operation expenses Total: $0.00
17. Thrift store operation expenses Total: $0.00
18. Bar/lounge operation expenses Total: $0.00

19, Chapter home/funit home/department HQ operational expenses Total: $4,007.62

20. Decrease in market value of investments on line 26 during accounting period Total: $1,386.44

21. Other expenses Total: $9,762.50

| 22. Total expenses: $185,966.76 |




Ending Balance Line

* Ending Balance Line

 The amount on the
Ending Balance line is
the Beginning Balance
plus the amount on Line
10 (Total Income) and
minus the amount on
Line 22 (Total Expenses).

* Things to note:

* The Ending Balance of e

your current AFR must

agree with the total

liguid assets on Line 27

of your current AFR. L

Review

Beginning balance: 50.00
1. All funding from national headquarters: 50.00
2. Forget-me-not drive gross receipts: 50,00
3. Bingo gross receipts: 50.00
4. Thrift store gross receipts: 000
5. Bar/lounge gross receipts: 50.00
6. Interest & dividend income from checking, savings, and CDs only: 50.00
T. In-kind donations during accounting pericd: 5000
B. Increase in market value of investments on line 26 during accounting period: 5002
5. Other income: $0.00
10. Total income: 000
11. Administrative personnel salaries, benefits, payroll taxes & processing fees: 5000
12. Conventions/conferences/seminars/meetings: 50.00
13, Administrative & non-service related postage & office supplies: £0.00
14, Service expenses: £0.00
15. Forget-me-not expenses: 50,00
1€. Bingo operation expenses: 000
17. Thrift store operation costs: 5000
1E. Bar/Lounge operation expenses: £0.00
15. Chapter home unit home/department HO operational expenses: 5000
20. Decrease in market value of investments on line 26 during accounting period: 30.07
21. Other expenses: 50.00
22. Total expenses: 5000

50.00 l

23. Checking accounts & cash on hand as of June 30: 000
24_ Savings accounts as of June 30: 5000
25, Certificates of deposit as of June 30: 000
26. Market value of investments as of June 3d: 50.00
27. Total fquid assets as of June 30: £0.00
Out of balance amount: 50.00




Liquid Assets Tab

e The Liquid Assets tab consists of four (4) liquid assets
category lines and the total liquid assets line. Report all
liquid/cash assets which, for DAV’s financial reporting
purposes, are assets that are in cash form or are readily
convertible to cash (i.e. stocks, bonds, mutual funds and any
other securities) as of the end of the accounting period

(June 30) on these lines.

Let's get started Income | Expenses Lq d sets Bank account info Other assets Attachments

EXPAND ALL COLLAPSE ALL

23. Checking Accounts and Cash on Hand as of June 30 Total: $0.00

24. Savings accounts as of June 30 Total: $0.00
25. Certificates of deposit as of June 30 Total: $0.00

26. Market value of investments as of June 30 Total: $0.00

EXPAND ALL COLLAPSE ALL

27. Total liguid assets as of June 30: $0.00




Liquid Assets Tab Continued

* Things to note:

* The financial report should be balanced using the actual
bank account register, which accounts for all deposits,
withdrawals, and checks written as of June 30, not the
ending balances shown on the bank statements.

* |f a deposit or withdrawal is made or a check written on
or before June 30, it should be reflected on the financial
report even if it has not actually cleared the bank by
June 30.

 The amount of the reconciled banking information plus
any applicable cash on hand as of June 30 must agree
with the Total Liquid Assets amount reported on Line 27.



Liquid Assets — Line 23

* Line 23. Checking Accounts and Cash on Hand as of
June 30

e Report amounts in all checking accounts and all cash on
hand on the last day of the accounting period (June 30).

e Line 23 Schedule

* There are two (2) sub-lines included on Line 23 that
require specific information for each.

23. Checking Accounts and Cash on Hand as of June 30 Total: $0.00

EXPAND ALL COLLAPSEALL

Total: $0.00

23b. Cash on hand as of June 30 Total: $0.00

EXPAND ALL COLLAPSEALL




Liguid Assets — Line 23a

* Line 23a. Checking Accounts as of June 30
e Report June 30 balance of each checking account.

e Line 23a. Schedule

* Include the name of each bank, a description of the account
(e.g. bingo account), and the total amount for each.

* Things to note:

* Asingle PDF file that includes a coof)y of the bank statement
closest to June 30t and completed reconciliation page for
each checking account must be uploaded.

e Schedule Example:
US Bank, Thrift Store Account 45,124.33
Bank of America, General Account 28,443.91
Line 23a. Total $73,568.24



AS01
Typewritten text
Liquid Assets – Line 23a


Liguid Assets — Line 23a Continued

* Line 23a. Completed Schedule Example:

23a. Checking accounts as of June 30 Total: $73,568.24

Bank Name
Description
Amount
ADD
US Bank Thrift Store Account $45,124.33 DELETE
Bank of America General Account $28,443.91 DELETE

Bank statement closest to June 30 of this accounting period file (To upload multiple files, add them as a single .zip file):

Checking Account Attachi

CLEAR FILE



Liquid Assets — Line 23b

e Line 23b. Cash on Hand as of June 30

* Report all cash on hand as of June 30.

e Line 23b. Schedule

* Include the reason for the cash on hand (e.g. gift cards)
and the balance as of June 30 for each category.

* Include a description for the cash on hand (e.g. unused
gift cards on hand).

* Schedule Example:
Petty Cash Drawer 2,500.00
Gift Cards, Unused 500.00
Line 23b. Total S3,000.00




Liquid Assets — Line 23b Continued

* Line 23b. Completed Schedule Example:

23b. Cash on hand as of June 30 Total: $3,000.00

Reason for cash-on-hand

Description

Amount

ADD

$2,500.00 DELETE

$500.00 DELETE

Petty Cash Drawer

Gift Cards Unused




Liquid Assets — Line 24

* Line 24. Savings Accounts as of June 30

e Report the balance as of June 30 for each savings
account.

e Line 24. Schedule

* Include the bank name for each savings account and the
balance as of June 30 for each.

* Schedule Example:
Bank of America 18,161.73
Line 24. Total $18,161.73




Liquid Assets — Line 24 Continued

* Line 24. Completed Schedule Example:

24. Savings accounts as of June 30 Total: $18,161.73

Bank name

Amount

Bank of &America £18,161.73 DELETE

Bank statement closest to June 30 of this accounting period file (To upload multiple files, add them as a single .zip file):
Savings Account Attachm

CLEAR FILE




Liquid Assets — Line 25

* Line 25. Certificates of Deposit as of June 30
* Report the balance as of June 30 for each certificate of
deposit.
* Line 25. Schedule

* Include the name of the financial institution for each
certificate deposit and the balance as of June 30 for

each.
* Schedule Example:
US Bank 10,293.47
US Bank 5,000.00

Line 25. Total S15,293.47



Liquid Assets — Line 25 Continued

* Line 25. Completed Schedule Example:

Bank name
Armount
ADD
US Bank $10,2593.47 DELETE
US Bank §5,000.00 DELETE

Bank statement or letter from financial institution verifying the value of any CDs as of June 30 of this accounting period file {To upload multiple files, add them as a single .zip file):

CD Attachment.pdf

CLEAR FILE




Liquid Assets — Line 26

e Line 26. Market Value of Investments as of June 30

* Report the portfolio market value as of June 30 for each
investment account.

e Line 26. Schedule

* Include the name of the financial institution for each
certificate deposit and the balance as of June 30 for

each.
* Schedule Example:
Wells Fargo 145,678.23
Fifth Third Bank 17,574.88

Line 26. Total S163,253.11



Liquid Assets — Line 26 Continued

* Line 26. Completed Schedule Example:

Total: $163,253.11

26. Market value of investments as of June 30

Bank name
Armount
ADD
Wells Fargo $145,678.23 DELETE
Fifth Third Bank $17,574.88 DELETE

Copy of bank statement or letter from financial institution verifying the value of any investments as of June 30 of this accounting period file (To upload multiple files, add them as a single .zip file):

Investment Account Attac

CLEAR FILE




Liquid Assets — Line 27

 Line 27. Total Liquid Assets Line:

Let's get started Income Expanses Liquid assats Bank account info COther assets Attzchments

EXPAND ALL COLLAPSE ALL

23. Checking Accounts and Cash on Hand as of June 30

24. Savings accounts as of June 30 Total: $18,161.73

25. Certificates of deposit as of June 30 Total: $15,293.47

26. Market value of investments as of June 30 Total: $163,253.11

27. Total liquid assets as of June 30: $273,276.55




Bank Account Info Tab

 The Bank Info tab is where information for the
department/chapter and affiliated entity(ies) bank accounts
is entered, edited, or deleted.

* Things to note:

* If thereis an apEroved AFR in the system for the prior accounting
Period, the banking information from that AFR will be brought
orward into your new AFR. This eliminates the need for you to
enter the same banking information each year, and it allows you to
edit and update existinﬁ information like the names of the
authorized signers on the bank accounts.

* If there is not an approved AFR for the prior accounting period,
enter and add the banking information for each department
/chapter/affiliated entity(ies) bank account.



Bank Account Info Tab — Add New Bank Info

e Add New Bank Info

e Report bank information, including the authorized signers, for

new department/chapter and affiliated entity(ies) bank
accounts.

* Things to note:

* Two authorized signers are required for each bank account.

* As this is a long schedule, be sure to scroll down to the

bottom of the page and click on the ADD button to add your
entry to the schedule.

e Ensure that your entry has been added before clicking on the
Save button. If you click the Save button before your entry

has been added, any information entered in the fields will be
lost.

* If you leave your report before saving it, any information that
has been added but not saved up to that point will be lost.



Bank Account Info Tab — Add New Bank Info Continued

e Add New Bank Info Schedule:

e Include the account number, name of the financial
institution, and the complete address of each bank, as
well as the first and last names of the authorized signers

on each account.

e Schedule Example:

000111111 - US Bank, 44 Main St., Huntsville, AL 11111
Jack Gordon, Commander
Morris Bayberry, Adjutant/Treasurer
Connie Caldwell, 15t Jr. Vice Commander

000222222 - Fifth Third Bank, 15 Third Ave., Huntsville, AL 11111
Jack Gordon, Commander
Sylvester Walton, Sr. Vice Commander



Bank Account Info Tab — Add New Bank Info Continued

 Add New Bank Account Completed Schedule Example:

* Note: The entire completed schedule is not visible. Use the scrollbar at the
bottom of the schedule to scroll to the right to see all information and to access
the Edit and Delete buttons.

| Let's get started || Incems || Expenses || Liguid assets | Bank accou

nt info | Other assets || Attachments

Name of bank(s) and branch locations, and signors on accounts

Add New Bank Info

Signee | Signee | Signee Signee ﬁgnee
Account Institution Address 1 first llasl: 1 Signee 1 2ﬁrsl: 2lasl: ﬁg'me2]nll
number name - job title o

000111111 Huntsville Alabama 11111 Jack  Gordon  Commander Morris Bayberry Adjutznt/Treasurer
Fifth 15 P

000222222  Third Third Huntsville  Alabama 11111  Jack Gordan Comman der  Sylvester  Walton v
Bank e, Commander

Signee | Signee Signee | Signee ﬁg-ee Signee | Signee | Signee
3h-st 2 last ﬁ':.’;: 4ﬁrsl 4h5| 4|nb Sfirst | 5last Ejnb
name name name
izt In
je  Caldwell 'ul'lce EDIT DELETE
mmmmmmm
EDIT DELETE
3




Bank Account Info Tab — Edit Bank Information

e Edit Button

Use the Edit button to correct banking information on a newly
added bank account or update banking information, including bank
signers, brought forward from a prior year’s approved AFR.

* Things to note:

Use the scrollbar at the bottom of the schedule and scroll to the
right to access the Edit button.

When the Edit button is clicked, all of the bank information for that
entry is moved back into the schedule fields for editing.

As this is a long schedule, be sure to scroll down to the bottom of
thﬁ pdagle and click on the ADD button to add your entry to the
schedule.

Ensure that your entry has been added before clicking on the Save
button. If you click the Save button before your entry has been
added, any information entered in the fields will be lost.

If you leave your report before saving it, any information that has
been added but not saved up to that point will be lost.



Bank Account Info Tab — Edit Bank Information

* Editing Bank Info on Schedule

 Click on the Edit button next to the bank account you
wish to edit.

Note: In this example, we will correct the Signee 2 Last Name on
the Fifth Third Bank account from Walton to Warren.

o
:;nk Mzin Huntsville  Alabama 11111 | Jack Gordom 0000 Comman dar  Morris Bayberry Adjutant/Treasurer | Conmie Caldwel
Fifth 15 . : ’ 5Sr. WK

000222222  Third Third Huntswville Alabama 11111 Jack Sordon Commander | Sylvester i
Bank Aye. ) Smasvslcy

surer  Connie  Caldwell Viee EDIT DELETE

| EDIT | DELETE

.3




Bank Account Info Tab — Edit Bank Information

* Editing Bank Info on Schedule, Continued
* All of the bank information for that entry is moved back

into the schedule fields for editing.

Bax Other assets

iguid sssets

Let's get started Income penses

oo0222222

name

Fifth Third Bank
Address




Bank Account Info Tab — Edit Bank Information

* Editing Bank Info on Schedule, Continued

 Click in the appropriate field, delete the information in
the field, and then enter the correct information.

15 Third Ave.
City

Huntswilie
State
Alanamna
Zip
11911
Signesa 1
Signse 1 first nams=
Jack

ignee 1 last name

Gordon
Signee 1 suffic

ignee 1 job titie
Commander
Signee 2
Signee 2 first nams

Sylvester

Signee 2 last name

Warren

Signee 2 suffix

Sr. Vice Commander



Bank Account Info Tab — Edit Bank Information

* Editing Bank Info on Schedule, Continued

e Click on the ADD button to add your new entry
information to the schedule.

000111111 Main Huntsville  Alabama = 11111 Jack Gordon

Fifth 15 :
000222222 Third Third Huntsville  Alabams 11111 Jack  Gordon Commander  Sylvester | Warren e
Tk s Commander

1

* Repeat to edit banking information for other accounts as
needed.




Bank Account Info Tab — Delete Bank Info

e Delete Button

e Use the Delete button to delete the entire record
of a newly added or existing bank account.

* Things to note:

* Use the scrollbar at the bottom of the schedule
and scroll to the right to access the Delete button.

* This action is immediate. Be sure that you are on
the appropriate line before clicking on the Delete
button.

e Be sure to click on the Save button. If you delete a
bank record and leave your report before saving it,
the bank record will not be removed from your
report.



Bank Account Info Tab — Delete Bank Record

 Delete Bank Record on Schedule

* Click on the Delete button to delete the entire record of a
newly added or existing bank account.

Note: In this example, we will delete the US Bank record.

us
oo0iitiil Main Huntswille | Alabama | 111i1 | Jack Sordon Commandar  Marris Bayberry Adjutant/Treasurer | Connie | Caldwel
St
| Fifth 15 : S i
DOO0222222  Third Third Huntsiille = Alabama 11111 Jack Gordon Commandar | Sylvester | Warren e
' Bank Ave. K ' - ' Commander

surer  Connie | Caldwell

4 AEEEEE——




Bank Account Info Tab — Delete Bank Record

e Delete Bank Record on Schedule, Continued
* The bank record is no longer present on the schedule.

Signee Egnee Signee Signee Eglee Signee | Signee
Institution | o ydress 1 ﬁrst 1 Iasl: 59'"’" - 2 ﬁ.st 2 last 59“"" - 2 ﬁml 3 Iasl:
— name name
S ‘ufoe

Fifth

0002222223 'I1'|rd Huntsville = Alabama 11111  Jack | Gerdon n = Comman dar | Sylvester = Warren
mmmmmmm

4 3

* Click on the Save button at the bottom of the page.

e Signes | Signee | Signes
Te=tinlion | address | City Stats Zip 1first | 1last | 1
o NaAME
name name suifix
Fifth ]
000222227 | Third Third Huntsville | Alabama @ 11111 | Jack Zordon
Bank Ave.




Bank Account Info Tab — Delete Bank Record

e Delete Bank Record on Schedule, Continued
* The bank record has been deleted from your report.

Name of bank{s) and branch locations, and sig

Add New Bank Info

Eg-ee Egllee ﬁg-ee Egllee Signee 2 Egllu
name - _pnl: EHE job title - -
22222

untsville  Alzbzma Commander  Syheester  Warrzn

Commander




Other Assets Tab

 The Other Assets tab consists of five (5) lines that
require specific information for each. Report all
fixed assets of the department/chapter and
affiliated entity(ies) on these lines.

Let's get started Income Expenses Liguid assets Bank account info Attachments

EXPAND ALL COLLAPSE ALL

[_) othar zss2ts have been reviewad

Furniture {Equipment

Vehicles (Automobiles, Trucks, Vans, Trailers)

Inventory/Miscellaneocus

EXPAND ALL COLLAPSE ALL
SAVE REVIEW LOCK CANCEL DOWNLOAD ALL ATTACHMENTS




Other Assets Tab

* On the Other Assets tab, you can:
* Add new fixed assets.
* Mark existing fixed assets as sold.

* Edit existing fixed assets.

e Edit should only be used to update the market value, correct
misinformation, or mark an asset as sold. Do not use Edit for any other

reasons.
* Delete existing fixed assets records.

* Delete should only be used to remove an asset entry that was entered in
error. This action is immediate. Be sure that you are on the appropriate
line before clicking on the Delete button.

* Things to note:

* If thereis an approved AFR in the S\éstem for the prior accounting period, the
information on the Other Assets tab from that AFR will be brou(f t forward into
the Other Assets tab of your new AFR. This eliminates the need for you to enter
the same information each year, and it allows you to edit and update existing
information like the market value or disposition of an asset.

* Ifthere is not an approved AFR in the system for the prior accounting period, enter
and add the information for all fixed assets of the department/chapter and
affiliated entity(ies), accordingly.



Other Assets Tab — Add New Assets

 Add new fixed assets.

 To add a new fixed asset, click on the title of the
appropriate line, then on the “Add New...” button for

that line and enter the information for the new asset,
accordingly.

* Example of “Add New...” button for the Real Estate line:

Real Estate Titled in Department/Chapter Name
\




Other Assets Tab — Add New Assets

* Add new fixed assets.
* Click in the fields and enter the appropriate information:

Real Estate Titled in Department/Chapter Name

Address
1045 Fifth 5t
City

Huntsville

Alabama

11111
Date Purchasad/Acquired
coi1arz021 (]

Current Estimated Market Valus as of June 20

175159

Description {2, g. Thrift Store, Home/Headquarters Facility)

Bar/Lounge




Other Assets Tab — Add New Assets

 Add New Fixed Assets, Continued

* The new fixed asset is added to the schedule. The total
market is automatically calculated and added to the
corresponding line.

 Example of completed Real Estate schedule:

N TP T e STy [WRE v o8
2 . -
s | trin- | B I o

* Note:

* Click on the Save button to save the updated information to
your AFR. If you leave before saving, your sales information
will be lost.



Other Assets Tab — Mark Assets as Sold

* Mark Existing Assets as Sold:

* To mark an existinﬁ asset as sold, click on the title of the _
appropriate line, then on the Edit button next to the asset you wish
to mark as sold.

75 — -

Grazn Hintcolle | Alsbama: | 4t1as, | 172 szs7desa4 | Vit tio 5000 EDIT DELETE
A, 08-16 Store

1

i ’ cin " . 1952~ Bingo & .

I's»-:kn Huntsville  Alabama g o £135,179.23 HaglE iR Ha $0.00 EDIT DELETE

Click on the “Has this property been sold?”/ “Has this item been
sold/disposed/donated?” checkbox to enable the Sale Date/Disposition Date and
the Sale Amount/Disposition Amount. Enter the required information and click on
the ADD button to add the information to the schedule.

Has this property been =old?
Sale Date
4292021 a

Sale Amount

145429.73

ADD




Other Assets Tab — Mark Assets as Sold

* Mark Existing Assets as Sold, Continued
 The sales information is added to the schedule.

Example of completed Real Estate Schedule showing sales:

11 Bingo

Miain Huntsville | Alabama 11111 50,00 and Yes  04f219/2021 5145,429.73 EDIT DELETE
5k Bar/Loungs

75 Thrift

Grezn Huntsville  Alabama 11111 8/16/1972 5257,4£5,24 Str:lre Mo 50,00 EDIT DELETE
Ae,

* Note:
Click on the Save button to save the updated information to your
AFR. If you leave before saving, your sales information will be lost.




Other Assets Tab — Edit Existing Assets

 Edit Existing Assets Records

e To Edit an asset record, click on the Edit button next to
the asset you wish to update.
* As areminder, Edit should only be used to update the market

value, quantity, correct misinformation, or mark asset as sold.
Do not use Edit for any other reasons.

Example of Furniture/Equipment schedule

£250.00 o - DELETE
5 Desks $450.00 Mo £0.00 - DELETE




Other Assets Tab — Edit Existing Asset

* Edit Existing Asset Records, Continued

* Click in the appropriate fields and update information as
needed, and then click on the ADD button.

Furniture / Equipment

Add New Furniture f Equipment

E Office Chairs
urrent Estimated Market Value as of June 20

157,00

[ Has this item besn sold/dizposedidonated?
Disposition Date
e/ dd vy

Disposition Value




Other Assets Tab — Edit Existing Asset

* Edit Existing Asset Records, Continued
 The sales information is added to the schedule.

Example of completed Furniture/Equipment schedule showing
updated quantity and market value:

5 Office Chairs 5157.00 Hao =0.00 EDIT DELETE

 Note:

Click on the Save button to save the updated information to your
AFR. If you leave before saving, your sales information will be
lost.



Other Assets Tab — Delete Existing Asset

Delete Existing Assets Record

* Click on the Delete button next to the real estate record you wish to delete.

* As areminder, Delete should only be used to delete an asset entry that was entered in
error. This action is immediate. Be sure that you are on the appropriate line before
clicking on the Delete button.

Example of Inventory/Miscellaneous schedule:

Bar Inventory £5,500.00 EDIT DELETE

Offica Supplies £123.47 EDIT DELETE
DELETE

Flags £250.00 EDIT

2 Desktop Computsrs £1,200.00 EDIT DELETE

(]

Example of Inventory/Miscellaneous schedule showing removal of asset entered in error:

Bar Inventory £5,500.00 - DELETE
Office Supplies £123.47 EDIT DELETE
Flags £250.00 EDIT DELETE

Click on the Save button to save the updated information to your AFR.
If you leave before saving, your sales information will be lost.



Other Assets Tab — Confirmation Checkbox

e Other Assets Tab Reviewed Confirmation Checkbox

» After you have entered new assets and updated/reviewed
existing assets, click on the “Other assets have been
reviewed.” checkbox at the top of the page.

* Things to note:
* Your report cannot be submitted if this checkbox is not checked.

Let's get started Income Expenses Liguid assets Bank sccount info Other assets Attachments

EXPAND ALL COLLAPSEALL

I [ other asssts have been reviewsd I

Real Estate Titled in Department/Chapter Name

EXPAND ALL COLLAPSEALL

Let's get started Incoms Expenses Liguid assets Bank account info Attachments

EXPAND ALL COLLAPSE ALL

I Othar assats hawe baen reviawed I

Real Estate Titled in Department/Chapter Name

I
EXPAND ALL COLLAPSEALL



Other Assets Tab — Real Estate Line

* Real Estate Titled in the Department/Chapter Name
Line
e Report all real estate titled in the department/chapter/

affiliated entiy(ies) name, update real estate information
and report any real estate sales.

* Things to note:

* Property that is not titled in your department/chapter/
affiliated entiy(ies) name should not be reported.

* Provide the estimated market value and not the purchase price.

e Real Estate Schedule:

* Include the complete address, date purchased/acquired,
estimated market value as of June 30, and a description
(e.g. Thrift Store, Department HQs) of each real estate
property titled in the department/chapter name.



Other Assets Tab — Real Estate Line

* Real Estate Titled in the Department/Chapter Name
Line
* Report all real estate titled in the department/chapter

name or affiliated entiy(ies) name, update real estate
information and report any real estate sales.

* Things to note:

* Property that is not titled in your department/chapter name or
affiliated entiy(ies) name should not be reported.

* Provide the estimated market value and not the purchase price.

e Real Estate Line Schedule:

* Include the complete address, date purchased/acquired,
estimated market value as of June 30, and a description
(e.g. Thrift Store, Department HQs) of each real estate
property titled in the department/chapter name or
affiliated entity(ies) name.



Other Assets Tab — Real Estate Line

* Real Estate Titled in Department/Chapter Name
Line Completed Schedule Example:

Real Estate Titled in Department/Chapter Name Total: $257,465.37

Add New Real Estate

Address
City
State
Zip

Date Purchased/Acguired

mimn/dd yyyy [m]

Current Estimated Market Valus as of Junz 20

Description (e, g. Thrift Store, Home/Headgquarters Facility)

[ Has this property been sold?
Sale Date

mm/dd yyyy

Sale Amount

ADD
73 Thrift
Gresn Huntsville Alabama 11111 8/16/1972 £257.465.37 E— No %0.00 EDIT DELETE
Ave,




Other Assets Tab — Loan Information Line

* Loan Information Line

* Report any loans in the department/chapter name or
affiliated entity(ies) name.

e Loan Information Line Schedule:

* Include the full name and address (city, state and zip

code) of each lender, the type of loan (e.g. existing
mortgage, refinance) and the loan balance as of the end

of the accounting period (June 30) for each.



Other Assets Tab — Loan Information

* Loan Information Line Completed Schedule
Exam |:_>Ie

Add New Loan

Mame of Lender/Institution

Lender/Institution Address
City

State

Zip

Loan Type

Loan Other Type

Balance as of June 30

ADD
US Bank 54 Stand St Huntsville Alabama 11111 :J'I.:‘;gage $150,000.00 EDIT DELETE



Other Assets Tab — Furniture/Equipment Line

* Furniture/Equipment Line

e Report all furniture and equipment owned by the
department/chapter or affiliated entity(ies) as of June
30.

* Things to note:

* Provide the estimated market value, not the purchase price for
these assets.

* Furniture/Equipment Line Schedule:

* Include a description of each item category (e.g. 5 desks)
and the total current estimated market value of each.



Other Assets Tab — Furniture/Equipment Line

* Furniture/Equipment Line Completed Schedule
Example:

Add New Furniture/Equipment

Description

Current Estimated Market Valus as of Juns 20

[ Kas this item besn sold/disposed/donated¥

Disposition Date
mm/dd{yyyy

Disposition Walue

2 Laptop

Computers F1.200.00 e $0.00 EDIT DELETE
& Chairs £250.00 No =0.00 EDIT DELETE
5 Dasks £450.00 No =0.00 EDIT DELETE




Other Assets Tab — Vehicles (Automobiles, Trucks, Vans, Trailers)

 \Vehicles (Automobiles, Trucks, Vans, Trailers) Line

* Report all vehicles, including automobiles, trucks, vans
and trailers) titled in the department/chapter name or
affiliated entity(ies) name as of June 30.

* Things to note:

* Vehicles not titled in your department/chapter or affiliated
entiy(ies) name should not be reported.

* Provide the estimated market value, not the purchase price.

 \Vehicles (Automobiles, Trucks, Vans, Trailers) Line
Schedule:

* Include the year, make and model of all vehicles/trailers
owned by the department/chapter or affiliated
entity(ies) and the current estimated market value, not
the purchase price, as of June 30 for each vehicle/trailer.



Other Assets Tab — Vehicles (Automobiles, Trucks, Vans, Trailers) Line

 \Vehicles (Automobiles, Trucks, Vans, Trailers) Line
Completed Schedule Example:

Vehicles (Automobiles, Trucks, Vans, Trailers)

Current Estimated Market Value as of June 20

O Has this tem been sold/disposed/donated?
Disposition Date

mm/ddyyyy
Disposition Value

Express
2500
2016 Chevrolet Cargo £13,000.00 No $0.00 EDIT DELETE
an
Transit
Ford e S—— $8,000.00 No $0.00 EDIT DELETE



Other Assets Tab — Inventory/Miscellaneous Line

* Inventory/Miscellaneous Line

e Report all inventory and miscellaneous items owned by
the department/chapter or affiliated entity(ies) as of
June 30.

* Things to note:
* Do not report furniture or equipment on this line.
* Provide the estimated market value, not the purchase price.

* Inventory/Miscellaneous Line Schedule:

* Include a description of each item category (e.g. flags,
office supplies, bar/lounge inventory) and the current
estimated market value for each category.



Other Assets Tab — Inventory/Miscellaneous Line

* Inventory/Miscellaneous Line Completed Schedule
Example:

Total: $1,820.77

Inventory/Miscellaneous

Add New Inventory/Miscellaneous

Description

Estimated Walue

Bingo Supplies =1,547.26 EDIT DELETE

Office Supplias £1273.41 EDIT DELETE

Flags £150.00 EDIT DELETE



Review & Complete AFR

* Review & Complete AFR

e After all information has been entered and all files
attached, click on the Review button to access the
Review page.

Let's gat started Incoms Expanses Liguid assets Bank account info Other asss s Artachments

Zaved attachments {must save before uploaded attachments will show hars}

File Name File Type
Testamentary Gift Attachment.pdf 9e. Testamentary Gift
Checking Account Attachment.pdf 23. Checking Accounts
Savings Account Attachment.pdf 24. Savings Accounts
CD Attachment.pdf 25. Certificates of deposit
Download Investment Account Attachment.pdf 26. Market value of investments

SAVE | REVIEW m CANCEL DOWNLOAD ALL ATTACHMENTS




Review & Complete AFR

* Review & Complete AFR, Continued

* The review page consists of the following
sections/fields:

* Review: This section displays the line totals from each
line of your AFR and calculates the out of balance
amount, if applicable.

e Signors: This section is where the membership numbers
are entered for the audit committee members and report
signer.

 Comments: This field is used to enter a comment or
explanation about your AFR, if needed.

e Unbalanced (Out of Balance) Report Checkbox & Reason
Field (only available if the AFR is out of balance): Clicking
on this checkbox and providing a reason for the
unbalanced AFR, allows you to submit an unbalanced
AFR, providing that the out of balance amount is within
the allowable tolerance.



Review & Complete AFR — Review Section

Review
° H & C I Beginning balance: s0.00
ReVIe.W Om p ete AFRI 1. Al funding from national headguarters: 50.00
CO nt I n u e d 2. Forget-me-not drive gross receipts: 5000
. . 3. Bingo gross receipts: 50.00
e Review Section: 4 Thrift store gross receipts: $0.00
. . L. Barflounge gross receipts: 50.00
e Review the |Ine tota |S to £. Interest & dividend income from checking, savings, and C.Ds only: 5000
ensure th at th ey a g ree 7. In-kind donations during accounting period: S0.00
. E. Increase in market value of investments on line 26 during accounting period: 3000
with your records s L =i
* Ensure that your AFR is 10, Total income: s0.00
H 11. Administrative personnel salaries, benefits, payroll taxes & processing fees:  30.00
! n ba Ia nfcbe ‘ I If yo u r A F R 12. Conventions/conferences/seminars/meetings: 50.09
IS O l_Jt O a a n Ce, 13. Administrative & non-service related postage & office supplies: 50.00
Review & Complete AFR 14 Service expenses s
—_ O ut Of B d I ance A F R . 15. Forget-me-not expenses: 5000
16. Bingo operation expenses: £0.00
17. Thrift store operation costs: 5000
1B. Bar/Lounge operation expenses: 5000
15. Chapter home/unit home/department HQ operational expenses: 5000
20. Decrease in market value of investments on line 26 during accounting period: $0.00
21. Other expenses: 50.00
22. Total expenses: 50.00
Ending balance: 50,00
23. Checking accounts & cash on hand as of June 30 5000
24. Sawvings accounts as of June 3l S0.00
25, Certificates of deposit as of June 30 S0.00
26, Market value of investments as of June 30 50.00
: § 27. Total liquid assets as of June 30: 50.00
Ot of balance amount: 50.00




Review & Complete AFR — Signors Section

Review & Complete AFR, Continued

Signors Section:

Add the signees one at a time. You can do this by clicking in the
appropriate field and entering the membership number of the
signee or clicking on the magnifying glass next to the field to search
for and add the signee.

Things to note:

There must be three audit committee member signees.

The “Signature of reporter” is the authorized department/chapter officer
(preferably the commander, adjutant, or treasurer) who prepared the
AFR/financial records to be submitted for review.

All four signees are required on the AFR.

The department/chapter commander, sr. vice commander, adjutant, treasurer,
and finance committee chairperson are not permitted to be members of the
audit committee.

Only active members of the department/chapter are eligible to be a signee.



Review & Complete AFR — Signors Section

* Review & Complete AFR, Continued
 Signors Section, continued:

e To search for a signee using the magnifying glass search option, click
on the magnifying glass.

Note: If an incorrect record was selected and added, click on the X next the
magnifying glass to remove that record. Repeat the search and select correct
member.

Signors

Audit comnmittse signature 1

Audit committes signature 2

Aurdit comnmittee signature 3

Signature of reporter




Review & Complete AFR — Signors Section

* Review & Complete AFR, Continued

 Signors Section, continued:

* On the Member Search, enter the criteria for the member and click
on the Search button.

nnnnnnnnnnn

aaaaaa

First Nsme

nnnnn

nnnnnnnnnnn




Review & Complete AFR — Signors Section

* Review & Complete AFR, Continued

 Signors Section, continued:
* In the Search Results, locate the correct member record and click on the
Select button.

* Things to note:
If the Select button is grayed out, that member is not eligible.

Y
Tl Shmdiea
L=
Finie =i i gt il
Tl R T e
Pl Fuslele Cmapparridan n
:;‘;; T ey ——
Srirem
e LT atm i L]
EE Lol Frogy T TIT e —
T LT L - Full fdiess LA Y =
Ly R g =
EIIRS
=
L e LY B Berm
D L SR T T R P TEE R )
Blipgs i L i Bqaapesiome Biane of e Armpsdni et
B o - DU g
Bl v by dr o Tpms P —— Caapsmrne &
M Lk Pl O T - Chew B 8O
]




Review & Complete AFR — Signors Section

* Review & Complete AFR, Continued

* Signors Section, continued:

* |f an incorrect record was selected and added, click on the X next the
magnifying glass to remove that record. Repeat the search and the
select correct member.

Signors

Audit committes signature 1

Audit commitize signature 2

Audit cormmittee signature 3

Signature of reporier




Review & Complete AFR — Comments

* Review & Complete AFR, Continued

 Comments field:
* Use this field to enter a comment or explanation about your AFR.

Comments

210 Clay Street property was donated o chapter.l




Review & Complete AFR — Out of Balance AFR

* Review & Complete AFR, Continued
e Out of Balance AFR

* If your AFR is out of balance, and you wish to go back into your report to
correct the issue(s), click on the Adjust/View My Report button at the bottom
of the page. You will be returned to your AFR to make the necessary
corrections. When you are ready after making the corrections, return to the
Review page and complete the submission process.

‘ ‘ ADJUST/VIEW MY REPORT I SUBMIT CANCEL DOWNLOAD ALL ATTACHMENTS
|

* |f your AFR is out of balance, and you are ready to submit your report without
correcting the issue(s), click on the “l would like to proceed with an
unbalanced report”, which opens the “Reason for unbalanced report” field.
Enter a reason for why your report is out of balance.

I would Bke to procesd with an unbalanced report

Reazon for unbalancad report




Review & Complete AFR — Out of Balance AFR

* Review & Complete AFR, Continued

e Out of Balance AFR, continued:
* Click on the Submit button.

| weorsld Bk tor proceed with an enbalsnced report

ason for unbefanced report

Example

ADJUST/VIEW MY REPORT

SUBMIT m DOWNLOAD ALL ATTACHMENTS

* Based on the out of balance amount, you will receive either
the Out of Balance Warning message or the Out of Balance
message:



Review & Complete AFR — Out of Balance AFR

» Review & Complete AFR, Continued

e Out of Balance AFR, continued:

* The Out of Balance Warning message allows you to acknowledge that
you are aware your report is out of balance and that you wish to move
forward without correcting the issue(s). Click on the “Acknowledge
and submit report” button to submit your report:

Ot of Balance Wamming b4

Yowr report is out of balancs by
FB01.08

tFyrae wish to move forward withous rectiinng the issue, you
may do 50 oy acknowiedging this siatement, Flease e awars
thst waur report may not be accepted if sulbmitied o out of
ZEEnce

| Acknowledge snd submit report Cancal |




Review & Complete AFR — Out of Balance AFR

» Review & Complete AFR, Continued

e Out of Balance AFR, continued:

* The Out of Balance message advises that the report is out of
balance in excess of the tolerable amount and that it cannot be
submitted without being corrected. Click on OK, and then
make the necessary corrections on the AFR.

Ot of Balance b |

Your repart is out of balsnee by
55,000.00

The report cannat be submitied with an imbalance greater
than 3090 28

Plegsz reyize the information on this report, make the
necesssry comections, and resubmit the report.

Ok,




Submit AFR Online Submission Form and Attachments

e Submit Your Completed AFR Submission Form and Attachments:

* When you are ready to submit your AFR, click on the Submit button.
* Note: If your AFR is submitted successfully, no additional changed can be made during the

review process.
[ s ] e oownuon s

ADJUST/VIEW MY REPORT

* If there are errors or missing information, you will receive a pop-up message
listing each issue.

* Click OK.

uatcrm.dav.org says

- - LLd e It SeELuUn 141, VeELErdns Alldity voiunidry
Service (VAVS) programs

- Please select a file in section 14k. Direct assistance to needy
veterans 8 families

- Pleaze chack that the Other Azzets have been raviewed.

- Flease provide z reason for the unbalancad report

- Line 7 total must be equal to Line 14m total.

- If there are any liquid assets, then there must be a bank account
provided,

o

* Click on the Adjust/View My Report to make the necessary corrections.

ADJUST/VIEW MY REPORT m CAMNCEL DOWNLOAD ALL ATTACHMENTS




Submit AFR Online Submission Form and Attachments

e Submit Your Completed AFR Submission Form and Attachments,
Continued

* Things to note:

* The issues listed in the error pop-up will also be listed in red at the top of your AFR as
you work through the tabs.

* They will remain at the top of the AFR until you click on the Save button. If you click
on the Review button and then the Adjust/View My Report button, a list of the
outstanding issues will show at the top again.

Back to AFR Landing

®  Dizgse setect 2 fileon secion 14z Donation: to VA medicel ceniars

= Pgaze sfect 2 file inzection 14k Denations 1o siate vaterans homes and patiants

= Heasze select 3 file in section 14¢, Donations 1o Columbia Trust

to tha Mational Sarvice Foundation
untary Serice VAV programs

= Tizase select 2 fileon section 144, Donztions
s Dleaze rgfect @ file inzection 14F Veterans

= Pieass celect 3 ile imzection 14k Diract assistance to neady vaterzns & familiss
®  Tizaze chack thar the Other Azzans have besn raviewsd.

= Dizaze provids 3 reazon for the unbalamced report.

= Lline 7 1otst must be agqual to Line 14m ot

= 1f ters are any liguid asza then there must be 2 bank accoumt provided.

Let's get started Incame Expenses Liguid assets Bank sccount info || Other assets




Submit AFR Online Submission Form and Attachments

e Submit Your Completed AFR Submission Form and Attachments,
Continued

e Click on the Submit button after all correction have been made.

ADJUST/VIEW MY REPORT SUBMIT m DOWNLOAD ALL ATTACHMENTS

* If all required information has been included, your AFR will be submitted in the system
and you will be navigated to the AFR Landing Page.

e The status of your AFR will show as Submitted on the AFR Landing Page.
e After your report has been submitted, you will only have View access.

Back to Membership CRM Landing

CREATE A NEW REPORT VIEW APPROVED REPORTS

AFRs currently in progress

REFRESH

Showing 110 1of 1 entries

ounting o
Department Chapter i (minus Saved | Submitted | Rejected
Period lines 1&7) Status & B a Actions
y y y
Example Example 2022-2023 33652719 [susmited [Example | Example

— - e —
Show iew\es Pravious | 1 ‘ Mayt  S=arch: |




Submit AFR Online Submission Form and Attachments

e Submit Your Completed AFR Submission Form and Attachments, Continued

* Once your AFR is submitted, you will receive an automatic email notification, as
well as the department/chapter commander, sr. vice commander, 1t jr. vice
commander, adjutant, treasurer and officer authorized to receive mail advising
that your AFR has been submitted. National Headquarters will be notified by our

system.

* You will also be able to view your submitted AFR by clicking on the View button in

the emails.

Example of email from department:

Officers,

Your Annual Financial Report for 2021/2022 has been received, and your effort on
behalf of DAV is greatly appreciated. The submission will be reviewed accordingly,
and you'll be contacted if we need anything else. No other acticn is required at this
time.

Thank you,

DEPARTMENT OF STATE
Department@gmail.com

(111) 222-3333

Example of email from National Headquarters:

Officers,

Your Annual Financial Report for 2020/2021 has been received, and your effort on
behalf of DAV is greatly appreciated. The submission will be reviewed accordingly,
and you'll be contacted if we need anything else. No other action is required at this
time.

(SIENY

Thank you,

DAV Membership Department

DAVOfficerSupport@dav.org
1-888-236-8313




After Submitting Your AFR

AFR Reviewing Authority

e After your AFR has been submitted in the system, it will be
reviewed by the appropriate reviewing authority.

* As a reminder:

* Department AFRs regardless of total income are reviewed and handled
by a National Headquarters representative.

e Chapter AFRs with total income (minus the amount on lines 1 & 7)
greater than $25,000 are reviewed and handled by a National
Headquarters representative.

e Chapter AFRs with total income (minus the amounts on lines 1 & 7)
equal to or less than $25,000 are reviewed and handled by the
respective DAV state departments.

* The reviewer will determine if your AFR is acceptable or
unacceptable.


AS01
Typewritten text
After Submitting Your AFR


Acceptable AFR

* If your AFR is acceptable:

* You will receive an automatic approval email notification, along with the
department/chapter commander, sr. vice commander, 1% jr. vice commander,

adjutant, treasurer and officer authorized to receive mail, advising that your
AFR has been accepted.

* Click on the View button in the email to view your approved AFR and review any
changes that may have been made to your AFR by the reviewer. Also, if the
reviewer had any comments about your AFR, you will see them in the
Department Comments field or HQ Comments field, accordingly.

Example of email from department: Example of email from National Headquarters:
Officers, Officers,
Your Annual Financial Report for 2021/2022 has been received and accepted. Your Your Anntial Financal Report lor 2D2INA0C1 has bee) TecBRie A accepied. Youy
effort on behalf of DAV is greatly appreciated. Please view the accepted report 1o effort on behalf of DAV is greatly appreciated. Please view the accepted report to
- - determine it any changes were made to your report Dy the reviewer.
determine if any changes were made to your report by the reviewer.
Thank you,
s DAV Membership Department
DEPARTMENT OF STATE DAVOfficerSupport@dav.org
Deparimeni@gmail.com 1-888-236-8313
(111) 222-3333




Unacceptable AFR

* If your AFR is unacceptable and requires corrections or additional information:

* You will receive an automatic rejection email notification, along with the department/chapter
commander, sr. vice commander, 1% jr. vice commander, adjutant, treasurer and officer
authorized to receive mail, advising that your AFR has been received but requires action.

* Click on the Action Required button in the email to view your AFR and review the instructions
from your DAV state department or National Headquarters pertaining to the issues on the AFR.
The instructions will be in the Department Comments or the HQ Comments fields, accordingly,

on the Let’s get Started tab of your AFR.

* Make the necessary corrections and/or provide the additional information as indicated, and then
resubmit your amended AFR. The process will start over.

Example of email from department:

Example of email from National Headquarters:

Officers.

Your Annual Financial Report for 2021/2022 was received and requires action.
Please view the report to make the appropriate changes, by clicking on the “Acticn
Required” button.

Thank you,

DEPARTMENT OF STATE
Department@gmail.com
(111) 222-3333

Officers,

Your Annual Financial Report for 2020/2021 was received and requires action.
Please view the report to make the appropriate changes, by clicking on the "Action
Required” button.

Thank you,

DAV Membership Department
DAVOflicerSupport@dav.org
1-868-236-8313




