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SAMPLE CHAPTER AUDIT REPORT

Chapter Audit Report (Sample)

Chapter Hame AnyChapter Chapter No. 1234
Federal ID & T7-12345676 Avdit Morth v ear flarch, 2011
Financial Assets MEI‘I‘IbEI’ShiP Updates Total
Eank Statement Reconciliation. See last month's bank. statement[=].
hecking Amount Total Membership last month's ending numker;
B1 {Balance Beginning of Month 1LFr2.79 Enrclled E E
Add Deposits ! nterest 2154 Feenralled 1
Subtract Expenditures 152,72 Reinstatement 1
Balance End of Month 2. 34165 Tranzfer In 1
Owes Faid [Expired) 4
Qutztanding MEF Checks 0.00 Total Additions: 13
Bank Charges 12.00 Expired 14
Qutstanding Checks 40,00 Deceazed 1]
Tran=fer Ot a0
avings Feszigned 0
B alance Beginning of Month 524600 Tota Deductions: 14
Add Deposits ! nterest 050 Total Active Memberzhip: 305
Subtract wWithdrawals 0.00
Balance End of Month 5.246.50 Communications Yes (Ho /&
: O chapterf#@mooseunits.org < 15 Mb?
Balance Beginning of Month 542600 Chapter activities f mestings posted? F
Add Deposits ! nterest 26.00 # of Board of Officers” meetings held [min of 1)
Subtract Withdrawals 0.00 # of Chapter meetings held [min of 2)
Balance End of Month 545100 | # monthly reports to be created ! transmitted a0
((ther
Balance Beginning of Month 5.236.00 REPOI’tS
Add Deposits ! Interest 526,00 IFS 990, 990EZ, or 9900 filed [Sept audit only)
Subtract Expenditures 246,00 IFS 940 ¢ 341 Filed [Jan, Apr, Jul, & Oct audits]
Balance End of Month 541500 | RS W2s mailed to recipients [Jan audit only]
Date Form 114 submitted 02623
D araphernalia Dlate Form 166 submitted 02623
Account # 1800.00 296023

Amount of depreciation taken in April

Audit Committee & Officer Signatures:
Sandy Smith

C Liakilities (outstanding bills to be paid)
< MooseIntl [Fee Etabement of Accounts) 0.00
foose Charities [Endcwment Fund) 0,00

[Audit Chairman)

Jane Jones

S
[Audit Cnmr’%‘ H

Michelle Coworker

Recarder [Compensation] .00 [Audit Committe€M)
Fayroll Tax 0.00 Sylvia Martin
Qther [e.q., recurring bills, ebc) 40.00 [Senior Regent)
Regina Rogers

{:[}/\\I:?L Donations (made during the month) o (Recorder)

: Rooze Charities 100.00 Ermizil this report to: 0411081
Lodge 300.00 wotmmail@mooseintl.org Diate Prepared

Community Service 150.00 or Fax to: o4110M
Scholarship & Maintenance Fund 100.00 {EGD} 966-2211 Dlate Submitted
Committes Project: 0.00 to WOTH

Committes Project: 0.00
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How to Use this Handbook

Purpose
This handbook has been created to help the Recorder and Audit Committee
members prepare for a successful monthly audit.
Design
A completed sample Chapter Audit Report is provided at the beginning of this
handbook. Example data is included on the sample report to simulate typical financial
and membership data. As you can see from the diagram at the left, the Chapter
Audit Report has been divided into the following sections for training purposes:
A — Audit Report Header (Chapter Description)
B — Financial Assets (Chapter Checking Account, Savings Account, CD(s), Other Account,
and Paraphernalia)
C — Liabilities (Chapter bills)
D — Donations (By the Chapter)
E — Membership (Chapter Updates and Totals)
F — Communications (Chapter email, meetings, and monthly reports)
G — Reports (IRS Forms and Chapter Forms)
H — Audit Committee & Officer Signatures
This handbook walks you through the purpose of each section and the
recommended procedure for completing each of these sections. Frequently asked
questions about the audit process are included in Appendix A of this handbook.
Resources

Supplemental resources are available to you on the www.mooseintl.org website
should you need further information on general processes and/or procedures:

From the Women of the Moose site: From the Education and Training site:
H REQUIRED MATERIALS FOR CLASS -
irtual Classroom |Jfis==ttar
¥ Chapter Handbooks _
2-HOTT LCL v2.1 Participant Guide 2
WHAT WE OFFER.... 2-HOTT QuickBooks Participant Guide &
. WOTM Officers Handbook . 2-HOTT QuickBooks Training Job Aid
¢ WOTM How to Depreciate Paraphernalia ="
e WOTM Service Chapter Officers’ Handbook
* WOTM Election Handbook Demos: BEFORE, DURING, OR AFTER CLASS
s WOTM Recorders Handbook TOOLS:
e WOTM Service Chapter Secretary/Treasurer Handbook @ How to Enter Officers
e WOTM-Election Handbook for Service Chapters > - @
g Accepting Credit Cards
@ 990 Tax Forms and Help ATM Process
o Information
q Use LCL to Track Volunteers hart of Accounts Su ef\"’l‘s
Pd f S pe—_ L | PN N A’f NP

NOTE: Links cited in this handbook are subject to change; they are current as of the date of print.
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A SAMPLE AUDIT REPORT HEADER

IChapter Name
Federal 10 #

k{ LCL.net Training Edition ¥2.1 Workspace

Federal ID#
in
LCL:

Federal ID#
in
QuickBooks:

Chapter Audit Report (Sample)

AnyChapter
77-12345676

ile GoTo Help MMMS  Restore Student Data

Chapter No.
Audit MMonth/ ear

\.’ﬂ'— 1--1!.!""""“"’*\\”# -t "'\ "‘-\«..L-)\-" ™ - rh_\.‘"'-. ,‘.’ -\- "\-'\.“"'*“-u "‘""'\-*\f*.ﬂ' ——me -‘ s

1234

Chapter Number I 9999

Chapter Name | JEFFERSON

FRU Information +_‘ Members |

Applications

Sponsors

Mailing Address

Physical Address

|P.0. BOK 1664

I 334 LAKESIDE DR

I CHICAGO, IL 60002-1664

I CHICAGO, IL 60002-1664

General Information

Institution Date 0572311970

Federal ID | a-a6a6363

Meeting Night{Time |

Lodge I

eMail I

Phone Information Edit
| (312) 333-4444
| (312 395-9595

Chapter Phone
Lodge Phone

Fax Murnber

farch, 2011

Member Spare Date Labels

Company Information

Twpe a help question Askl

# How Do I?l x|

— Contact Information

Comparrey Mame |JeFFerson Maose Chapker 9999

Address [ 334 | akESIDE DR
CHICAGO, IL 60002-1664

Phane # [(312) 333-4444

Fax # |

Help

0K |
Cancel |
|

E-rnail |chapter9999@mooseunits.org

Legal Country IUS =

Federal Emplover Identification Ma. |63—3636363
{FEIM is required For Payroll)

o

Country |us - Witeh Site |
I_Wﬁﬁm?mm( pEeakc-on payrol bax FormesT — Compary Identification
Legal Mame |JeFFerson Moose Chapter 9999
Legal Address 334 LAKESIDE DR
Social Security Mumber
| (55N is used on 1099's if
; nio FEIM is entered
City/StatefZIP |CHICAGO Jn =l [eoooz-1.. d

— Payroll Tax Form Information

Conkack

— Report Information

First month in wour:

Fiscal Year IMay -

Tax Year IMay -

Income Tax Form Used |Forrn 990 (Exempt Qrganization)

=]

{Mame of person preparing and signing payrall tax forms)

Title |

—

Phone #

September 2011
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Section A — Audit Report Header

About This
Section

All of the information contained in this section is assigned/maintained by personnel at
the Women of the Moose Headquarters with the exception of the ‘Month/Year” field.

How to
Complete

1. Chapter Name — This is the name of the chapter (e.g., Allheart, Anychapter,
etc.)

2. Federal ID # - This is the federal identification number assigned to the chapter
by the Internal Revenue Service.

3. Chapter No. — This is the number that has been assigned to the chapter by
Women of the Moose Headquarters. (e.g., 3000, 1234, etc.)

4. Audit Month/Year — This is the month and year that the form is being
completed for. (e.g., for the report due on April 12", it would be March, 201x)

Chapter Audit Report Handbook September 2011 7



B1 SAMPLE CHECKING ENTRIES

Financial Assets

Bank Statemert Reconciliation. See last month's bank statement(=]. Balance at
Checking Amount Total beg’g””;g
- - or Apri
Balance Beginning of Month 9 1,7 72.7%
Add Deposits [ Interest F21.449
Subtract Expenditures 152.73
Balance End of Month O 231165
] --r‘\'- -\..'\-\. !m-\'\-.\..-\. .""\- R L . -j..\.'\-fﬂ\'-"'\--\_ TR A " ;-\lﬁ 2
o - Checkbook
Balance at
End of March
00 - G 3 Type a help question Askh ¥ How Do I? L _ ||:I‘ xh
% Go ko, | ﬁ Prink, .. | @ Edit Transaction QuickRepaort Download Bank. Statement
Date rumber Payee Payment J Deposit Balance
Tvpe Accounk | Merno
03162009 151 Maoose Inkernational 20,00 # 1,739,652 &
BILLPMT ||2000.00 * Accounts Ps
03172009 50.00 1,519.52
DEP 119900 * Undeposites Deposit
033042009 152 Office Supply Chain 59.73 1,729.79<¢
BILLPMT [|2000.00 * Accounks P:
@HNumber Pavee ﬂ“Pavment Dreposit _|
Accounk ﬂl Mermna = |

[T 1-Line

Sort by IDate, Type, Number/... | Record Reskore

Splits | Ending balance 1,729.79 4

NOTE: Please be aware that the ‘Balance Beginning of Month’ and the

end-of-month checkbook entry may not match if the account has any pending
end-of-month transactions (e.g., checks that have not yet cleared, deposits that have

not yet been recorded, interest that has not yet been recorded, etc).

In the above example, the two figures differ by $43 due to a pending transaction that

has not yet cleared.
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Section B1 — Checking Entries

About This
Section

Prior to completing this section, the checkbook register should be reconciled to the
bank statement from the bank. This will ensure that all transactions have been
posted to the checkbook register. It will also assist in determining the checks that
have not yet been cleared through the bank. In QBs, perform a reconcile of the
checking, savings and all other chapter accounts. Print these Reconciliation
Reports; they will assist in the preparation of this section of the Chapter Audit Report.

How to
Complete

. Balance Beginning of Month — This is the beginning balance from the

checkbook register. This balance must match the balance showing in
QuickBooks (QBs) on the last day of the previous month. This figure must
match the ending balance from the previous Chapter Audit Report.

. Add Deposits/Interest — This is the total of all increases to the checking

account which includes deposits made during the month, all automatic
deposits from Moose International (Ml), interest earned and posted to the
account, and any credits received. In QBs, this is the total of all items listed
on the ‘Deposit Detail Report.” If there are discrepancies, the checkbook
register should be compared to the bank statement to ensure that all
transactions listed have been posted in QBs.

. Subtract Expenditures — This is the total of all decreases to the checking

account which includes all checks written, fees posted, debit transactions, and
any charges posted by the bank (e.g., checks purchased, etc.). In QBs, this is
the total of all items listed on the Check Detail Report. If there are
discrepancies, the checkbook register should be compared to the bank
statement to ensure that all transactions listed have been posted in QBs.

. Balance End of Month — This is the ending balance in the checkbook

register. This figure must balance using the following calculation:

a. Balance beginning of month
+ b. Add Deposits/Interest

$$$3.5%

-_c. Subtract Expenditures
$$$5.$% (This balance should match the balance showing in QBs on
the last day of the month for which the Chapter Audit Report
is being prepared).

Chapter Audit Report Handbook September 2011 9



{:3} SAMPLE OUTSTANDING CHECKS ENTRIES

B
Financial Assets
Eank Statement Reconciliation. See last month's bank statement(s).
Checking Amount Total
Ealance Eeginning of Month 1,772.79
Add Deposits { Interest 721.59
Subtract Expenditures 152.73
Balance End of Month 2.341.65
Qutstanding NsF Checks 0.00 <
Bank Charges 12.00
Outstanding Checks 40.00

2HOTT Recall: Double-Click Account #1100.00 Receivables to see 1.ine Iter #9 balance.

2 =101 %]
% Goto... | ﬁ Print. .. | @ Edit Transaction CQuickRepart
Date Mumber Customer | Ttem Qb Rake Amt Chrg Amt Paid
Type Descripkion Class Billed Date Cue Date
04/20/2011 BI|rumber|Customer = 1tem x|ty Rake Amt Chrg
Description Class =1 =1 =
[ 1-Line [ Show open balance Ending balance » 0,00
Saork by IDate, Type, Mumber/,., =] Record Restore

NOTE: Again, please be aware that there may be a difference between the bank
balance and the Checking Account due to any pending transactions that have not yet

cleared.
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Section B1 —Outstanding Checks Entries

How to
Complete,
cont.

9. Outstanding NSF Checks — This is the total of all Non-Sufficient Funds
(NSF) checks that have been returned to the chapter and not yet reimbursed
by the issuer.

o In QBs, this is the balance in the 1100.00 Receivables account.

10.Bank Charges — This is the monthly fees that are imposed by the bank for
maintenance of the account.

o Other charges such as the purchase of checks or deposit slips from the
bank should be posted as expenditures and not as bank charges

11. Outstanding Checks — This is the total for all checks that have not yet
cleared the bank.

o The Recorder should be comparing the manual (or QBs) register to the
bank statement and annotating all checks that have not yet cleared the
bank.

o In QBs, this is the total of all outstanding checks from the reconciliation
report.

Chapter Audit Report Handbook September 2011 11



i:% SAMPLE SAVINGS ENTRIES

Financial Assets
Eank Statement Reconciliation. See last month's bank statement(s).

12

Checking Amount Total
Balance Beginning of Month 1.772.79
Add Deposits f Interest 721.59
Subtract Expenditures 152.73
Balance End of Month 2.341.65
Cutstanding NSF Checks 0.00
Bank Charges 12.00
Outstanding Checks 40.00
Savings
EBalance Beginning of Month Q 3,246.00
Add Deposits f Interest 0.50
Subtract Withdrawalsz 0.00
Balance End of Month @ 5.246.50
B N N e mnnd L e

NOTE: Again, please be aware that there may be a difference between the bank
balance and the beginning Savings Account balance due to any pending
transactions (e.g., deposits, withdrawals, interest) that have not yet cleared.

September 2011 Chapter Audit Report Handbook



Section B2 —Savings Entries

About This
Section

Prior to completing this section, the Savings account should be reconciled to the
bank statement from the bank. This will ensure that all transactions have been
posted to the proper registers. In QBs, perform a reconcile of the savings account.
Print the Reconciliation Report; it will assist in the preparation of this section of the
Chapter Audit Report.

How to
Complete
12.Balance Beginning of Month — This is the beginning balance of the savings
account at the beginning of the month.
o This figure must match the ending balance from the previous Chapter
Audit Report.

o This balance should match the balance showing in QBs on the last day
of the previous month.

13.Add Deposits/Interest — This is the total of all deposits made to the savings
account and any interest posted to the account during the month.
o In QBs, the reconciliation report can be used to identify any deposits or
interest posted to the account.
o If there are discrepancies, QBs should be compared to the bank

statement to ensure that all transactions listed have been posted in
QBs.

14.Subtract Withdrawals — This is the total of all withdrawals made during the
month or any fees charged to the savings account during the month.
o In QBs, the reconciliation report can be used to identify any withdrawals
to the savings account.
o If there are discrepancies, the bank statement should be compared to
all transactions posted in QBs to ensure they have all been posted
correctly.

15.Balance End of Month — This is the ending balance from the bank statement
for the savings account.

o This balance should match the balance showing in QBs on the last day
of the month for which the Chapter Audit Report is being prepared.

B3 SAMPLE CD ENTRIES

Chapter Audit Report Handbook September 2011 13



Financial Assets
Eank Statement Reconciliation. See last month's bank statement(s).

Checking Amount Total
Balance Beginning of Month 1.772.79
Add Deposits / Interest 721.59
Subtract Expenditures 152.73

Balance End of Month 2.341.65
Outstanding NSk Checks 0.00
Bank Charges 12.00
COutstanding Checks 40.00
Savings
Balance Beginning of Month 3,246.00
Add Deposits / Interest 0.50
Subtract Withdrawals 0.00
Balance End of Month 5.246.50
CcD
Balance Beginning of Month Q 3,426.00
Add Deposits / Interest 25.00
Subtract Withdraweals 0.00
Balance End of Month Q 5.451.00
T ¥ Y et

NOTE: Again, please be aware that there may be a difference between the bank
balance and the CD Account due to any pending transactions that have not yet
cleared (e.g. interest).

September 2011 Chapter Audit Report Handbook



Section B3 — CD Entri7es

About This
Section

Some financial institutions do not produce a monthly statement for Certificates of
Deposit (CD). So the possibility exists that the figures in this section might not
change on a monthly basis. This section should still be populated to identify the CDs
owned by the chapter. A reconciliation can be performed when the statement is
received from the financial institution.

How to
Complete

16.Balance Beginning of Month - This is the beginning balance of the CD at the
beginning of the month.

o This figure must match the ending balance from the previous Chapter
Audit Report.

o This balance should match the balance showing in QBs on the last day
of the previous month.

17.Add Deposits/Interest - This is the total of all deposits made to the CD and
any interest posted to the account during the month.

o In QBs, the reconciliation report can be used to identify any deposits or
interest posted to the account.

o If there are discrepancies, QBs should be compared to the bank
statement to ensure that all transactions listed have been posted in
QBs.

18. Subtract Withdrawals - This is the total of all withdrawals made during the
month or any fees charged to the CD during the month.

o In QBs, the reconciliation report can be used to identify withdrawals to
the CD.

o If there are discrepancies, the bank statement should be compared to
all transactions posted in QBs to ensure they have all been posted
correctly.

19.Balance End of Month - This is the ending balance from the bank statement
for the CD.

o This balance should match the balance showing in QBs on the last day
of the month for which the Chapter Audit Report is being prepared.

Chapter Audit Report Handbook September 2011 15



{:%} SAMPLE OTHER ENTRIES

Financial Assets
Bank Statement Reconcilistion. Zee last month's bank statement(=).
Checking Amount Total
Balance Beginning of Month 1,772.79
Aol Deposits fInterest T21.5849
Subtract Expenditures 152.73
Balance End of Month 2,341.65
CLtstanding MN=F Checks 0.00
Bank Charges 12.00
Cutstanding Checks 40.00
Savings
Balance Beginning of Month 5,246.00
Add Deposits §Interest 0.a0
Subtract Withdrsseals 0.00
Balance End of Month 5,246.50
CcD
Balance Beginning of Month 5,426.00
Add Deposits §Interest 25.00
Subtract Withdraswals 0.00
Balance End of Month 5.451.00
Other
Balance Beginning of Month @5,236.!]!]
Aol Deposits fInterest 525.00
Subtract Expenditures 346.00
Balance End of Month @5,415.!]!]

NOTE: Again, please be aware that there may be a difference between the bank
balance and any ‘Other’ banking account due to any pending transactions that have
not yet cleared.
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Section B4 — Other Entries

About This
Section

‘Other Accounts’ may refer to an asset account such as a Bingo account.

How to
Complete

20.Balance Beginning of Month - This is the beginning balance of any other
chapter accounts at the beginning of the month.

o This figure must match the ending balance from the previous Chapter
Audit Report.

o This balance should match the balance showing in QBs on the last day
of the previous month.

21.Add Deposits/Interest - This is the total of all deposits made to other chapter
accounts and any interest posted during the month.

o In QBs, the reconciliation report can be used to identify any deposits or
interest posted to the account.

o If there are discrepancies, QBs should be compared to the bank
statement to ensure that all transactions listed have been posted in
QBs.

22.Subtract Expenditures - This is the total of all expenditures made during the
month or any fees charged to other chapter accounts during the month.

o In QBs, the reconciliation report can be used to identify any
expenditures, or fees, to other chapter accounts.

o If there are discrepancies, the bank statement should be compared to
all transactions posted in QBs to ensure they have all been posted
correctly.

23.Balance End of Month - This is the ending balance from the bank statement
for other chapter accounts.

o This balance should match the balance showing in QBs on the last day
of the month for which the Chapter Audit Report is being prepared.

Chapter Audit Report Handbook September 2011 17



{::B}} SAMPLE PARAPHERNALIA ENTRIES

18

Financial Assets
Bank Statement Recanciliation. =ee last manth's bank statement(s).
Checking Amount Total
[Balance Beginning of Month 1,772.79
Add Depasits / Interest 721.89
=ubtract Expenditures 182 73
Balance End of Month 2,341.65
fﬁlutstanding NEF Checks 0.0
Bank Charges 12.00
Cutstanding Checks 40.00
Savings
Balance Beginning of Month 5,246.00
Add Depaosits / Interest 0.a0
=subtract Withdrawals 0.0o
Balance End of Month 5,246 .50
CcD
Balance Beginning of Month 5,426.00
Add Depaosits / Interest 25.00
=subtract Withdrawals 0.0o
Balance End of Month 5.451.00
Other
[Balance Beginning of Month 5.236.00
Add Deposits / Interest 225.00
subtract Expenditures 346 .00
Balance End of Month 5.415.00
Paraphernalia
Account # 1800.00 g! 2,960.23
Amount of depreciation taken in April@
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Section B5 —Paraphernalia Entries

About This
Section

Chapter Paraphernalia refers to the total ‘net value’ of chapter paraphernalia. Net
value is defined as the original purchase price less any depreciation. Paraphernalia
includes chapter items purchased from the Supply Department and articles of
permanent value for exclusive use of the Chapter. These are items such as
medallions, medallion chains, station covers, typewriters, computers, printers, adding
machines, calculators, desks, chairs, a safe and cabinets for Chapter Records.

How to
Complete

24.Account #1800.00 — This is the last amount by which the chapter
paraphernalia was depreciated.

o In QBs, this is the amount showing in account 1800.00.
o This figure may be the same all chapter year!

25. Amount of depreciation taken in April - At the end of each chapter year,
the Recorder will take the current chapter paraphernalia balance and
depreciate the total by 10% (as per page 25 of the Recorder’s Handbook).

o Enter the 10% depreciation dollar amount taken in April.
Depreciation
Example

Assume Chapter Paraphernalia is currently $2,960.23 and an April audit is being
performed.

10% of $2,960.23 is $296.02.

The $296.02 amount would be entered on Line Item #25 if figures were
being recorded for the April audit.

The paraphernalia balance as of May 1 will be $2,664.21
($2,960.23 minus $296.02 = $2,664.21).
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{:{\l} SAMPLE LIABILITIES ENTRIES

Liabilities (outstanding bills to be paid)

Moose Int'l (zee Statement of Accounts) 8 0.00
fMoose Charties (Endowment Fund) 0.00
Fecorder (Compensation) (@ 0.00

Fayroll Tax @& 0.00

Other (e.qg., recurring billz, etc) @Y A0.00

_-"-\.-"'.'\' LT — .|"'-.-'_ -~

.__,_'_ - . .I_.- .-\.-\.-..-. "'-_._.__ﬂ_ P W s

»2000,00 * Accounts Payable "l

+2075,00 ' Other Payables

+2200,00 ' Payroll and Benefit Liabilities < Chapter
»2205,00 * Compensation Liability
+2210,00 * Payroll Tax Liability —] Accounts

#2300.,00 + Other Liabilities
#2310,00 ' Local kax Liabilities

+2800,00 * Due ko Cther Frakernal Uniks
+25805,00 * Endowment - Moose Charities
+7510.00 ' Application Fees ko MI
+7515,.00 * ABCDYPer Capita due ko MI

20

#2525.00 ¢ CLIRREI"J_T MEMEERS DIIES [LOCKE
f_‘“ _— J"" “"Hx.’.-u---"‘*“’x_“_ﬁ__ __/ " -
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Section C — Liabilities Entries

About This
Section

In simplified terms, ‘liabilities’ refer to outstanding bills that the Chapter owes and
needs to pay.

How to
Complete
26.Moose Int’l (see Statement of Accounts) — This is total amount still owed to
Moose International.

o If there is an outstanding balance on the statement of account received
from the Moose International Finance Department, this amount needs
to be populated here.

o In QBs, this is the balance displayed in the Vendor Center under
Moose International.

27.Moose Charities (Endowment Fund) — This is the endowment fund collected
that has not been forwarded to Moose Charities with a Form 114.

o Each month all funds collected at chapter meetings and functions
should be forwarded by chapter check to Moose Charities. If this was
not done then the balance owed should be reported here.

o In QBs, this is the balance displayed in account 2505.00. If the chapter
has written a check to Moose Charities for the amount collected during
the month this account should have a balance of zero.

o Discrepancies should be identified and reported to a Moose Technical
Trainer who can assist the chapter in reconciling QBs.

28.Recorder (Compensation) — This is the amount calculated as owed to the
Recorder that has not yet been paid by chapter check.

o Refer to the Chapter Policies for the chapter.
o In QBs, this should be the amount posted to account 2205.00.

29.Payroll Tax — This is the amount of outstanding payroll taxes not yet
submitted to the IRS, state, or local authority.

o In QBs, this should be the balance(s) showing in the 2210.00 account.

30.Other (e.g., recurring bills, etc) — This is the total amount of any other
outstanding liabilities owed by the Chapter.

o An Internet bill would be an example entry for this line item.
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{::[/)::% SAMPLE DONATIONS ENTRIES

INCLUDE things like:
- Gimme 5 check
- Donation made in honor of deceased co-worker

DO NOT INCLUDE things like:

- Endowment Fund check

- Scholarship and Maintenance Fund check

- Special Project (Mooseheart/Moosehaven) Committee check

Donations (made during the month)
Moose Charities 100 () et
Lodge 200,00 <
Cammunity Service 150,00
scholarship & Maintenance Fund TO0 00
Committee Project; (.00
Cormnmittee Project: 0.00

INCLUDE things like:

- Check for Lodge water heater, freezer, etc.

- Check for Lodge repairs. NOTE: Donations to the Lodge
shall not exceed $1000 per quarter without dispensation.

DO NOT INCLUDE things like:

- Newsletter printing or postage

- Kitchen supplies purchased from the Lodge for a Chapter
function
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Section D — Donations Entries

About This
Section
Monthly donations include funds the Chapter pays to Moose Charities (excluding the

Scholarship and Maintenance fund and Special Project checks for the endowment
fund), the Lodge, the surrounding community.

How to
Complete

31.Moose Charities — This is the total of all checks written to Moose Charities
during the month excluding the endowment fund, scholarship and
maintenance, and special project committee donations. See the graphic at
the left.

o Use the QuickBooks 5300 series of accounts to track and report donations
made by the chapter. A separate account should exist for Scholarship and
Maintenance, Mooseheart/Moosehaven Special Projects, Lodge, Community
Service, etc.

32.Lodge — This is the total of all monthly checks written to support the local
lodge or donations made to the Lodge for a special project. See the graphic
at the left.

o A separate QuickBooks account should be used for all donations to the
Lodge. This will allow for the creation of a Quick Report to report the total for
the month.

33. Community Service — This is the total of all checks written to local charities
or community service project(s).

o Examples: American Cancer Society, Family in Need, Scouting, etc.

34.Scholarship & Maintenance Fund - This is the total of all checks written to
Moose Charities for Scholarship and Maintenance fund.

35. Committee Project(s) — This is the total of all checks written to Moose
Charities for the committee-assigned Mooseheart/Moosehaven special
project.

o NOTE: Two lines (35a and 35b) are provided to enter donations made for
committee projects. If donations were made this month for more than two
committee projects, attach a separate document to the audit report that
identifies $ amounts for each project. Then, enter a total for all projects on
line 35a.
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E SAMPLE MEMBERSHIP ENTRIES

Audit month’s LCL 'Chapter Totals for’ screen:

Chapter Totals for kMarch P. afl'/a/ Member Sh/p 5(:’6'['/0/7 Of the Audll' Reporl‘.'
Total on Rolls Last Month 306 -
Ervolled [6 Memb ErEhIp Updates Total
Resnroled [1 .
Renstatement B Total on Rolls Membership last month's ending nugler: 308
LiECren M Last Month’ Enrolled B
—_— [4 Feenralled 1
Total Additions E -
= [ Feinstatement 1
Deceased e TransferIn 1
Transfer Out [0 Oes Faid [Expired) 4
Resined P Total &dditions: U2
Total Deductions o
Total Members on Rolls (as of last transmit) 3058
Members in Arrears for Dues {(Expired) 1 -
Percentage in Arrears [457% i i A U ST e, g e T e
‘Total Members on Rolls
(as of last transmit)’
Create an LCL 'Applicant’ Report: 1. Go To, Reports and
. bel
,ﬂLEL.net Training Edition ¥2.1 Workspace Labelss App"cant @ Lebess

1 &pplicant

Filz | GoTo Help MMMS  Restore Student Daka 2 Application Code = o
) Applicant Roster

Member Search All — Excluding Comp

Application Transmit

C
— : oN 3. Application Status = [ Selection |
Duaily Transmik

Manthly Report Enrolled Application Code
onthly Reports . _

Members 4. App Received Start = |.ﬁ.II - Excluding Comp ;I
Get Awards and Degrees 1st day of the month

H Application Stat
Get Member Information _ belng reported pplication Status
| il -

Export 5. App Received End =

App Received Start

Reports and Labels Address Change last day of the month
e .ﬂ.ctiitie being reported | 3f1fz011 [~
_
. . app R d End
Atrears 6. Sort by Application PR eceEd
gkl Code to view all totals R [-]

Mermber Payments

omborahin o e
Membership section of

Member i p——

Special Dates Audit Report (except for (»Application Mumber

Miscellaneous Cade Dues Paid (Exp"-ed) (ZiMame

Deceased {erapplication Code

Paid &s OF Date {r&pplication Skatus
{rSponsar 1D

{_18pp Received Date

Create Report

24 September 2011 Chapter Audit Report Handbook



Section E — Membership Entries

About This
Section

Each Chapter year, the WOTM send a beginning membership number to each
Chapter. This number is to be used when calculating a gain in membership.

Prior to completing this section on the monthly audit report, it is best to print an
LCL.net screen capture of the ‘Chapter Totals for’ on the last day of the month
after the Daily Transmit has been performed and before the Moose
International nightly processing has occurred. All the information needed to

complete this section is displayed on the ‘Chapter Totals for’ screen. See the graphic
at the top far left.

***Remember - this screen will be reset on the first day of the new month!

How to
Complete

36.Membership last month’s ending number - This is the total membership
count from the previous Chapter Audit Report. This should also match the

“Total on Rolls Last Month” on the “Chapter Totals for” screen found on the
FRU Information tab in LCL.net.

NOTE: If the “Chapter Totals for” figure was not captured on the last day of
the month, the LCL.net Applicant Report can be used to find the members
who were reported as enrolled during the month. Refer to the LCL screen

shots at the bottom left and the ‘Report Procedure’ at the bottom left to create
an Applicant Report in LCL.net:

37.Enrolled — This is the:

Total # of new members (1 — New) reported this month,
+ Total # of multiple memberships (1 — Multiple Membership) reported

= Total Enrollments (that the Chapter reported to Moose International via
this month’s LCL monthly transmits)

38.Reenrolled — This is the total # of former members that the Chapter reported

as re-enrolled (2 — Re-Enroll) during this month (as reported to Moose
International via the LCL.net monthly transmits).

39.Reinstatement — This is the total # of dropped members that the Chapter
reported as reinstated (3 — Reinstate) during the month (as reported to
Moose International via the LCL.net monthly transmit).
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E SAMPLE MEMBERSHIP ENTRIES, CONT.

Membership Updates Total

Membetzhip last month's ending number: 306

Enrolled B
FReenrolled
Reinstatement

Transker In
Ciues Faid [Expired]
Tatal Additions:

#—l-—l-—l-

12

Create LCL Reports for Report Item #41. ‘Members Payment’
Report Criteria
(if chapter dues > $20)

Date Selection

{IReceived Date

H LCL.net Training Edition ¥2.1
File | Go To Help MMMS  Restore
Mermber Search

‘Paid As Of Date’

26

Special Dates
Miscellaneous Code

Deceased

September 2011

Create Report |

Create Report |

Application Transmit "| (¥)Deposit Date Y Report Criteria
c Diaily Transmit Start Date (lf chapter dues = $20)
Monthly Reparts ﬂ Date Selection
End Dk
Get Awards and Degrees ne bt Skart Date
-
zet Member Infarmation Address Change M : | 4f1/2011 Izl
Expart Ackivities End Date
Reports and Labels Applicant [ai EInE | 4302011 E|
Arrears :
Member Payments it 2 | OMember D
: _IMarne H
CFFicer , : {wikame
i*)Deposit Date .
Member :
;
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Section E —Membership Entries, cont.

How to
Complete

40.Transfer In — This is the total # of members who transferred into the
Chapter (5 — Transfer In) from another Chapter during the month as reported
to Moose International.

41.Dues Paid (expired) — This is the total # of members who were previously
showing with a status of ‘expired’ in LCL.net that have paid their dues during
the current month. NOTE: As the month progresses, and members who were
previously reported as Expired pay their dues, this figure will increase.

If the “Chapter Totals for” figure was not captured, this information
can be found on the Member Payments Report if the dues of the
chapter exceed the minimum of $20. Refer to the graphics at the
bottom left for the procedure on how to create the ‘Member Payments’
report in LCL.

o Count the number of co-workers whose dues were expired in a month
prior to the previous month. For our example March Audit Report, count
from the February (or prior) report.

o Do not count the members whose dues expired at the end of the
previous month. For our March Audit Report example, do not count
co-workers whose dues expired at the end of February since these are
the co-workers who moved to ‘expired’ at the beginning of March.

If the chapter dues are equal to the minimum of $20, then the Paid As
Of Date Report must be used to obtain this figure. Refer to the
procedure at the bottom left on how to create the ‘Paid As Of Date’ report
in LCL.net:

o Count the number of co-workers whose dues were expired in a month
prior to the previous month. Do not count the members whose dues
expired at the end of the previous month.

42.Total Additions — This is the total of items 37 through 41.
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E SAMPLE MEMBERSHIP ENTRIES, CONT.

Membership Updates Total
memberzhip last month's ending number: 306
Enrclled E
Reenrolled 1
Reinstatement 1
Tran=ter In 1
DOwes FPaid [Expired] 4
Total Additions: 13
Expired @& 14
Deceaszed € 0
Transfer Out. G& 1]

View 1. Click Members tab.

Member Status 2. Click Inactive tab.

for Audiit Report 3. Select Expired in Status drop down field.

Items 43: 4. Click the Dues Expiration Date column so the most recent date is
at the top.

5. Count # of co-workers that show a Dues Expiration Date = to the
last day of the previous month.

LCL.net Training Edition ¥2.1 Workspace

le GoTo Help MMMS  Restore Student Data

Chapter Number | 9999 Member Moose ID | 007271434
Chapter Name I JEFFERSON Member Name I Hopper, Diane
FRU Information | Members | Applications | Spohsors |
Active I Inactive |
| Member ID Marne Home Address Home Ph Status Change Date Status Dues Expiration Date
007271434 Hopper, Diane 348 Easy Ct, Hillsdale, FL, 33540 03/30/2011 Expired 03/30/2011
008198051 Jones, Mary 3744 Webber Ave, Antioch, IL 60002 03/30/2011 Expired 03/30/2011
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Section E —Membership Entries, cont.

How to
Complete

43.Expired — This is the total number of members who expired at the end of the
previously reported month. In our example, this would be the month of
February.

o These are co-workers that moved to ‘Expired’ at the beginning of the
month being reported for the following reason: their status changed
after the end of the previous reporting period, and they were reported
as ‘Expired’ at the beginning of the month being reported on this
Chapter Audit Report. As the month progresses, and members pay
their dues, this figure will change.

o If the “Chapter Totals for” figure was not captured, this information can
be found in LCL.net as shown in the screen capture — and procedure —
at the bottom left.

44.Deceased - This is the number of co-workers that were reported as
‘Deceased’ during the month.

o If the “Chapter Totals for” figure was not captured, this information can
be found in LCL.net according to the procedure below.
1. Click Members tab.
2. Click Inactive tab.
3. Select Deceased in the Status drop down.
4

. Click the Status Change Date column so the most recent date
is at the top.

5. Count # of co-workers that show a Status Change Date with the
month being reported on the Audit Report.

45. Transfer Out — This is the number of co-workers that were transferred out of
your Chapter during the month (as reported through the MMMS Moose
Membership Management System).

o If the “Chapter Totals for” figure was not captured, this information can
be found in LCL.net according to the procedure below.

Click Members tab.
Click Inactive tab.
Select Transferred in the Status drop down.

Click the Status Change Date column so the most recent date
is at the top.

5. Count # of co-workers that show a Status Change Date with the
month being reported on the Audit Report.

A
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{:{\? SAMPLE MEMBERSHIP ENTRIES, CONT.

Membership

Enralled

Updates Total

bembership last month's ending numbe 306

Feenraolled

Reinstatement

Tran=zfer In

Dues Paid (Expired)

| = | — | —| T

Total Additions:

13

Expired B
Deceaszed
Tran=sfer Ot

Resigned @

o I R ) e ) 8

Tatal Deductions:
Tatal Active Membership:

47 14
48 305

View 'Total Members on Rolls’ in LCL via the FRU Information tab.

Chapter Totals for March

Total on Rolls Last Month [306

Enralled |6

Reenrolled |1

Reinstatement [’l

Transfer In | il

Dues Paid (Expired) [ ‘Total Members on
Total Additions 13 Rolls’ as of last
Expired |14 transmit
Deceased l 0

Transfer Out l 0

Resigned lo

Total Deductions [14

Total Members on Rolls {as of last transmit) | 205

Members in Arrears for Dues (Expired) |’14

Percentage in Arrears | 4 .57%

30 September 2011
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Section E —Membership Entries, cont.

How to
Complete, cont.

46.Resigned - This is the number of co-workers who were marked as resigned.

o If the “Chapter Totals for” figure was not captured, this information can
be found in LCL.net according to the procedure below.

Click Members tab.
Click Inactive tab.
Select Resigned in the Status drop down.

Click the Status Date Change Date column so the most recent date
is atthe top.

5. Count # of co-workers that show a Status Date Change with the
month being reported on the Audit Report.

Pobh-~

47.Total Deductions — This is the total of items 43 through 46.

48.Total Active Membership — This should be a calculation of:

Item 36: Membership last Month’s ending number (e.g., 306)
+ Item 42: Total Additions (e.g., 13)

Example Total: 319 (306 + 13)

Item 46: Total Deductions (e.g., 14)

EXAMPLE TOTAL ACTIVE MEMBERSHIP: 305

o This should also match the “Total Members on Rolls (as of last
transmit)” figure on the “Chapter Totals For” screen capture.

o This should also equal the “Total Active Co-Workers:” figure on the
Members tab on the last day of the month.

o This figure will change after the new month begins. Those members
who did not pay their dues by the end of the month move to an Expired
status after processing is completed in MMMS.
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F SAMPLE COMMUNICATIONS ENTRIES

Communications Yes/No/#
chapterssEE G mooseunits .org < 12 MY @ Yes
Chapter activities / meetings posted? @ Yes
# 0f Board of Officers' meetings held {min of 1) E 1
# of Chapter meetings held {min of 2) 2
# monthly reports to be created / transmitted 0

View your Chapter’s Email Capacity:

1. Type the following address in your Internet browser: www.mooseintl.org/webmail

2. Loginto your
Chapter’'s mooseunits.org
email account.

Please log in to SmarterMail...

Full email address (ex. user@example.com)
|| Example: chapter1234@mooseunits.org

3. View the email ‘Usage Bar’
from any of the email views to
verify ‘used space’ vs ‘ free space.’

Password
| Contact Member Services for assistance!

Language
I Use Browser Language ﬂ

gray = available space (up to 15MB)

™ Remember me

; Logi Hel
white = used space — ogin elp

24 mezzage(s), 0 deleted, 24 unread

0D MB 15 MB  Refresh
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Section F— Communications Entries

About This
Section

The Communications section of the monthly Audit Report is included to make sure
that the Chapter is effectively communicating (as defined by the General Laws):

Between Chapter Officers and the General Membership;
Between Chapter Officers and Committee Chairmen/Members;
Between Chapter Officers and Lodge Officers;

Between the Chapter and other Fraternal Units; and

Between the Chapter and Moose International

O O O O O

Line Items included in the Communications section of the Audit Report validate
Chapter ‘process’ rather than financial or membership statistics as were previously
described in this handbook. Audit entries for this section include one of the following:
Yes, No, or a Numeric Value.

How to
Complete

49. chapter####@mooseunits.orqg < 15MB? - This line item is included to see
if the Chapter’s official email account is nearing maximum capacity (15MB). If
the Chapter’s email account is maxed out, no additional messages will be
received — until ‘old’ or ‘read’ mail is deleted.

o Follow the steps at the left to check the Chapter’s current email
capacity.

50.Chapter Activities/Meetings posted? — This line item is included to verify
details about all upcoming Chapter activities, events, meetings, etc. are being
communicated to Officers, members, potential members, guests, community,
Lodges, etc. Typical forms of communication are: bulletin boards, newsletters,
calendars, emails, meeting minutes, etc.

51.# Board of Officers’ Meetings Held — This line item is included simply to
verify that at least one Board of Officers’ meeting was held during this audit
month.

o Enter the # of Officers’ Meetings held this month after viewing the
approved/signed meeting minutes.
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F SAMPLE COMMUNICATIONS ENTRIES, CONT.

Communications Yes/No/#

chapterds G mooseunits.org < 15 Mb? Yes
Chapter activities / meetings posted? Yoo
# 0f Board of Officers’ meetings held {min of 1) 1
# of Chapter meetings held (min of 2) 2
# monthly reports to be created / transmitted 0

View # of Monthly Reports Waiting to be Created, Updated, or Transmitted:

,ﬂ' LCL.net Training Edition ¥2.1

Fie | GoTo Help MMMS Restore 1. Open LCL.net.
METiEET S5 2. From the Go To menu, choose Monthly
_ Application Transmik RGpOI’tS.
A — 3. View the message at the bottom of the

Monthly Reports screen to validate the
number of financial reports that are pending
Get Awards and Degrees (or ready to be created, updated, or
transmitted to Moose International).

Monthly Reports

ek Member Information

Export
Reports and Labels r
.
- Monthly Reports B =13l
"
w
Month |2011-1 May 31, 2011 READY TO CREATE ":I Create | [T Create Al
Transmitted | 0 | Transmit | [~ Transmitall
.
Balance Sheet | . Profit And Loss |
.
Current Page Mo, 1 |T0ta| Page Mo.: 1+ q Zoarn Fackor: 100%

1 monthisreadyto be created. 1 month is ready for update ortranzsmit. Qrrrrnnnnnns E Close |

|| Browsemode || oesaoveont || todsam | 4
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Section F— Communications Entries, cont.

How to
Complete, cont.

52.# of Chapter Meetings Held — This line item is included simply to verify that
the required number of Chapter meetings were held during this audit month.

o Enter the number of Chapter Meetings held this month.

53.# Monthly Reports to be created / transmitted — This line item is included to
make sure that required monthly reports (e.g., Balance Sheet and Profit and
Loss Statement) are being transmitted (from LCL.net) to Moose International

by the 10™ of every month.

o If this month’s audit occurred after the 10" of the month, then the
number of monthly reports to be created/transmitted should be ‘0.’

o Refer to the LCL.net procedure at the bottom left to view the # of
monthly reports that are waiting to be sent to Moose International.
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G SAMPLE REPORTS ENTRIES

Reports Date [ NA

IS 990, 990EL, or 990N filed (Sept audit only) Q 74,
IRS 940 /947 filed (Jan, Apr, Jul, & Oct audits) A,
RS WYWis mailed to recipients (Jan audit anly) IEA,
Diate Form 114 submitted 0552311
Date Form 166 submitted 03723411

Visit the Moose International website as shown below to Downloadable
determine which annual form (990, 990EZz, or 990N) Forms
. h ’
your Chapter needs to submit by September 157, Instructions,
and Help
Videos!
Access Path: Form 990 Return Of Organization E
’ Purpose: Annual information return.
1. www.mooseintl. orqg VWho files: Fraternal Units with gross receipts greater than $200,000 or total assets greater
' $500,000.
2. Members Area When filed: :?Dalr:ateﬁrot%gr?%eptember 15.

Form 990
@RS iy
e Sept 15th!

Download and Print

THIRS Form 990 [ITd Form 990 Schedule R

990 Help Video Available ‘

990 Schedule R Help Video ‘

3.
Form 990 EZ Short Form Return Of Organization Exempt From Income Tax
Purpose: Annual information return,
\Who files: ;;aﬂtgl?oaélums with gross receipts less than $200,000 and total assets less than
NOTE Type Of Form VWhen filed: Mo later than September 15.

used is based upon
your Chapter’s gross
receipts, and in some

Download and Print

ITHIRS Form 990EZ T4 990 EZ Instructions

990EZ Help Video Available ‘

T4 990 EZ Worksheet

cases, your Chapter’s Form 990 N E-Postcard Return Of Organization Exempt From Income Tax
! Purpose: Annual information return.
total assets! WWho files: Fraternal Units with gross receipts less than $50,000.
VWhen filed: HNo later than September 15.
File Gﬂliﬂgl IRS 990N e-Postcard

Download and
Print

I3 990 N _Instructions

File your 990, 990EZ, or 990N AFTER transmitting the May monthly report (LCL) to Moose

International and BEFORE September 15!

36
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Section G — Reports Entries

About This
Section

This Reports section of the monthly Audit Report is included to ensure that required
IRS and WOTM forms are completed and sent on or before the Federal or Moose
International deadline.

o Ifthe IRS Forms are not filed on time, the Chapter may incur a
large financial penalty — $20/day — and possibly cause a forfeiture
of the Chapter’s tax-exempt status!

o IfWOTM Forms 114 and 166 are not filed on time, Chapter status may
be affected.

o Line ltems #54 through #57: Enter a ‘Date’ or ‘N/A’ (not applicable) —
depending upon the month of the audit.

How to
Complete

54.IRS 990, 990EZ, or 990N filed — U.S. Chapters Only — enter the date the
Chapter filed its Annual Income Tax Return. This date should be on, or
before, September 15" and should, therefore, appear on the September Audit
Report only — unless one of the following conditions apply:

o Chapter filed for an extension and submitted the 990x in a different
month (e.g., October, November, etc); or

o Chapter filed for an extension and does not yet have a copy of the
filed paperwork.

o For additional filing assistance from Moose International (e.g., forms,
instructions, and help videos), follow the access path shown at the left.

o For additional information from the IRS, view the go to the www.irs.gov
website.
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G SAMPLE REPORTS ENTRIES, CONT.

REP‘D“S Date [ NA

RS 990, 990EL, or 990N filed (Sept audit only) A4,
RS 940 /941 filed (Jan, Apr, Jul, & Oct audits) [FA,
IS WWis mailed to recipients (Jan audit only) A,
Diate Form 114 submitted 0552311
Date Form 166 submitted 03723411

940 Form: Payment/Deposit Towards Federal Unemployment Tax.
Must pay/file if the Chapter pays a salary to anyone.

rom 940 for 2010: Employer's Annual Federal Unemployment (FUTA) Tax Return 850110

Department of the Treasury — Internal Revenue Service OMB No. 1545-0028

- A0 -O00008 00

Employer identification number Type of Return
(Check all that apply.)

Name (not your trade name) L ‘

| Payment
Trade name (if any) Towa rds

|:| a. Amended

|:| b. Successor employer

|:| c. No payments to employees in
2010

Address
Numbar Federal Suite or reom number |:| d. Final: Business closed or
stopped paying wages
Unemployment ||| |
v__*_ng—__‘_C' — - LZIPCDdE e R, RPN b e
‘Redl atel Tax A i T et A Y Y

941Form: Quarterly report of federal income tax withheld from employee paycheck(s); AND
report of employee — and Chapter — Social Security taxes and Medicare taxes.

rom 941 for 2011: Employer's QUARTERLY Federal Tax Return 150111
(Rev. January 2011) Department of the Treasury — Internal Revenue Service OMB Mo. 1545-0029
EN o |:| I:l - I:l I:l |:| I:l I:l I:l l:l Report for this Quarter of 2011
Employer identification number (Check one)
Mame (not your trade name) L W' h h Id I:I 1: January, February, March
[ ithhe  Api
Trade name (if any) ‘ I:I 2: April, May, June

Federal Tax, ‘ |:| 3: July, August, September

Address Nmb: Social Security,
& Medicare tax :| I:l Prior-year forms are available at

www.irs.gov/form941.

|:| 4: October, November, December

Suite or room number

City ZIP code
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Section G — Reports Entries, cont.

55.IRS 940 / 941 filed — U.S. Chapters Only — if the Chapter pays compensation
to the Recorder, or Pro Tem, it must:

o File a 940 Form to pay a required Federal Unemployment Tax to the

IRS.

o File a quarterly 941 Form to report withheld Federal Income Tax, and
withheld Social Security and Medicare tax.

o Enter the date of payment as per the Chapter’s 940/941 copy.

56.IRS W2s mailed to recipients — U.S. Chapters Only — if the Chapter pays
compensation to the Recorder or Pro Tem, it must report annual wages paid,
and annual taxes withheld, from the Recorder’s/Pro Tem’s paycheck. This is
accomplished via the W2 Wage and Tax Statement; W2s must be mailed to

all paid employees by January 31,

a Employee's social security number

geeec void [ ]

For Official Use Only »
OMB No. 1545-0008

b Employer identification number (EIN)

1 Wages, tips, other compensation

2 Federal income tax withheld

¢ Employer's name, address, and ZIP code

3 Social security wages

4 Social security tax withheld

5 Medicare wages and tips

6 Medicare tax withheld

7 Social security tips

8 Allocated tips

d Control number

[]

10 Dependent care benefits

12a See instructions for box 12

15 State Employer's state ID number 16 State wages, tips, etc.

e Employee’s first name and initial Last name Suff.| 11 Nonqualified plans
H
Ty reen Tmeew |z
1 0O P
14 Other 12c
i
12d
i
f Employee's address and ZIP code
17 State income tax 18 Local wages, tips, etc. [ 19 Local income tax 20 Locality name

w-z Wage and Tax Statement

Form

E U l l Department of the Treasury —Intemal Revenue Service
For Privacy Act and Paperwork Reduction
Copy A For Social Security Administration — Send this entire page with

Form W-3 to the Social Security Administration; photocopies are not acceptable.

Do Not Cut, Fold, or Staple Forms on This Page — Do Not Cut, Fold, or Staple Forms on This Page

Act Notice, see back of Copy D.
Cat. No. 10134D

o If performing the January audit, enter the date that Recorder/Pro Tem
W2(s) were mailed (as per the Chapter records) on Line Item #56.

o If performing an audit for any other month, enter N/A in Line ltem #56.

o NOTE: The IRS copy with Form W-3 is due by February 28™.
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G SAMPLE REPORTS ENTRIES, CONT.

Reports Date [ NA

IS 990, 990EL, or 990N filed (Sept audit only) ILSA,
IRS 940 /947 filed (Jan, Apr, Jul, & Oct audits) [,
RS WYWis mailed to recipients (Jan audit anly) IEA,
Diate Form 114 submitted 0552311
Date Form 166 submitted 03723411

Download Form 114 and/or Form 166 via:

1. www.mooseintl.org
2. Members Area
3 WOTM/Forms

Committee’s Committee’s
Signed/Dated Signed/Dated
ACTIVITY NIGHT Report FUNDRAISING Report
Includes check #s, amounts, Snapshot of Fundraising:
and community service allocation of proceeds and

information net profit
(income — expenses)

—

+ Chairmen P ets + Form 114 \
— Form 114 — Form 166
» [E Membership/Retention (May)
« [ITd Membership/Retention (May) + @ Publicity (June)
« T3 publicity (June) » DE Youth Involvement (July)
« T Youth Involvement (July) » [@IHE Academy of Friendship (August)
« [T Academy of Friendship (August) + [T Star Recorder (September)
« [0 Star Recorder (September) » [T Mooseheart/Moosehaven (October)
+ [ITd Mooseheart/Moosehaven (October) » E College of Regents (November)
+ [ITd College of Regents (November) » [T Community Service (December)
+ [T Community Service (December) + [T Educational Advancement (January)
: g%rﬁx;‘”” » @M Family Involvement (February)
family invowement + [ITd Moose Charities (March)
: g%%{?:ﬁ?ﬁ) » [IE Health Awareness (April)
« [ITd Green Cap/Ways and Means (4th Quarter) » [T Green Cap/Ways and Means (4th Quarter)
+ O3 Blank/Special Committee » [T Blank/Special Committee
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Section G — Reports Entries, cont.

57.Date Form 114 submitted — Every month, Chapters are required to complete
a WOTM Form 114 and a WOTM Form 166. Together, these two forms track
status and efforts of each of the Chapter’s standing and special committees.

o Form 114 tracks status of member participation, Committee Activity
Night details, and monthly donations made to: Moose Charities,
Mooseheart Scholarship & Maintenance Fund, Endowment Fund, and
the surrounding community, etc.

» Form 114 is mailed to the WOTM Headquarters with all
applicable checks.

=  Enter the date Form 114 was mailed.

58.Date Form 166 submitted — Form 166 tracks status of fundraising income,
expenses, and/or net profit; allocation of proceeds.

= Form 166 can be mailed — or emailed — to the WOTM
Headquarters.

=  Enter the date Form 166 was mailed or emailed.
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i:{;; SAMPLE AUDIT COMMITTEE & OFFICER SIGNATURES

=

udit Committee & Officer Signatures:

[Audit Chairman)]

[Audit Committes]

[Audit Committes]

[Senior FRegent]

©eePPPe

[Recorder]

Ermail this report to:
wutmmail@muuseintl.urg Date Prepared
ar Faxto:

(630) 966-2211 Date Submitted
bo WOTR
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Section H — Audit Committee & Officer Signatures Entries

About This
Section

If the report is prepared electronically using the fillable form capabilities in Adobe the
name can be typed. After the report is electronically transmitted a copy should be
printed and the Audit Chairman, Audit Committee members, Senior Regent and
Recorder should sign the report for retention in the chapter files.

If the report is manually prepared it should be signed by the Audit Chairman, Audit
Committee members, Senior Regent and Recorder prior to faxing.

NOTE: If an Audit Committee Member cannot be present for the audit, the Senior
Regent can appoint someone else in her place.

How to
Complete

59. Audit Chairman - Print or type the name of the Audit Chairman.

60. Audit Committee — Print or type the name(s) of the Audit Committee
Members who assisted with the completion of this report.

o NOTE: If an Audit Committee Member was not present, and the Senior
Regent appointed another member in her place, enter N/A for this
signature. Include the name of the appointed member that did attend.

Example: N/A; Kathy Yarbrough attended.
61. Audit Committee — See #59 description above.
62.Senior Regent — Print or type the name of the Senior Regent.
63.Recorder — Print or type the name of the Recorder.
64.Date Prepared — Print or type the date the Audit Report was completed.

65.Date Submitted to WOTM - Print or type the date the completed Audit
Report was emailed wotmmail@mooseintl.org or faxed to WOTM
Headquarters.
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Submitting the Monthly Audit Report

Chapter Audit Report

Chapter No.
Audit MonthiVear

hapter Name
Federal ID #:

)

Updates.

Total

Financial Assets Membership
onk i 3

et lut manth's

Amount

\‘

Checking Total Iembership last menth s ending number:
Bialance Beginning of M
Add Diposi

Sabiract £

Balance End of Month

R

r
Dues Paid (Expired)
Total Additions:

Tutetanding HST Checke
Btk Charges
Outstanding Checks

Savings
Eislance Beginning of Manth
#dd Dapori

Total Deductions:
Total Active Membership

Balance End of Manth Communications
=]

Bialance Beginning of Manth

Completed
Chapter Audit Report
e-mailed or faxed to
WOTM Headquarters

by the 12" of every month!

Add Daposite | Intarast.
Subtract Withdrawals
Balance End of Month

1Other
Eialance Beginning of Manth

Reports Date /HA

RS 407941

Audit Committee & Officer Signatures:

Audit Chairman

‘Fudit Committee

Audit Comminee

Senior Fegent
Fecorder
Emmail this report to:
il@mooseintlory [ TuePrep
or Faxto:
X D
(630) 966-2211 Submitted to
WOTR

HLEL.nEI: Training Edition ¥2.1 Workspace

File | Go To Help MMMS  Restore Student Data

Member Search

Application Transmit

a0N
Draily Transmit !

Members |

LCL.net Financial Reports

transmitted to
Moose International

by the 10" of every month!

Get fAwards and Degrees

et Member Information

Export

Reports and Labels »
|

ﬂ Monthly Reports

\/

Month |2|31|3-2 June 30, 2010 READY TO CREATE

Create

[T Create All

Transmitted |

| Transmit

[T TransmitAll

Balance Sheet

Profit And Loss

iy
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Submitting the Monthly Audit Report

About This
Process

The completed Chapter Audit Report discussed in this handbook is due back to
WOTM Headquarters by the 12" of every month.

o See the example report graphic at the left.

NOTE: Recall from the General Laws, Section 66f, that the Chapter’s financial
reports (e.g., Balance Sheet and Profit & Loss Statement) must be transmitted to
Moose International (via LCL.net) by the 10" of every month.

o See the LCL.net screen captures at the left.

How to
Complete

1a. Email a completed, and saved, Audit Report as follows:

o Include the following information in the email Subject field:
Chapter Name, Chapter Number, State/Province, Type of Report,
Month and Year of the Report

Example: San Diego #2, California, Audit, February 201x
o Attach the Audit Report

o Send to... wotmmail@mooseintl.org

o NOTE: An automatic ‘receipt of e-mail notice’ will be sent to the
chapter — however this is only stating the email was received. An
additional email will be sent to the Chapter if information is missing.

1b. Or, fax the completed Audit Report 630-966-2211.

For additional assistance on how to submit a Monthly Audit Report, please contact
the Women of the Moose at 630-966-2246.
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APPENDIX A

Description Page
Blank Chapter Audit Report 48
Blank Service Chapter Audit Report 49
Monthly Audit FAQs 50-52
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QuickBooks ‘Reconcile’ Screens 56
View / Print a Check Detail Report 57
View / Print a ‘Transaction List by Vendor’ Report 57
Chart Of Accounts 58-59
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Blank Chapter Audit Report

48

Chapter Audit Report

Balance Beginning of Month
Add Deposits § Intere st
Subtract Withdrawals
Balance End of Month

cD

Balance Beginning of Month
Add Oeposits ¢ Interest
Subtract Withdrawals
Balance End of Month

Other
Balance Beginning of Month

Add Deposits { Interest
Subtract Expenditures
Balance End of Month

|Paraphernalia
Bccount # 1800.00

Amount of depreciation taken in April

Chapter Name Chapter NMo.
Federal ID #; Audit Morthear
Financial Assets Membership Updates Total
Eank Statement Beconciliation, See last month's bank statement[<].
Checking Amount Total IMembership last month's ending number:
Balance Beginning of Month Enralled
Add Deposits § Intere st Feenralled
Subtract Expenditures Feinstatement
Balance End of Month Transker In
Owes FPaid [Expired]
Outstanding MNEF Checks Total Additions:
Eank Charges Expired
COutstanding Checks Deceased
Transfer Ot
Savings Fe=igred

Total Deductions:
Tatal Active Membership:

Communications

Yes (No /&

chapteri###mmoo=zeunits.org < 15 Mb?

Chapter activities { mestings posted?

# of Board of Officers’ meetings held [min of 1]
# of Chapter meetings held [min of 2]

# monthly reports to be created { transmitted

Reports Date / NA

IFS 330, 330EZ, or 3300 filed [Sept audit anly)
RS 340/ 341 filed [Jan, Apr, Jul, & Oct audits)
IR W 2= mailed to recipients [Jan audit only)
Date Form 114 submitted

Dlate Form 166 submitked

Audit Committee & Officer Sighatures:

Liabilities {mustanding bills to he paid)
Flozse Ink'l[see Statement of Accounts]
Mooze Charities [Endowment Fund)
Recorder [Cempensation]
Fayroll Tax

[Budit Chairman)

[Budit Committes]

[Audit Commitkes)

Committes Project:

Other [e.q., recurring bills, etc) [Senior Regent]
Donations (made during the month) [Recarder]
Moosze Charities
Lodge Email thiz report to: [ Date Prepared
Community Service wotmmail@mooseintl.org
Scholarship & Maintenance Fund or Fax to: m
Committes Project: {E;;}ﬂ} 966-2211 ko WOTR

September 2011
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Blank Service Chapter Audit Report

Service Chapter Audit Report
Chapter Name Chapter No.
Federal ID #: Auydit Monthear
Financial Assets Membership Updates Total
Eank. Statement Reconciliation. See last month's bank statement(=].
Checking Amount Total Membership lazt month's ending number:
Balance Beginning of Month Enrall=d
Add Deposits ! Inkerest Feenrolled
Subtract Expenditures Fieinstatement
Balance End of Month Tran=fer In
DOz Faid [Expired)
Outstanding MSF Checks Tatal Bdditicons:
Bank Charges Expired
COutztanding Checks Dexeazed
Transfer Cuk
Savings Feszigned
EBalance Beginning of Month Total Deductions:
Add Deposits ! Inkerest Total &ctive Membership:
Subtract Withdrawals
Balance End of Month Communications Yes Ho /=
CDh chapterif#f@mooseunits.org < 15 Mb?
EBalance Beginning of Month Chapter activities ! meetings posted?
Add Deposits fInkerest # of Board of Officers’ mestings hield [min of 1)
Subtract wWithdrawals # of Chapter meetings held [min of 1)
Balance End of Month # monthly reports to be created f transmitted
Other
Balance Beginning of Month Re po rts Date ' HA
Add Deposits ! Inkerest RS 9930, 990EZ, or 2300 Fled [Sept audit anly)
Subtract Expenditures IS 340 ¢ 341 filed [Jan, Spr, Jul, & Oct aodits)
Balance End of Month RS W= mailed to recipients [Jan audit cnly)
Form 114 submitted
|Parﬂ|}her“ﬂliﬂ Form 166 submitted
Aeeount # 1500.00 Audit Committee & Officer Signatures:
Amiount of depreciation taken in April
[Audit Chairman)
Liabilities {outstanding bills to be paid)
Plocze Nt [see Statement of Accounts) [Audit Committee)
Moose Charities (Endowment Fund)
Secretaryf Treasurer [Compensation] [Audit Commitkee)
Fayroll Tax
Other [2.g., recurring bills, etc) [Prezident)
Donations (made during the month) [SecretaryTreasurer)
Moose Charities Email thiz report to;
_ Lodge wotmmail@mooseintl.org  DatePrepared
S &I:;TITUMH Se-lrrl.llcz or Fax to:
cholarship aintenance Fun Date Submitted
Committes Project: {GSG} 966-2211 bo WOTR
Commitkes Project:
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Monthly Audit FAQs

1. Who must attend the monthly audit? The Chapter’s Audit Committee members (to ask
questions and view documents, records, reports, etc) AND the Chapter Recorder, Senior
Regent, Secretary/Treasurer, and Junior Graduate Regent (to answer questions asked by the

Audit Committee).

How does the date and time for the monthly audit get communicated? The audit

meeting is announced at the Chapter meeting. The Senior Regent (or President for Service
Chapters) will set the date and time of the audit and coordinates with the Recorder and the

Audit Committee members.

3. As the Chapter Recorder, what am I expected to do to prepare for the monthly
audit? As Chapter Recorder, it is highly recommended that you have the following available:
Previous Month Audit Folder: Current Month:
Previous month’s bank statement(s) Member Applications
Previous month’s bills and Statement of Outstanding Bills, including Statement of Accounts
Accounts
QuickBooks Reports: Reconciliation Report, Check Detail, Sales
Previous month'’s QuickBooks reports — | by Item Detail, Check Register, Profit & Loss Standard for “last
month,” Profit & Loss Standard “this fiscal year,” Balance Sheet
Standard, and Quick Report of Account 2505.00 Endowment
Fund
Checking, Savings, and/or CD Bank Registers
Copies of current tax files
Employment Records (if applicable)
Recorder’s Official Business Receipt Book
Internet Connection; LCL.net; and QuickBooks
Previous month’s LCL screen prints »| Printed LCL.net screens at minimum: Actlv_e Member Roster
and/or reports (see tr_le L_CL graphic below), Arrears, Appl_lcant Repgrt, and
Deposit History Report (see the LCL graphic at the right to
recall how to access the LCL Reports).
Chapter Mumber l 9999 Member Moose ID 0125684?!‘; :‘\ Spreadshest Look [
Chapter Mame: | JEFFERSOMN Fember Name Bryant, Am - . {'\J\'
-
FRU Information | Members Applications | Sponst g &
PO
Find r |.? View Member
Active | Inactive | L 4 -~
Fember 10 Heme Fome Addess k-"'f Status Dues Expiration Dake
00562 1 266 Swimnines, Canol 10219 1515T AVE; BIGFALLS; Wi, 53179-9656 A
Active Life Member
005621063 Gragory, YWima 11227 CHAMPLATH, ANTIOCH, IL, 60002- 1667 .
el Active 12f31)2011
QOZ261 267 Plumer, Christine 12327 ROSELAND DR, ANTIOCH, 1L, S0002-1661 _H‘ e s2f3njz011
* oo ‘\.'.-'*‘“\,\__."‘“’." S ’*.l___.__.,p\--.’-‘ - e e o H_f BT e o r I".,__H\ - cf"m._. ! o, __-L\“._J'\
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Monthly Audit FAQs, cont.

,ﬂ' LCL.net Training Edition ¥2.1 Workspace
File | Go To Help MMMMS  Restore Student Data

Member Search
Create an LCL Report: C
Application Transmit
- LCL.net C _ . 5ON
Draily Transmik
-GoTo
- Reports and Labels Monthly Reports Members
—  i@et pwards and Degrees

aet Member Information _

Expork
Reports and Labels Address Change
Ackivities
Applicant
General Information Deposit
o Member Payments
Institukion Date IE e

Federal I IE Member

Special Dates
Meeting Might Time I_ Miscellaneous Code

Ladge I_ Ceceased
Paid &s Of Date
elail I_

4. Who can I (Chapter Recorder) contact if I have trouble making my LCL or
QuickBooks entries as I prepare for an upcoming audit? Please contact Moose
International’s Member Services department at 630-906-3658 or email your detailed question
to helpdesk@mooseintl.org. You may also contact your local LCL/QuickBooks Trainer.

5. Why do I (Chapter Recorder) need to have an Internet connection and
LCL/QuickBooks programs available at the time of a monthly audit? As the Chapter
Recorder, you may be asked to access current data in either your Chapter’s LCL.net or
QuickBooks records. You may also be asked to pull up your chapter# # # @mooseunits.org
email account to verify communications about your Chapter’s membership or financial records.
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Monthly Audit FAQs, cont.

6. Where can I (Audit Committee Chairman) find a blank Chapter Audit Report? Can I
complete it electronically? Access the Chapter Audit Report as follows:

www.mooseintl.org
Click on Members Area
Click the Women of the Moose link and then Forms

Click the + sign to the left of Audit.
NOTE: the ‘+’ sign will change to a ‘- sign and audit links will appear.

o Click the Chapter Audit Report link or the Service Chapter Audit Report
link (as shown below):

- Audit

o O O O

¢ [I0d Chapter Audit Report-How To Fill Out
e 14 Chapter Audit Report
¢ 4 Service Chapter Audit Report

NOTE: Prior to the Audit, print the report or save it to your computer or thumb
drive. During or after the audit, complete the report manually OR electronically!

7. What happens after I (Audit Committee Chairman) submit the monthly Audit
Report to Moose International? How do I know that Moose International received
it or if it was acceptable?

o You should receive an automatic email stating that your report was
received. NOTE: The automatic email can be sporadic; you may or
may not receive it every month.

o You may be contacted by the WOTM if your report is incomplete or if it
requires further attention.
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Example Monthly Statement of Accounts — From Finance

Statement
Moose Intemational
ATTH Finance
1585 5 Intemnaticnal Drive
Mooseheart, [L 60538-1173 E Page number 1
L Aczount mumbser Co23
Sls rep: John Smith
Stmnt beg date: 1111
Stnt end date: 11311
Due Date: 212511
Current Balance: 28024
Armount enclosed
To: CHAPTER RECORDER
AMNYTOWN MOOSE CHAFTER 0123
PO BOX D000
AMYTOWHM, IL 123456789
Pleaze defach thiz porfion and refum with paymend
Do Date Doz # Do type Amount
Balance Forward 100.00
1111 FIN-21815  Risk Pool 4400
11411 CE5-100408  Catalog Sales 5425
ltem # Descriplion Gty sld Price
CH22 Friendship 14K Gold Ring 4 57.00
C108 Official Business Recsipt 4 53.00
M50 Official Applications 100 50.00
121 2018 Payment -100.00
131 FIMN-30830  Help Deck Fees 10,00
131111 FInN-44258 Chapter Dues B0.00
131N FIN-24258  Chapter Enmollment Fees 100.00
131111 FIN-57534  Finance Charge 000
Massage from Finance Departmant
"IT IS YOUR RESPONSIBILITY TO RETAIN THESE STATEMENTS FOR FUTURE REFERENCE™™
Pleasa be sure the comect Logge, Chapter, or Moose Legion number I8 Indicated on payments to Moose
Intl.
Laglon Apps SDUss Moose Leghen [E30) 3E6-2227
Riak Pool & Bond Premium Claime&Loss Preventhon 1800 544 4407
Chapter Apps & Duas Membsar Relations [B30) 365 2212
Enrcdiment Feas Only Membars Relations [630) 365 2212
ANl Othar Finance Dapartmant [B30) 965 2203
Current fransachions: 18624
Mew balanoe: 28024
(DPEN) balance Current  3-80days E1-830days  Ower 30 days
0.00 28924 0.00 0.00 0.00
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Enter Officers — Online MMMS Procedure

STEP 1: www.mooseintl.org

STEP 2: Click the Members Area button/

STEP 3: Click on My Moose Record (top left)

My Membership Record
Address Changes,
Sponsor Info,
Admin/Recorder Login

STEP 4: Enter your User ID and Password to access MMMS and then use the Admin Menu.

MOOSE

Interational, Inc.

| My Membership Record Online [Return To Moose International]

User ID Forgot Your User ID?

As a first time user, you will need to set up a user '
profile before you can pay your dues online. This is a ~ Password

one time process. Forgot Your Password?

( Sign In |
~._\- D e SRRy |

Read all areas of the screen carefully for instructions

..on how to procegd, . - -
& . "

A -'.,_'_f"'\ e ’--...L o

54 September 2011 Chapter Audit Report Handbook




Enter Officers — Online MMMS Procedure

STEP 5: Click the Admin Menu; enter the Chapter’s Fraternal Unit Passcode.

Admin Menu

International, Inc.

Kathy Yarbrough | [My Memberships] | [Manage Account] | AdrN‘u Menu] | [Logout

FRU Administrator Login

Login to access administrative functions.

Administrator Login

Fraternal Unit Passcode

[ Log In \

Enter Chapter’s Passcode
to proceed (and update
Moose International records)

Contact

helpdesk@mooseintl.org

if you forgot the Passcode!
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QuickBooks ‘Reconcile’ Screens

From the QuickBooks home page, click the ‘Reconcile’ icon.

Screen #1: 1005.00 Checking Account shown below

Begin Reconciliation Type a help question Askl ¥ How Do I?| ﬂ
Select an account ko reconcile, and then enter the ending balance from wour account skatement,
| Account  [005.00 General Checking ™ Don't forget to reconcile
' all 100X.00 cash
Skaterent Dake II:IS,I'SI,I'EIIIIII'EI El
o | accounts! Drop down to
Beginning Galance 0.o0 What if m ] Ernent?
Erding Bl choose: Savings
nding Balance I 1 819.52
: Account, CDs, etc.
Enter any service charge or interest earned,
Service Charge  Date Account Z|ass
{0.00 |03/2ej2000 = | = |
Interest Earned  Date &ccount lass
[0.24 |03f2eiz009 E| [4405.00 ¢ Checking Inte... 7| | |
Locate Discrepancies | Undo Last Reconciliation | Continue | Cancel Help
Screen 2:
as =100 %]
Far %’iad: 0331 /2009 [ Hide transactions after the statement's end date
Checks and Pavments Deposits, Interest and Other Credits
4 | Date Chk # Payee Srmountk | Date Chk # Mermo Amount |
< |o3fiofzo0e  [150 J5SPS 16.80]] " [o3/01/2009 Deposik 1,736.52]
4 |o3ftefzane [151 Moose Inte.. . z0.00)[ ¥ [ozi0Erz000 Depasit 59,50
¥ [03/30/z009 |15z Office Supp... g9.73}| + [o03/17/z009 Deposit 30,00
S |o7i15iz011 Deposit 89,49
Mark. &l Inmark: &ll G0 To | Columns to Display...
Beginning Balance 0,00 Madify | Service Charge 0,00
Items vou hawve marked cleared — Interest Earned 0.24
5 Deposits, Interest and Other Credits 1,946,05 Ending Balance 1,5819,52
3 Checks and Payments 126.53 Cleared Balance 1,519.52
Difference | 0,00
Reconcile Mow Leave
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View / Print a ‘Check Detail’ Report

QuickBooks Navigation Path:

1. Report Center
2. Banking
3. Check Detail

Jefferson Moose Chapter 9999
Check Detail
March 2009
Type < Hum = Date & Hame - Hew. » Account + Pald Amount < Original Amount =
Bill Pmt -Check 150 03102009  USPS 1005.00 - General Checking -16.80
Bill 03M0/2009 543500 - Postage Expenze -16.80 1680
TOTAL -16.80 16.80
Bill Pmit -Check 151 0316/2009 Moose International 1005.00 - General Checking -20.00
Bill 03062009 251000 - Application Fees to M| -20.00 20.00
TOTAL -20.00 20.00
¥ Bill Pmit -Check 152 03/30/2009 Office Supply Chain 1005.00 - General Checking -89.73 4
Bill 03720/2009 5420.00 - Office Supply Expense -39.73 89.73
TOTAL -33.73 89.73

View / Print a ‘Transaction List by Vendor’ Report
QuickBooks Navigation Path:

1. Report Center
2. Vendors & Payables
3. Transaction List by Vendor

Jefferson Moose Chapter 9999
Transaction List by Vendor

All Transactions

< Type & Date < Hum < Hame + Memo + Account «Clr Split < AMo.. ©
Moose International
] Bill 03062009 Moose Internstional 200000 Accounts Payable 251000 - Application Fees to M -2000 4
Bill Pmt -Check 03M 62009 151 Mooze International 1005.00 - General Checking # 200000 Accourts Payable -20.00

Office Supply Chain

Bill 03/20/2009 Office Supply Chain 200000 - Accounts Payable 542000 - Office Supply Expensze -89.73

Bill Prmt -Check 03/30/2009 152 Office Supply Chain 1005.00 - General Checking * 200000 - Accounts Payable -89.73
UsPs

Bill 03M 02008 UsPs 200000 - Accounts Payable 543500 - Postage Expenze -16.80

Bill Pmit -Check 03Mo/2009 150 USPs 100500 - General Checking *  2000.00 - Accourts Payable -16.80
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&

ASSETS +1000,00 * Cash

. +1005.00 * General Checking

Things you OWN +1010.00 - Savings

»1020.00 * CDs

(1000 Account #s) +1100.00 * Receivables
+1105.00 * NSF Checks

#1199,00 ' Undeposited Funds

+1800.,00 * Chapter Paraphernalia
+1805.00 * Paraphernalia
+1810.00 * Accumulated Depreciation

A J N Sy ;j
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+2000,00 * Accounts Payable Payroll Tax
+2200,00 * Payroll and Benefit Withheld

#Z2205.00 * Compensation
+2210.00 - Payroll Tax Liabiliti
22300,00 * Other Liabilities
+2305.00 + Sales Tax Liabilitie
@ 2500,00 * Due ko Othar FRLU
+2505.00 * Endowment - Moose Charities ﬁ i
+2510.00 - Application Fees to MI . '
+2515.00 * ABCD/Per Capita to MI Moose |
+2520.00 * Dues to be Paid at Lock Box,
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%3000,00 + Opening Balance Equity
+3900,00 ¢ Fr.etainedlEarninus
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INCOME
$ Collected That
Belongs to Unit

(4000 Account Zs)

EXPENSES

$ You Spend to
Operate Your Unit

(5000 Account #s)

Page 2

£
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¥ - o m

#4000.00 * Dues and Fees Income
+4005.00 * Membership Dues
+4010.00 - Application Fees
+4015.00 * Life Membership
+4020.00 * Acceptance Fee
+4025,00 * Transfer Fee

2+4200,00 * Sales Income
+4205.00 * Resale Merchandise

#4300.00 * Donation Inconme

+4400.00 * Interest Income

2+4500.00 * Bingo Income
+4550.00 * Gaming Income
+4600,00 * Othet Income
+4700.00 * Special Proj and Committees
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+5100.00 * Payrol & Benefits
+5105,00 - Compensation
+5115,00 + Payroll Tax Expenss
+5200.00 * Supplies & Msic
«5300.00 * Donation Expense

+3301.00
o5302,00
+5303.00
«5304,00
+5305.00
+5306,00

+S400.00 © General Administraton
+5405,00
+5410,00 ¢
+5420.00
«5425,00
+5430.00
«5435,00 -
+5445.00
#5485 00 -
+5499.00 *

+5500.00 - Bingo Experse

+5550.00 * Gaming Expense

* Schalarship & Fnkc

' Mooseheart Moosehaven Spec Proj
CiCommunity Senace o~
' Moose Charities Bt
* Lodge Suppork

* Sunshine ChildfGrandparent

...............

Bank Charge Expense i
Frinking Expense :
Computer Fes ko MI Insurance
Sales Tax Paid .1
Member ship Promokion .
Postage Expanse

Risk Pool Insurance
Officers Bond Expanse
Depreciation Expenss

+S700,00 - Specia Project & Com

+S800.00 - Travel & Rep Expense
+5505,00 - Matriculant Cony & Travel
+5810,00 ' Gresn Cap Cony & Travel
+5315.00 * Chapter Representative
«5820,00 ' Training Expanse
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