
End of Year Reports
DUE BY 11:59PM  JUNE 30,2017

$500 PENALTY FOR LATE OR INACCURATE SUBMISSION



Eastern Region Budget Committee – EOY Mentors

Crystal Mullins (mullins2@mac.com) RightNetworks Coordinator for Presidents and Financial Secretaries; Mentor: 
Arundel Bay, Bronx, Buffalo, Burke-Fairfax, Burlington Willingboro, East Fairfield County, Essex Hudson, New Castle 
County, Prince William County, Reston

Connie Page (ctpage21@yahoo.com) Mentor: Atlantic City, Baltimore County, Bucks County, Central NJ, Greater 
Union County, Northern VA, Prince Georges County, Westchester County

Jacqueline Parker (jacquelinelarue@icloud.com) Mentor: Mercer County, Montgomery County MD, North Jersey, 
Philadelphia, Potomac Valley, Queens, Western Maryland

Debra Allen-Davis (deballendavis@gmail.com) Mentor: Boston, Greater Albany, Morris County, National Harbor, 
Newton, Pittsburg, Suffolk County

Kim Scott (kscottcpa@Hotmail.com) Mentor: Chester County, Columbia, Greater Suburban Maryland, Southern 
Maryland, Stamford Norwalk, Washington DC, Western Massachusetts , Westchester County – Fin Sec
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EOY Submission Requirement
 Income:  Must have National, Regional, Local income categories

 Expense:  Must have National, Regional, Local expense categories

 Prefer to have all Per Capita line items identified : Per Capita, Assessment, 
Associate, Life Associates, Teen, Joining Fee, Member on Leave, HQ Assmt, etc.

 Foundation Income and Expense categories clearly identified

 Group expense by categories – see chart of accounts in Financial Handbook

 Beginning Balance on General Ledger matches 2016 EOYR ending balance

 Resolve all negative amounts on Profit and Loss report

 Resolve outstanding checks and deposits

 Regional Treasurer has verified ‘accurate and complete’



Clear Prior Period Checks and Deposits
Prior year adjustments will return an error message

◦ Create an income GL Account:  Void check from prior period
◦ Create an expense GL Account:  Void deposit from prior period

To Void a prior period check:
◦ Submit a deposit entry for voided check in the current month 

◦ Charge to GL account: Void check from prior period

◦ During bank reconciliation apply the deposit entry to the outstanding check

Note:  Voiding a prior period check will change the General Ledger Beginning 
Balance.  Chapters must reconcile the beginning balance to submit      

‘accurate and complete’



Create a General Ledger Account
 Chart of Accounts (see icon on  home page)

 Click Account to display dropdown menu

 Select ‘New’

 Select ‘Income’ to identify new account as Income

 Enter Account Name

 Save and Close



Re-align General Ledger Chart of Accounts
 Chart of Accounts (see icon on  home page)

 Select Account to realign

 Click Account to display dropdown menu

 Select ‘Edit Account’

 Change Account Name 

 Change Subaccount to realign grouping

 Save and Close



Chart of Account 
Updates



Account Type

Revenue Income

100 Chapter Dues Income

100 Chapter Dues:100.1 Active Members Income

100 Chapter Dues:100.2 New  Members Income

100 Chapter Dues:100.2 New  Members:Initiation Fee Income

100 Chapter Dues:100.3 Active Teen Members Income

100 Chapter Dues:100.4 Members on Leave Income

100 Chapter Dues:100.5 Associates Income

100 Chapter Dues:100.6 Late Fees Income

200 Regional Per Capita Income

200 Regional Per Capita:200.1 Active Members Income

200 Regional Per Capita:200.2 Active Teen Members Income

200 Regional Per Capita:200.3 New  Member Joining Fee Income

200 Regional Per Capita:200.4 New  Teen Joining Fee Income

200 Regional Per Capita:200.5 Associates Income

200 Regional Per Capita:200.6 Members on Leave Income

200 Regional Per Capita:200.7 Regional Assessment Income

300 National Per Capita Income

300 National Per Capita:300.1 Active Members Income

300 National Per Capita:300.2 New  Members Joining Fee Income

300 National Per Capita:300.3 Associates Income

300 National Per Capita:300.4 Life Members - 10 years Income

300 National Per Capita:300.5 Life Members - 15 yrs Income

300 National Per Capita:300.6 Life Members - 20 years Income

300 National Per Capita:300.7 Members on Leave Income

300 National Per Capita:300.8 National Convention Asses Income

300 National Per Capita:300.9 Headquarters Assessment Income

47200 Program Income Income

500 Meetings Income

500 Meetings:500.1 Childrens Cluster Income

500 Meetings:500.2 Mothers Cluster Income

500 Meetings:500.3 National Convention Income

500 Meetings:500.4 Regional Convention Income

500 Meetings:500.5 Teen Conference Income

500 Meetings:500.6 Other Meetings Income

600 Other Income

600 Other:600.1 Teen Income Income

600 Other:600.10 Misc Income Income

600 Other:600.2 Special Chapter Income Income

600 Other:600.3 Void Check Prior Period Income

600 Other:600.5 Transfer from Fundraising Income

600 Other:600.4 Transfer From Operating Income

600 Other:600.6 Grants Income Income

600 Other:600.7 Up the Hill Income Income

700 Program Activities Income

800 Fundraising Income Income

Account Type

500 Meetings Income

500 Meetings:500.1 Childrens Cluster Income

500 Meetings:500.2 Mothers Cluster Income

500 Meetings:500.3 National Convention Income

500 Meetings:500.4 Regional Convention Income

500 Meetings:500.5 Teen Conference Income

500 Meetings:500.6 Other Meetings Income

600 Other Income

600 Other:600.1 Teen Income Income

600 Other:600.10 Misc Income Income

600 Other:600.2 Special Chapter Income Income

600 Other:600.3 Void Check Prior Period Income

600 Other:600.5 Transfer from Fundraising Income

600 Other:600.4 Transfer From Operating Income

600 Other:600.6 Grants Income Income

600 Other:600.7 Up the Hill Income Income

700 Program Activities Income

800 Fundraising Income Income

Ensure accounts summarized by the 
Highlighted accounts on the P&L Report



Account Type

100 Regional Per Capita Expense

100 Regional Per Capita:100.1 Active Members Expense

100 Regional Per Capita:100.2 Active Teen Members Expense

100 Regional Per Capita:100.3 New  Members Joining Fees Expense

100 Regional Per Capita:100.4 New  Teen Joining Fees Expense

100 Regional Per Capita:100.5 Associates Expense

100 Regional Per Capita:100.6 Members on Leave Expense

100 Regional Per Capita:100.7 Regional Assessments Expense

100 Regional Per Capita:100.8 Late Fees Expense

200 National Per Capita Expense

200 National Per Capita:200.1 Active Members Expense

200 National Per Capita:200.2 New  Members Joining Fee Expense

200 National Per Capita:200.3 Associates Expense

200 National Per Capita:200.4 Life Members - 10 yrs Expense

200 National Per Capita:200.5 Life Members - 15 yrs Expense

200 National Per Capita:200.6 Life Members 20 yrs Expense

200 National Per Capita:200.7 Members on Leave Expense

200 National Per Capita:200.8 National Convention Asses Expense

200 National Per Capita:200.89 Late Fees Expense

200 National Per Capita:200.9 Bonding/Insurance Expense

200 National Per Capita:200.92 Up the Hill Expense

200 National Per Capita:200.93 RightNetworks Subscription Expense

200 National Per Capita:200.99 Headquarters Assessment Expense

400 Meetings Expense

400 Meetings:400.1 Mothers Area Workday Cluster Expense

400 Meetings:400.2 Childrens Cluster Expense

400 Meetings:400.3 Regional Conference Expense

400 Meetings:400.4 Teen Conference Expense

400 Meetings:400.5 National Convention Expense

400 Meetings:400.6 Chapter Meetings Expense

400 Meetings:400.7 Other Meetings Expense

Account Type

500 Foundation Contributions Expense

500 Foundation Contributions:500.1 Mothers Contribution Expense

500 Foundation Contributions:500.2 Teen Contribution Expense

500 Foundation Contributions:500.3 Contributions to Charities Expense

500 Foundation Contributions:500.4 Fundraiser Expense Expense

500 Foundation Contributions:500.5 Transfer to Fundraising A Expense

500 Foundation Contributions:500.6 Loose Change Expense

500 Foundation Contributions:500.7 Transfer to Operating Expense

600 Programming Expense

600 Programming:600.1 Membership Expense

600 Programming:600.2 Family Activities Expense

600 Programming:600.3 Teen Activities Expense

600 Programming:600.4 Childrens Activities Expense

600 Programming:600.5 Chapter/ParentsActivities Expense

600 Programming:600.6 Other Activities Expense

700 General Activities Expense

700 General Activities:700.1 Advertisements Expense

700 General Activities:700.2 Bank Charges Expense

700 General Activities:700.3 Void Deposits prior Period Expense

700 General Activities:700.4 Computer Equipment Expense

700 General Activities:700.5 Courtesies Expense

700 General Activities:700.6 Duplication/Printing Expense

700 General Activities:700.7 Legal/Audit Expense

700 General Activities:700.8 Office Supplies Expense

700 General Activities:700.9 Other Contributions Expense

700 General Activities:700.91 Postage/Shipping Expense

700 General Activities:700.92 Refunds/ NSF Expense

700 General Activities:700.93 Telephone Expense

700 General Activities:700.94 Travel Expense

700 General Activities:700.95 Miscellaneous Expense

800 Other Expense

900 Passthrough Expense



 Profit and Loss Report
 Total Company 
 Cash Basis
 Fundraising Income/ Expense
 Expand all sections
 Reconcile Negative Amounts
 Transfer to Fundraising
 Transfer to Operating
 Transfer from Fundraising
 Transfer from Operating
 Void Checks prior period



Beginning Balance
• Fundraising
• Operating
Must match 2016 
EOY submission 
ending balance



When the Financial 
Secretary creates 
invoices



Components to Applying Funds Collected (Payments) & 
Making Deposits

1. Receive & Record Funds Collected (Financial Secretary)

2. Record Deposit (Treasurer)

3. Verify on Check Register & Collections Report (Treasurer)



Invoice Method: Receive Payments & Record Deposits



Select Mother Member



Apply The Payment to Open Invoice



Record Deposits (Treasurer)



Select Payments To Deposit (Invoice & Sales Receipts)

Remember to match the 
mother’s you are checking off 
with your deposit. You cannot 
mix your operating account 
deposits with your fundraising 
accounts. You can only do one 
account at a time.



Adding Payments to The Deposit

Deposit Total has to 
match this  deposit



Confirming Deposit in Check Register



2017-2018 Per Capita

Per Capita Submissions

$75 National Per Capita

$20 National Convention Assessment

$35 Regional Per Capita  (Can change at Regional Conference)

$20 Regional Conference Assessment  (Can change at Regional Conference)

$10 Regional Teen Per Capita (Child turns 13 by June 30, 2018)

$540 Right Networks Annual Subscription (billed with Per Capita Submission)

Additional Recommendations:

• Quickbooks Upgrade if you are currently using QB 2014 ($224.14 if ordering through Region)

• Gavel Club meetings

• If you have excess dollars in your bank account, identify strategic initiatives to reduce those dollars
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Delia Ware - Tibbs
Eastern Regional Treasurer
jjeasternrtdelia@gmail.com
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