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DISCLAIMER

Information contained in the following
slides is for general information purposes,
and should not be relied upon or treated as
legal advice nor should it be considered a
substitute for the advice of an attorney.
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Applying for and Employer
Identification Number (EIN)

"] Also know as Federal Identification Number (FIN)
=] EIN required to file the annual 990-N ePostcard

*| No fee to register for EIN

=] IRS form SS-4

=] Complete on-line at www.irs.gov

Unwavering Support for Uncommon Heroes ™



VFW Auxiliary

Unwavering Support for Uncommon Heroes ™




VFW Auxiliary

Unwavering Support for Uncommon Heroes ™




VFW Auxiliary

Direct Deposits

=| All funds to related organizations will be sent only via
Electronic Funds Transfer (EFT) (aka ACH / Direct
Deposit) from National Headquarters

= You will be notified via e-mail that a deposit has been
made into your bank account

= National is NOT going to take funds out of your account
without your knowledge

"  You may find the form ACH Authorization Form on the
VFW Auxiliary website behind login

=  Must submit new form if changing banks, accounts, or
bank information changes (i.e. bank changes names) or
enter new information in MALTA
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ACH AUTHORIZATION FORM

ENTITY NAME

(of Auxiliary, District, County Council or Department as listed on bank account)
Federal Identification Number (EIMor FIN) -

{as listed on bank records - 9 digit number)

| (we) hereby authorize the Veterans of Foreign Wars of the United States Auxiliary National
Headquarters, hereinafter called "National”, to initiate entries to deposit or withdraw funds from our
Checking account indicated below.

FINANCIAL INSTITUTION (BANK) NAME

BRANCH

CITY STATE ZIP

TRANSIT/ABANO.
{9 digit number on bottom of check or deposit slip)

ACCOUNT NO. __

This authority is to remain in full force and effect until National has received written notification from
me (or either of us) of its termination in such time and in such manner as to afford National a
reasonable opportunity to act on it

NAME (please print)

(President) (Treasurer)

DAYTIME PHONE NUMBER

(President) (Treasurer)

E-MAIL ADDRESS TO SEND TRANSACTION NOTICE: (please print)

SIGNATURE (REQUIRED)

{President) (Treasurer)

DATE DATE

h ATTACH VOIDED CHECK HERE

RETURN COMPLETED FORM TO:
YVEW AUXILIARY NATIONAL HEADQUARTERS
ATTN: ACCOUNTING
406 W. 34™ ST, 10™ FLOOR
KANSAS CITY, MO 64111
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VFW Auxiliary

MALTA

Input Auxiliary’s bank information

Edit annual dues amount

See detail of deposits by National

See detail of withdrawals by National

Update members information such as name or address
Process membership dues for continuous annual members
Process membership dues to convert members to life
Order membership cards

Process event registrations for National events

Run various reports

\/

** Dept Treasurer great resource of knowledge!
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New Auxiliary Treasurer
(Notifying the IRS)

*| Need to notify IRS of change in responsible
party

"] File form 8822-B with the IRS within 60 days of
election

=] Ensures IRS correspondence goes to the new
Treasurer

"] Form can be found on-line at www.irs.gov
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Tax Exempt Status of an Auxiliary

=] IRS Publication 557

*| National does not have a Group Exemption

*| Group Exemptions are at the Department level

=] What is a Group Exemption?

*| Does your Department have a Group Exemption?
*] If so, what to do to maintain Exempt status

*] If not...now what?
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Loss of Exempt Status
or No Group Exemption

=] File IRS form 1024 (19 page document) along with IRS
form 8717 and appropriate filing fee (Min $600)

*] Have not filed 990-N ePostcard for 3 consecutive years

*| May retroactively reinstate exemption by writing
“Revenue Procedure 2014-11, Streamlined Retroactive
Reinstatement” at top of IRS Form 1024

=] Auxiliary can’t afford filing fee; does the Auxiliary have to
be Exempt?
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Loss of Exempt Status

Effect of Losing Tax-Exempt Status

If an organization’s tax-exempt status is automatically revoked, it is no longer
exempt from federal income tax. Consequently, it may be required to file one of the
following federal income tax returns and pay applicable income taxes:

o Form 1120, U.S. Corporation Income Tax Return, due by the 15th day of the 3rd
month after the end of the organization’s tax year

e Form 1041, U.S. Income Tax Return for Estates and Trusts, due by the 15th day of
the 4th month after the end of your organization’s tax year

https://www.irs.gov/charities-non-profits/automatic-revocation-of-exemption
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Tax Deductibility of
Donations to an Auxiliary

501 (c) 19 organizations
" Internal Revenue Manual, Part 7, Chapter 25, Section 19 of IRS
Rulings and Agreements:

O Internal Revenue Code 170(c)3 provides income tax deduction for
contributions to a post of “war veterans” if at least 90% of members
are war veterans

O The majority of members to the VFW Auxiliary are NOT war veterans

If a VFW Auxiliary has a donation of $500 or more, it can
go through the VFW Foundation — contact Richard Potter
(816) 756 - 3390
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990-N ePostcard

[=] Due within 4 %2 months after the end of the organization’s fiscal year

Section 920 of Bylaws the Fiscal Year End is June 30t
990-N ePostcard is due by November 15t each year

[*] Information needed to complete the 990-N ePostcard:

Your organization's Employer Identification Number (EIN)
Your organization's legal name
Any other names your organization uses to do business (DBA name)

Able to answer the following questions:

Are the gross receipts normally $50,000 or less?

The organization's mailing address, city, state and zip code

The organization's website address (if it has one)

The name and address of one of your organization’s principal officer
990-N ePostcard user guide at https://www.irs.gov/pub/irs-pdf/p5248.pdf
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990-N ePostcard Issues

=| Tax year is incorrect
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990-N ePostcard

=] To file @ 990-N ePostcard
= Register with the IRS website

=  Respond to the activation email sent during the
registration process

= Complete and submit the 990-N ePostcard for an
exempt organization

=] 990-N ePostcard must be filed electronically on
the website https://sa.www4.irs.gov/epostcard/
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IRS.online.services@irs.gov
Your IRS Online Services Email Confirmation Code
To S

oThis is the most recent version, but you made changes to another copy. Click here te see the other versions.

Your confirmation code isz: Saiise
Thisz code will expire in 15 minutes. Enter it into the Email Confirmation Code field as =scon as possible to access your reguested service.
Thi=z i=z an automated email. Please do not reply.

IRS will never initiate contact through email asking taxpavers for personal or financial information.
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990-N ePostcard Issues

=] Has the 990-N ePostcard been filed in

past?

" Look on IRS website for Exempt Organization
Select Check at http://apps.irs.gov/app/eos

=  Please note that the VFW Auxiliary National
Headquarters has found that this website
might not be up to date.
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Consolidation of Auxiliaries

=] Auxiliary whose post number stayed the same

= Federal identification number (FIN / EIN) that will
continue to be used

" Must inform bank of any name change

" Must inform the IRS of a name change

0 Write letter to IRS on letterhead and send to:
Internal Revenue Service
Exempt Organizations Determinations
Room 4024
P.O. Box 2508
Cincinnati, OH 45201
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Consolidation of Auxiliaries

=] The Auxiliary that no longer exists must
inform the IRS

= File final 990-N ePostcard
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President & Treasurer Bonds

=*| Section 814 of National Bylaws:

® |t is the duty of the Trustees to see that the offices of the
President & Treasurer are bonded with an indemnity
company authorized by National Headquarters or the
Department
® Who is the Department (President? Treasurer? C of A?)

® The bond must be in a sum at least double the amount of
funds and value of property for which the President &
Treasurer may be accountable

® The amount of the bond shall be approved by the body
and the bond premium shall be paid from their funds

®m The office of President shall hold the original bond of both
offices
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President & Treasurer Bonds

*]Any VFW Auxiliary...failing to have the office of
President & Treasurer bonded...shall be deprived
of VFW Auxiliary representation on all levels

=| After the Installation Report is input a bond may
be purchased by the Treasurer on 7/1

=]|f an Installation Report is never input, a bond
cannot be purchased by the Auxiliary officers

*|The bond runs from September 1 through August
31 each year, and the premium is due in advance
prior to September 1st
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President & Treasurer Bonds

*"|Upon receipt of payment, a bond certificate will
be available to the officers of the Auxiliary once
the pending clearance time frame as passed

*"[The President shall retain the Bond

*|The bond bonds the “offices” of the President &
Treasurer. It does not bond the “individuals”

holding the offices

® |f there is a change of President or Treasurer during
the term of the bond, the new President or Treasurer

is bonded without further action
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President & Treasurer Bonds

*| In the event that a shortage is discovered:

®m A thorough audit should be made, and the exact amount
of loss determined

®m The Trustees should contact the Tallman Insurance Agency
at 816-753-2345

® National HQ is not involved with the use of a bond

*| Bingo and other gambling funds are not covered under
this bond

®m Any Auxiliaries who have gambling operations should bond
the individual accountable for the gambling funds through
a separate policy on their own

® To obtain a quote on group rates, they may contact
Tallman Insurance Agency
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President & Treasurer Bonds
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President & Treasurer Bonds
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President & Treasurer Bonds
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President & Treasurer Bonds
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Cancer Grants

=] Cancer Grant form
available on website

www.vfwauxiliary.org

Click on Member
Benefits
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Cancer Grants

*| Look under
Additional
Benefits

*| Only this version
of the cancer
grant will be
accepted
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Cancer Insurance

=| Cancer Insurance is no longer administered by
National Headquarters

=] AMWINS handles all Cancer Insurance Issues
AMWINS

P.O. Box 535007/
Grand Prairie, TX 75053
(877) 853-4539 8am to 8pm (Eastern), M-F
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A local Auxiliary has the right to
possess a credit card
acceptance machine. This is by
vote of the local Auxiliary and
with the understanding that
the Auxiliary will assume all
risk and fees associated with
the credit card acceptance
machine.
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Annual Membership Cards

-Annual membership cards will be sent directly
to the member approximately two weeks after
the payment has been processed in MALTA.

-Temporary membership
cards can be accessed in
MALTA while waiting for

membership card to arrive.

** If not received in 2 months by member — notify HQ. If 4 months elapses, must pay S5
for new card
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Life Membership Cards

=] Card issued free of charge when life membership
is purchased

If not received in 2 months by member — notify HQ.
If 4 months elapses, must pay $10 for new card

New life card issued free if transferring Auxiliaries

[<] No card will automatically be issued for transfer to at large
or transfer back to an Auxiliary where previously a member

S10 fee for replacement for:
[c] Name change
[c] Damaged / Lost / Stolen
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Life Membership Per Capita

"] Life member per capita payout — 2x per year

] January — All life members as of December 315t

| August — Life memberships that were processed
between January 15t and June 30t

Unwavering Support for Uncommon Heroes ™



VFW Auxiliary

Auxiliary Treasurer’s Report

At each Auxiliary meeting, the Treasurer shall make a
report following the reading of the minutes

The Auxiliary Treasurer’s Report shall contain:

= Balance on hand as of the last report (Beginning Balance)
= Amount of funds received from all sources since the last report
=  Amount expended since last report

= Balance on hand (Ending Balance)

= The report must show all receipts and disbursements in detail,
including the name of the person or organization to whom the
check is issued and stating for what purpose

|
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Veterans of Foreign Wars of the United States Auxiliary to [Name of Post] Post No. 320(X
Treasurer's Report -- Suggested Format
As of June 30, 2000{

Ending Balance of General Fund 520.00
Ending Balance of Cancer Fund 1,500 00
Ending Balance of Relief Fund 0.00
TOTAL OF ALL FUNDS (Book Balance) 2,120,000
Bank Balance 2,120.00

Listing of Outstanding Deposits:

Date Amount

TOTAL OUTSTANDING DEPOSITS 0.00

Listing of Outstanding Checks:

Date Reference Amount

TOTAL OUTSTANDING CHECKS 0.00

CALCULATED BANK BALANCE {Should match the Book Balance) 2,120.00
Signed:

Sue lones, Treasurer



Veterans of Foreign Wars of the United States Auxiliary to [Name of Post] Post No. 000X
Treasurer's Report -- Suggested Format
As of June 30, 20XX

GENERAL FUND:

Beginning Balance of General Fund 5500.00 A

RECEIPTS IN: {provide in detail since last report)

Date Reference Name Purpose Amount
6/1/20%X 1784 Martha May 20X Membership 20.00
6/5,/200K 1785 lames Williams 20X Membership 20.00
TOTAL RECEIPTS IN SINCE LAST REPORT 40,00 B

DISBURSEMENTS QUT: (provide in detail since last report)

Date Reference Name Purpose Amount
6,/10/20¥%X 2081 Deptof XX Dues 6/1/XX - 6/5/%XX 20.00
TOTAL DISBURSEMENTS OUT SINCE LAST REPORT 20,00 C
Ending Balance of General Fund 520.00 D

=A+B-C=D



Veterans of Foreign Wars of the United States Auxiliary to [Name of Post] Post No. XXXX
Treasurer's Report - Suggested Format
As of June 30, 20XX

CANCER FUND:

Beginning Balance of Cancer Fund S600.00 A

RECEIPTS IN: {provide in detail since last report)

Date Reference MName Purpose Amount
6/15/20X Fundraiser Cake Sale CAR Fundraiser 1,000.00
TOTAL RECEIPTS IN SINCE LAST REPORT 1,000.00 B

DISBURSEMENTS QUT: {provide in detail since last report)

Date Reference MName Purpose Amount
TOTAL DISBURSEMENTS OUT SINCE LAST REPORT 0.00 C
Ending Balance of Cancer Fund 1,600.00 D

=A+B-C=D



Veterans of Foreign Wars of the United States Auxiliary to [Name of Post] Post No. XXXX
Treasurer's Report - Suggested Format
As of June 30, 20XX

RELIEF FUND:

Beginning Balance of Relief Fund 50.00 A

RECEIPTS IN: (provide in detail since last report)

Date Reference Name Purpose Amount

TOTAL RECEIPTS IN SINCE LAST REPORT 0.00 B

DISBURSEMENTS QUT: {provide in detail since last report)

Date Reference Name Purpose Amount
TOTAL DISBURSEMENTS OUT SINCE LAST REPORT 0.00 C
Ending Balance of Relief Fund 0.00 D

=A+B-C=D
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Auxiliary Treasurer’s Report

=] A copy of the Treasurer’s Report goes to the
Secretary to be included in the minutes

=] As per the Auxiliary Order of Business, after
the Treasurer’s report it is customary for the
Presentation of Bills to be approved to be paid
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Retention of Auxiliary Records

=] Most accounting records = 6 years
= Accounts Receivables
= Accounts Payables
"= (Canceled Checks
" Bank Statements
=| Great resource
= Booklet of Instructions in Bylaws (yellow pages)

=] Paper vs. electronic file keeping
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Duties of Auxiliary Secretary

Per Section 812 of Bylaws — Auxiliary Secretary
keeps in books or files:

m  Copy of current Bylaws

m  Record of all minutes of each meeting

O Each page shall be numbered consecutively & provide a
space for Trustees to initial

O Treasurer’s reports & audit reports must be in minutes
O Corrections are made in margins

m  All orders & circulars issued by National or
Department for current year
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Duties of Auxiliary Secretary

A letter file of all correspondence
O General correspondence retained for 1 year
O Policy and rulings are to be maintained permanently

All communications from National or Department
shall be read at meetings

Notify offices the names & addresses of elected and
appointed Officers

Maintains roll of deceased members with dates of
death

Inputs or transmits names of Delegates & Alternates
within 30 days of election
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Trustees and Audits

Per Sections 802 & 804 of Bylaws:

Each Auxiliary, County Council and District shall have 3
elected Trustees

Trustees shall serve a term of 3 years

One Trustee will be elected at the time Officers are elected
each year

Each Auxiliary, County Council, and District will have:

A First Year Trustee. The First Year Trustee (also known as
Senior Trustee) will serve as the Chairman of the Trustees

A Second Year Trustee
A Third Year Trustee
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Trustees and Audits

=] Duties of Trustees (Sec 814 Bylaws)

" Properly audit the books and records of the VFW
Auxiliary Treasurer and Secretary

= Complete the audit and forward a signed copy of
the audit to the Department Treasurer no later
than the end of the month following the
expiration of each quarterly period
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Trustees and Audits
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Trustees and Audits

Sign and date all pages attached to record books at the time of
the audit

Submit and read the written audit report during a VFW
Auxiliary meeting.
Verify all expenditures of the VFW Auxiliary and certify by their

signatures to the correctness of each bill before payment may
be made

Shall audit the records and accounts of all committees, Officers
and members having to do with the receipt and expenditure of
the VFW Auxiliary funds and perform such other duties
incident to their office as the VFW Auxiliary may direct or the
law require

[£] 990-N ePostcard filing, 8822-B filing, other tax forms
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Trustees and Audits

=  See that that the offices of President and Treasurer
are bonded with an indemnity company authorized
by National HQ or the Department
O The bond must be in a sum at least double the amount of
funds and value of property for which, so far as can be

anticipated, the President and Treasurer may be
accountable

O The amount of the bond shall be approved by the body and
bond premium paid from their funds

O The office of President shall hold the original bond of both
offices

O A copy of the bond shall be incorporated into the minutes
each year.
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Trustees and Audits

= A minimum of 2 Trustees are to attend an
audit

O Under extenuating circumstances, a pro tem
Trustee can be appointed by the President to
audit the books

O Should a Trustee resign, move away, etc. the VFW
Auxiliary will elect a member to fill the un-expired
term of that particular Trustee
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Trustees and Audits

= Negligence on the part of the Trustees in carrying
out the mandates of Section 814 of the Bylaws,
or in attending audits, shall make them
individually and collectively responsible, with any
others, for any discrepancy

= Sec 309 of Bylaws - Any VFW Auxiliary in arrears
for failure to bond or to make quarterly audits
will be deprived of VFW Auxiliary representation
on all levels
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Preparing for an Audit

=] |tems to have available:

=  Permanent record books of the Treasurer and
Secretary

* The checkbook

" Any savings books or investments
= (Cash receipts book

= Receipts and bills

= Membership records such as Transmittals,
Comprehensive Membership Report, Membership
Transfers Report, and Membership Paid Report
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Preparing for an Audit

= All Treasurer’s Reports given at each meeting
" Minutes of each meeting
= Bank Statements along with canceled checks

= Copy of the most recent audit

O Ending balances of previous audit are beginning balances
of current audit

= Copy of Standing Rules (if applicable)

= Blank Audit Forms (Treasurer can get in MALTA in
Treasurer’s Resources area)
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VFW AUXILIARY TO [NAME OF POST] POST NO. DISTRICT DEPARTMENT
DISTRIBUTION OF RECEIPTS, DISBEURSEMENTS, AND CASH BALANCE BY FUND

FOR PERIOD OF TO
CASHBALANCE CASHBALANCE
FUND LAST REPORT RECEIFTS DISEURSEMENTS THIS REPORT
General Fund

Dept. & Natl Dues
Eestncted (1.e. Cancer Insur)
Relief Fund

TOTALS

Other (1.e. Cancer Aid)
Other (1.e. National Home)
Other

TOTALS

Savings Account

Total Balance — All Funds
Including Savings Account |5 5 g 5

Ul el Rl Dl el el el Rl Lol L)
Ul el Rl Dl el el el Rl Ll L
el el Rl el Lol Ll Rl Rl Ll
Ul el Rl Dl el el el Rl Lol L)

BANK STATEMENT RECONCILIATION

Date
Total Amount of Outstanding Deposits:
Total Adjusted Bank Balance 5
THIS IS TO CERTIFY THAT THE BOOKS OF THE SECEETARY TRUSTEES: (sign & date)
AND TEEASURER HAVE BEEN AUDITED, FOUND COREECT,
AND AIL MONEYS PROPEFLY ACCOUNTED FOE.

Bank balance as shown on bank statement 5
Less Outstanding checks: Check Number §
Check Number §
Check Number $

Check Number 5 Subtotal:

Total Amount of Cutstanding Checks: § 5
Plus Outstanding deposits: Date §
§
5

DATE AUDIT WAS CONDUCTED
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Performing an Audit

[=] Review and check Treasurer’s book against the checkbook to
ensure all receipts and expenditures are listed

Cash receipt book transactions in Treasurer’s book
Receipts in Treasurer’s book = deposits
Expenditures in Treasurer’s book = checks written

[*] Reconcile Bank Statements

Review canceled checks and compare to checkbook and Treasurer’s
book

List outstanding checks (checks which have not yet cleared the
bank) by check number and amount

List outstanding deposits by date and amount

Balance of bank statement + outstanding deposits — outstanding
checks = balance of check book
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Performing an Audit

=] Review and check Secretary’s minutes to ensure
that all expenditures other than membership
transmittals were either authorized by a motion
or are in the VFW Aukxiliary’s standing rules.
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Performing an Audit

=] Compare Auxiliary records against National’s

reports
" |n MALTA the Auxiliary Officer’s can run reports for:

Withdraws from National

Deposits by National

Dues Paid By-Membership

Transferred Members

CMR (Comprehensive Membership Report)

= Ensure that every member that has paid dues shows
as paid in National’s reports!
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Performing an Audit

=] Trustees must report, not correct, any errors
found (“Findings”) on the audit report or a
separate sheet attached to the audit report

o REPORT
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Performing an Audit

Suggested Tasks for 1% Year Trustee (Chairman)

Review the checkbook against cancelled checks and deposits

List outstanding checks by check number & amount; list
outstanding deposits by date & amount for inclusion on audit
report form

Reconcile bank statement with the checkbook
Reconcile all dues against National membership reports

Read totals from previous audit as beginning balances of current
audit

Sign reverse side of last checkbook stub, last receipt stub, last
bank statement, and Secretary’s book and Treasurer’s book

Review, date, and sign the completed audit form
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Performing an Audit

Suggested Tasks for 2" Year Trustee

Review and check the bank statement and cancelled checks to
match expenditures

Review and check the deposits and compare with receipts

Total all receipts; total all disbursements and calculate new cash
balance

Read totals to 1%t Year Trustee for incorporation into audit form

Ensure that all appropriate tax forms have been filed (990-N
ePostcard, Form 8822-B, bingo licensing, etc.)

Sign reverse side of last checkbook stub, last receipt stub, last
bank statement, and Secretary’s book and Treasurer’s book

Review, date, and sign the completed audit form
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Performing an Audit

Suggested Tasks for 37 Year Trustee

Read from Treasurer’s book receipts and expenditures

Review Secretary’s minutes for authorization of expenditures
(except for membership transmittals and expenditures
authorized by standing rules)

Prepare the audit report form on basis of information from other
Trustees

Sign reverse side of last checkbook stub, last receipt stub, last
bank statement, and Secretary’s book and Treasurer’s book

Review, date, and sign the completed audit form

Mail a copy of the completed audit to the Department Treasurer
after it has been accepted by motion as read at a VFW Auxiliary
meeting
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3rd Year Trustee

Read Treasurer's book receipts and expenditures

Read Secretary's minutes for expenditure authorization
Prepare Audit Report form

Sign back side of last checkbook stub

Sign last bank statement

Sign Secretary's and Treasurer's Book

Sign and date completed Audit Report form

Mail copy of Audit to Department after it has been accepted

Performing an Audit

2nd Year Trustee

Review bank statement and cancelled checks to match expenditures
Review deposits and compare with receipts

Total all receipts and disbursements and calculate new cash balance
Read totals to 1st year Trustee to put on Audit Report form

Ensure all appropriate tax forms have been filed

Sign back side of last checkbook stub

Sign last bank statement

Sign Secretary's and Treasurer's Book

Sign and date completed Audit Report form

1st Year Trustee (Chairman)

Review checkbook against cancelled checks and deposits

List any outstanding checks

List any outstanding deposits

Recancile bank statement with checkbook

Reconcile dues against National membership reports

Read totals from previous audit as beginning balances of current audit
Sign back side of last checkbook stub

Sign last bank statement

Sign Secretary's and Treasurer's Book

Sign and date completed Audit Report form
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Performing an Audit

*| Trustees prepare and sign the audit report
®  The Treasurer does not prepare the audit report

=| A copy of the accepted audit must be given to the
Secretary for incorporation into minutes

=] The audit should be conducted in an environment
conducive to conducting business

*| The President, Treasurer, and Secretary should attend
the audit

B At the 2" quarter audit meeting the outgoing Treasurer
and incoming Treasurer should attend the audit
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Performing an Audit

VFW AUXILIARY TO [NAME OF POST] POSTNO. _ (A) DISTRICT (B) _ DEPARTMENT (C)
DISTRIBUTION OF RECEIPTS, DISBURSEMENTS, AND CASH BALANCE BY FUND

FOR.PERIOD OF [11)] TO {E)
CASHEALANCE CASHEALANCE
FUND LAST REPORT RECEIFTS DISEURSEMENTS THIS REPORT
General Fund 5 1 5 12 5 23 5 34
Dept. & Nat1Dues 5 2 5 13 5 M4 5 33
Restricted (i.e. Cancer Insur)|$ 3 5 14 5 23 5 36
Relief Fund 5 4 5 15 5 26 5 37
TOTALS 5 3 =Lines 1+2+3+4 §  16=Lines 12+13+14+15 |§  27=Lines 23+24+25+26 |§ 38 =Lines 34+353+36+37
Other (i.e. Cancer Aid) 5 [ 5 17 5 28 5 39
Other (i.e. National Home) [$ 7 5 18 5 20 5 40
Other 5 2 5 19 5 30 5 41
TOTALS 5 9 =Lines +6+7+8 §  20=Lines 16+17+18+19 |§  31=Lines 27+28+2+30 |§ 42 =Lines 35+30+40+41
Savings Account 5 10 5 21 5 32 5 43
Total Balance — All Funds
Including Savings Account |g 11=Line $+10 5 22 = Lines 20421 5 33 = Lines 31+32 $ 44-Lines 42+43
BANK STATEMENT RECONCILIATION
Bank balance as shown on bank statement 5 45
Less Outstanding checks: Check Number 46 5 47
Check Number 46 5 47
Check Number 46 5 47
Check Number 46 5 47 Subtotal:
Total Amount of Qutstanding Checks: 5 48 5 49
Plus Outstanding deposits: Date 30 5 il
Date 50 5 i1
Total Amount of Qutstanding Deposits: 5 32
Total Adjusted Bank Balance 3 33
THIS IS TO CERTIFY THAT THE BOOKS OF THE SECEETARY TRUSTEES: (sign & date)
AND TREASURER. HAVE BEEN AUDITED, FOUND CORRECT, 53

AND ALL MONEYS PROPERLY ACCOUNTED FOR.
33

DATE AUDIT WAS CONDUCTED 54

33
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Performing an Audit

Line Description

A Auxiliary Number

B District Number Auxiliary belongs to (if applicable)

C Department Auxiliary belongs to

D Beginning date of time period covered by audit (i.e. January 1, 20XX)

E Ending date of time period covered by audit {i.e. March 31, 20XX)

1 Beginning General Fund balance. Also the ending General Fund balance from prior audit
(line #34 from last audit report).

2 Beginning Dept. & Nat'l Dues balance. Also the ending Dept. & Nat'l Dues balance from
prior audit (line #35 from last audit report).

3 Beginning Restricted balance. Also the ending Restricted balance from prior audit (line
#36 from last audit report).
4 Beginning Relief Fund balance. Also the ending Relief Fund balance from prior audit (line

#37 from last audit report).

5 Sum of lines 1 through 4. Also line #38 from the last audit report.

6 Beginning balance of Other Funds (i.e. hospital). Also the ending Other balance from
prior audit (line #39 from last audit report). May enter 0.00 if Auxiliary does not have
"Other" Funds.

7 Beginning balance of Other Funds . Also the ending Other balance from prior audit (line
#40 from last audit report). May enter 0.00 if Auxiliary does not have "Other" Funds.

8 Beginning balance of Other Funds . Also the ending Other balance from prior audit (line
#41 from last audit report). May enter 0.00 if Auxiliary does not have "Other" Funds.

9 Sum of lines 5 through 8. Also the ending Other Total balance from prior audit (line #42
from last audit report).

10 Beginning balance of Savings. Also the ending Savings balance from prior audit (line #43
from last audit report).

11 Sum of lines 9 through 10. Also line #44 from the last audit report. Beginning cash
balance.

12 Total of all the money received for the General Fund during the audit period.

13 Total of all the money received for Department & National dues during the audit period.

14 Total of all the money received for this restricted fund during the audit period. This
money is restricted and will only be paid out for the intention in which it was collected.

15 Total of all the money received for the Relief Fund during the audit period.

16 Sum of lines 12 through 15.

17 Total of all the money received for the "Other" Fund listed during the audit period.

18 Total of all the money received for the "Other" Fund listed during the audit period.

19 Total of all the money received for the "Other" Fund listed during the audit period.

20 Sum of lines 16 through 19.

21 Total of all money received for Savings. This would include any interest earned.

22 Sum of lines 20 through 21. All maney deposited during the audit period.
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Performing an Audit

Line Description
23 Total of all money disbursed from the General Fund during the audit period.
24 Total of all money dishursed for Department & National dues during the audit period.
Should equal amount sent to Department Treasurer.
25 Total of all money disbursed for restricted fund during the audit period.
26 Total of all money disbursed from the Relief Fund during the audit period.
27 Sum of lines 23 through 26.
28 Total of all money disbursed from the "Other” Fund listed during the audit period.
29 Total of all money disbursed from the "Other” Fund listed during the audit period.
30 Total of all money disbursed from the "Other” Fund listed during the audit period.
31 Sum of lines 27 through 30.
32 Total of all money disbursed from Savings during the audit period.
33 Sum of lines 30 through 31. All money disbursed during the audit period (checks written).
34 Sum of line 1 plus line 12 minus line 23.
35 Sum of line 2 plus line 13 minus line 24.
36 Sum of line 3 plus line 14 minus line 25.
37 Sum of line 4 plus line 15 minus line 26.
38 Sum of line 5 plus line 16 minus line 27. Should equal the sum of lines 34 through 37.

39 Sum of line 6 plus line 17 minus line 28.

40 Sum of line 7 plus line 18 minus line 29.

41 Sum of line 8 plus line 19 minus line 30.

42 Sum of line 9 plus line 20 minus line 31. Should equal the sum of lines 38 through 41.
43 Sum of line 10 plus line 21 minus line 32.

44 Sum of line 11 plus line 22 minus line 33. Should equal the sum of lines 42 through 43.
Ending cash balance of all funds.

45 Ending bank balance as shown on the bank statement at the end of the audit period.

46 Check number of each outstanding check that had not cleared the bank as of the last
bank statement during the audit period.

47 Amount of each outstanding check that had not cleared the bank as of the last bank
statement during the audit period.

48 Sum of all outstanding checks that had not cleared the bank as of the last bank
statement during the audit period.

49 Sum of line 45 minus line 48.

50 Date of each outstanding deposit that had not cleared the bank as of the last bank
statement during the audit period.

51 Amount of each outstanding deposit that had not cleared the bank as of the last bank
statement during the audit period.

52 Sum of all outstanding deposits that had not cleared the bank as of the last bank
statement during the audit period.

53 Sum of line 49 plus line 52.
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Performing an Audit

Line Description

54 Date the audit was conducted. (i.e. 04/15/20XX)
55 Signatures and date of signatures of elected Trustees.
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Questions? Comments?

Any feedback you have is appreciated.

You may e-mail the presenter at
gmartin@vfwauxiliary.org

You may e-mail the general information line at
info@vfwauxiliary.org.
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