Instructions:
Chapter Financial report
Balance Forward - Should be the same value as “Closing Balance” reported on the previous year’s financial report.
Income / Revenue
· National Office Grant - This is the seed money given out at the AGM.
· Canada Post Achievement Award- If at the AGM your chapter received an award.
Memberships Income
You will now report membership dues in one of four ways. 
· Memberships paid – current year. If a member pays their dues in the current year, those dues are reported here.
· Memberships paid in advance for next year – For those chapters that start their membership campaign in the last quarter, any memberships dues for the next year, received in the current year are reported here.
· Future years (beyond the next year reported above) – For those chapters that accept memberships for multiple years, any membership fees paid for years beyond what is reported in  the category  “Memberships paid in advance for next year” are reported here.
· Past Years memberships Paid – If a member elects to pay back dues for previous years, those dues are reported here. 
Social Activities
· Banquet– Payment by members for the annual banquet is reported here.
· Meetings / BBQ, etc. - Payment by members for BBQ’s, luncheons, etc. are reported here.
· Travel, members – Funds collected for bus trips or similar, and other local outings, are reported here.
· Sports – Funds collected for events such as golf tournaments, are reported here.
· Other   - Any Miscellaneous revenue related to social activities not reported in the above categories (revenue over $500 should have an explanatory note).
Fund Raising
· Raffles / Sale of items:   Any proceeds from raffles, ticket sales, 50/50, silent auctions, etc. are reported here.
· Donations - Any donations received are reported here, including donations included with membership payments. 
· Other –any other miscellaneous revenue related to fund raising (revenue over $500 should have an explanatory note).
Miscellaneous Revenue
· Other – Any other miscellaneous revenue such as bank interest is reported here (revenue over $500 should have an explanatory note).
Expenditures
Chapter Office Expenses
· Communication– Phone bills, Long Distance calls, etc.
· Printing costs – Printing of newsletters, miscellaneous copying  
· Office supplies - Any office supplies
· Computer - any computer related expenses, including new computer items, website contracts, etc.
· Other – Any other chapter office expenses not included in the above categories.
Travel
· President - Travel expenses incurred by the Chapter President (expenses over $500 should have an explanatory note)
· National Annual General Meeting - Any expenses paid by the chapter for travel to or from the National AGM.
· Other   - Any other travel costs incurred by the chapter including travel by chapter executive members (expenses over $500 should have an explanatory note).
Social Activities
· Banquet - Any expenses paid for the annual chapter banquet.
· Luncheons, BBQ - Any expenses paid for luncheons, BBQ’s etc.
· Travel, members - Any expenses related to chapter outings. 
· Sport activities – Any expenses related to sporting activities, golf tournaments, bowling tournaments, etc.
· Volunteer Appreciation – Any expenses related to volunteer appreciation, including door prizes, member appreciation gifts, etc. (expenses over $500 should have an explanatory note).
· Other   - other miscellaneous expenses related to chapter activities including any hospitality expenses, and Council operating expenses (expenses over $500 should have an explanatory note).
Miscellaneous
· Donations - Any donations made to charities or other community events.
· Bank Charges – Any bank charges are reported here.
· Other - Any other miscellaneous expenses not reported elsewhere (expenses over $500 should have an explanatory note).

Closing Balance - Will be calculated from Revenue and Expenses
Bank Balance - Please provide your actual bank balance as of December 31, or from your bank statement closest to December 31.
Chapter Investments – Please provide a total of chapter investments not included in the above financial disclosure. 
 It is important that the national office have a clear picture of each chapter’s finances in case of some unexpected circumstance. The chapter investment information will not be shared with other chapters. 

Membership Information: - This section is for information only. It is not used in the calculation of chapter revenues but is used to confirm that membership revenues are reasonable.

Future Years (all types): - This is an especially valuable information section for the chapter, and national office to be aware of the future debt that the chapter has incurred. Chapters will need to add up the value of all memberships paid in advance of the current year and enter that value here. 


Submitted by:   -name of the person submitting the report - normally the Chapter Treasurer
President: 	- name of the Chapter President – confirms that the President has read and concurs with the report
Treasurer: 	- name of the Chapter Treasurer. Enter this name even if is the same as “Submitted By.”


Auditor:  Where possible, have an arm’s length chapter member not associated with the chapter executive conduct the audit.
