ADVANCE \d5M E M O R A N D U M
TO:


Unit Treasurer

FROM:

Scott M. Smiley

DATE:

December 1, 2004
RE:


Year End Financial Statement Due January 31, 2005
Included in this memo are instructions on completing your 2004 Year End Financial Statement.  Some quick reminders to ensure your reports are produced properly:

· Statements must be produced using Quicken( software.

· You must use only the approved categories

· You must have received and reconciled ALL bank statements for December 2004 before producing reports.  This includes the 4th Quarter Pooled Fund Statements.  Reports must be audited.  Auditors may not be any of the following individuals:

· A member of the unit

· A member of the SLA Board of Directors

· An employee of or the supervisor of the Treasurer

There is a PowerPoint presentation, which includes voiceover, on the Treasurer’s On-line Training Center that shows you how to properly complete the Year-End Financial Statement.  This slide show uses Quicken 2003( software.  The steps to get to the report may be slightly different in later versions of Quicken(, but the customization process is the same.

Also included at the On-Line Training Center is a presentation on recording the Advertising vs. Non-Advertising expenses as required by the IRS.  Because of the confusion surrounding this calculation and how to enter it into Quicken(, I have prepared this module to make it easier for you.  These steps work regardless of the version of Quicken( you have.

Please feel free to contact me with any questions you have regarding the Year-End Financial Statement at scott@sla.org or 703-647-4943.

Common Mistakes to Avoid

Listed below are some of the more common mistakes that I have found on reports submitted.  To lessen the chances that you will have errors to correct on your report, please take a moment to review these pitfalls.

NOT READING THE INSTRUCTIONS—I am singling this out because it is the number one cause of errors on the reports I receive.  Easily 99% of the errors could have been avoided had the instructions been read and followed.  Along with this is using the last year’s report as an indication of what you are supposed to do this year.  When I ask for a report to be corrected I often hear, “But that’s how they did it last year.”  IRS Rules and regulations that we are required to follow can change from year to year, so just because it was done that way last year, doesn’t mean it will be done the same way this year.  

1. Report includes unauthorized categories.  In order for your report to be accepted, you must use only the approved categories as listed on the treasurer’s website at: http://www.sla.org/content/resources/leadcenter/leadtrain/treamanual/quickenres/Quickcatlst.cfm 

2. Balance sheet run incorrectly.  When run properly, your balance sheet should have two (2) columns.  One column will be for 12/31 of the prior year and one will be for 12/31 of the current year.
3. Incorrect dates used.  Be sure that the dates that appear on the balance sheet are 12/31 of the prior year and 12/31 of the current year.  Be sure the dates that appear on the cash flow report are 1/1 of the current year through 12/31 of the current year.

4. Advertising expense split done improperly.  Look at your report and ensure that your advertising expense is a positive number.  If it is a negative number, you need to go in and reverse the signs of the amounts in your transaction recording this.  There is a quirk in Quicken.  The example I provide works in about 95% of the cases.  But on some versions, you have to reverse the signs in order to get it to work properly.
5. Advertising split not done at all.  If you have advertising income, you should also have advertising expense.  You will need to split your costs between advertising and non-advertising as indicated in the instructions.  The only time that you would not is if all costs of the publication are born by a third party.  If this is the case, please make a note on your report so that I know this.
6. There is uncategorized income or expense.  If the categories uncategorized income or uncategorized expense appear on your report and the amount listed for them is not zero you have an error.  This means that there are transactions for which you did not assign a category.  Please locate these transactions and assign them to a proper category.
7. The income on the cash flow report does not agree to the income on the balance sheet.  The way to check this is to take the difference between the 12/31 prior year cash balance and the 12/31 current year cash balance and compare it to the overall total on the cash flow report.  These numbers should be identical.  If they are not, there are generally two causes for this problem.  The first is that you did not use the correct dates on the reports as mentioned in item #3 above.  The second is that you ran one report and then entered some transactions and then ran the next report.  All transactions must be entered before running any of the reports.
8. The 12/31/03 cash balance, which appears on the balance sheet you submitted with last year’s Year End Financial Report, should match the 12/31/03 cash balance on the balance sheet you are submitting for 2004.    If these two numbers do not match you have most likely 1) entered 2003 transactions during 2004 after you submitted your Year End Financial Statement last year or 2) deleted or voided 2003 transactions in 2004.  You will need to append an explanation of what caused the difference to your report.
SLA

Year-End Financial Report Printing Instructions
For Quicken( 2004 or later
1.
Produce a Balance Sheet

· Select Reports from the Menu

· Select Net Worth

· Select Net Worth (Note:  a report automatically prints to the screen, but this report must be modified)

· Select Customize

· Change the Title to "Unit Name Balance Sheet"

· In the Interval Box select "Year"
· Set the dates as 01/01/04 and 12/31/04
· Select OK

· Print the report 

2.
Produce a Cash Flow Report

· Select Reports from the Menu

· Select Cash Flow

· Select Cash Flow Report (Note:  a report automatically prints to the screen, but this report must be modified)

· Select Customize

· Set the dates as 1/1/04 through 12/31/04
· Change Report Layout-Title to "Unit Name Year-End Financial"

· Under Organization select "Income/Expense"

· Select OK

· Print the Report

The following reports are also required, but not produced through Quicken (downloadable at http://www.sla.org/content/resources/leadcenter/leadtrain/treamanual/quickenres/othrforms/index.cfm)
1.
Statement of Liabilities

2.
Property Report

3.
Auditor and Treasurer Certification

SLA

Year-End Financial Report Printing Instructions
For Quicken( 2001-2003
1.
Produce a Balance Sheet

· Select Reports from the Menu

· Select Business

· Select Balance Sheet (Note:  a report automatically prints to the screen, but this report must be modified)

· Select Customize

· Change the Title to "Unit Name Balance Sheet"

· In the Interval Box select "Year"
· Set the dates as 01/01/04 and 12/31/04
· Select OK

· Print the report 

2.
Produce a Cash Flow Report

· Select Reports from the Menu

· Select Business

· Select Cash Flow Report (Note:  a report automatically prints to the screen, but this report must be modified)

· Select Customize

· Set the dates as 1/1/04 through 12/31/04
· Change Report Layout-Title to "Unit Name Year-End Financial"

· Under Organization select "Income/Expense"

· Select OK

· Print the Report

The following reports are also required, but not produced through Quicken (downloadable at http://www.sla.org/content/resources/leadcenter/leadtrain/treamanual/quickenres/othrforms/index.cfm)

1.
Statement of Liabilities

2.
Property Report

3.
Auditor and Treasurer Certification

Special Libraries Association

Unit: 

Section: 


ANNUAL FINANCIAL REPORT


STATEMENT OF LIABILITIES


AS OF 12/31/04
1.
Unpaid Bills as of 12/31/04




$                 

2.
Subscriptions income received in advance


$                 
3.
Meeting income received in advance



$                 
4.
Other income received in advance



$                 

5.
Outstanding loans from                                     

$                 
6.
Other liabilities                                                

                                                                    


$                 

7.
TOTAL LIABILITIES AS OF 12/31/04



$                 


(Add Lines 1 - 6)   

Liabilities:


Expenses which are incurred but not yet disbursed; may be in the form of accounts payable, deferred revenues, current liabilities, or long-term liabilities.

Accounts Payable:

Money owed to regular business creditors

Deferred Revenue:

Income received in advance for a future period.  For example—2005 subscriptions received in 2004.
Current Liabilities:

All debt that is due within one year.

Long-Term Liabilities:  
All debt that is due over one year from current period.

Special Libraries Association

Unit: 

Section: 


ANNUAL FINANCIAL REPORT


PROPERTY REPORT


FOR YEAR ENDING 12/31/04
If the Chapter/Division owns property which falls within the definitions given on the Property Guidelines (see next page), please report the following:

Item
Date Acquired           Cost              Location           Person Responsible

(  )  Chapter/Division does not own any property as defined by the Property Guidelines

+++++++++++++++++++++++++++++++++++++++++++

Auditor's Certification:

I hereby certify that I have examined the accounts and records of the ________________________________________________________ (insert unit name)  In my opinion, they have been carefully maintained and the attached statements have been prepared correctly therefrom.

Auditor's Signature



Date
Name:
                                                                 

Address:
                                                                 

+++++++++++++++++++++++++++++++++++++++++++

Treasurer's Signature


Date


Guidelines for the Administration of Property


Owned by Units of Special Libraries Association
1.
Units should be aware of the Association's "Extra Association Relations Policy" which contains this statement:  "An agreement, contract or obligation entered into by any Association unit requires advance approval by the Association's Board of Directors if liability exceeds the unit's available or budgeted funds."

2.
These guidelines apply to property (such as office machines, filing cabinets, etc.) having a purchase value exceeding the available or budgeted funds or exceeding $5,000.00.

3.
The  Finance Director at SLA Headquarters should be informed of the purchase value, the name of the individual responsible for the property, and the address of its location immediately upon receipt of the property.  The property should be clearly marked:  "Property of the Special Libraries Association, 331 S. Patrick St, Alexandria, VA  22314.
4.
Appended to the Annual Financial Statement of the unit should be a property report listing the date of acquisition, the purchase value, the name of the person responsible for their property, and the location of the property.

5.
The proper care and maintenance of the property is the responsibility of the unit.

6.
When the unit disposes of the property, SLA Headquarters must be informed immediately and any outstanding debt on the property must be discharged by the unit.

7.
All Association property will be insured, at the discretion of the Executive Director, by the addition of riders to the insurance policy of the Association.  To meet requirements of the insurance company, it is mandatory that the permanent location and the custodian be identified.            

