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Accounting Tools
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Accounting Software

You may believe that you can keep accurate financial records for your Chapter manually … and you may be right! However, some of the new accounting software will make your life a lot simpler, while providing numerous reports that will be helpful to your accounting professional. 

MRA National provides each Chapter with a “QuickBooks” license.   Treasurers must transfer the license to their successor each term.

Working with the Board of Directors, determine what kind of financial information you need to maintain – for most Chapters that will consist of receipts and expenses. Some of the accounting mentioned above and other programs on the market provide you with much more than you need. Don’t make your bookkeeping process any more complicated than it absolutely has to be, by investing in a complex program.

Also, keep in mind that when your tenure is over as Chapter Treasurer, the records will have to be transferred to your successor. Choose a program that will be the most compatible to other computer systems.

Credit Card Systems

There are several ways to accept credit cards.  You can purchase a machine, process cards online or on the phone.  Contact your bank for MasterCard and Visa, and American Express for options in your area.
Basic Accounting Terminology


	Account General Journal:
	Summarizes all account activity on a monthly basis. For many chapters, a simple listing of their Receipts and Disbursement is sufficient for them to track their financial activity.

	Accrual Basis:
	A method of accounting that recognizes income when earned and expenses when incurred regardless of when income is actually received or disbursed.

	Bank Reconciliation:

	Verifies checkbook cash balance. Should be prepared on a monthly basis.

	Budget::
	Sets the financial goals of the organization for the fiscal year.

	Cash Basis:
	Revenue recorded when cash is received; expenses recorded when funds are disbursed (check is written).

	Cash Disbursements Journal:
	Journal maintained for all cash disbursements (checks). Should be kept on a monthly basis.

	Cash Receipts Journal:
	Journal maintained for all cash receipts. 
Should be kept on a monthly basis.

	Financial Statements:
	Summarize the financial activities of the organization on a monthly basis. Typically, they consist of a statement of financial position (Balance Sheet) and a statement of activity (Income or Loss). (see Section C for examples)

	Fiscal Year/Calendar Year:
	A fiscal year is established in the original bylaws of the Chapter in order to become a legal corporation. This is often, however not necessarily, the same as a calendar year. The Chapter can choose to establish its budget or operating year on a calendar year basis, on the fiscal year, or on the Board year (coinciding with annual elections).


Sample Budget


Chapter Name: ________________________________________

Budget Year: ___________________

Projected Revenue:

Membership Dues (100 x 48)

$ 4,800


Education Program Proceeds

4,000


Special Fund Raising Event

2,000


Advertising

1,000


Interest

500




______________




$ 12,300

Projected Expenses:

Education Committee





Program
2,000



Food/Beverage
2,500



Printing/Postage
1,300




$ 5,800


Membership Committee

1,000


Public Relations Committee

1,500


Administration

1,000


MRA Educational Research Foundation

1,000




_____________




$ 10,300

Excess Revenues Over Expenses

$ 2,000

Sample Letter to Committees

To: Committee Chair

Re: Instruction for Preparation of [current year] Budget

The proposed budget for your Committee should be submitted to me by [date]. I will then review all submissions and forward to the Executive Committee for final approval.

Please follow the steps as listed below in preparing your [current year] submission:

1. Review the [previous year] budget with the former Chair of your Committee, and compare the budgeted amount to actual expenditures. This should also be completed for any revenues.

2. Determine how accurately the previous year’s budget fits with actual experience, isolate substantial differences, reasons for differences and adjust your submission accordingly. Consider also the possible expansion of some projects and expenses due to additional activities and an enlarged membership.

3. Consider new projects which your Committee expects to become involved with and attach a dollar figure. If the category is not mentioned on your form, please add it.

4. Please attach supporting papers with your budget which indicate how each individual revenue and expense item is derived.

Sample Budget vs. Actual

MEMBERSHIP COMMITTEE


PREV. YR.
PREV. YR.
PROPOSED

CATEGORY
BUDGET
ACTUAL
BUDGET
APPROVED


Revenue
 $2,500.00
    $2,600.00          $2,700.00



Expenses:





Directory
450.00
445.00
500.00


Postage/Admin.
125.00
140.00
150.00


Computer List
40.00
40.00
50.00


Orientation Reception


100.00


Membership Brochure

(Printing & Mailing)
200.00
175.00
           200.00


TOTAL EXPENSE
        $815.00
 $800.00
            $1,000.00

SURPLUS                   $1685.00           $1,800.00            $1,700.00

Submitted By:

________________________________________________________________

Committee Chair

________________________

Date

Approved By:

________________________________________________________________

Treasurer

________________________

Date

Note: Attach supporting analysis for each expense item and for your revenue projection.
Sample Treasurer’s Reports

STATEMENT OF FINANCIAL POSITION
Name: ___________________________________

As of (date)

Assets:


Savings Account

$___________


Checking Account

$___________


Fixed Assets (if any)
$___________



Total Assets




$___________(A)

Liabilities and Net Assets


Outstanding Debt




$___________


Other Liabilities




$___________


Total Liabilities




$___________



Net Assets




$___________



Total Liabilities and Net Assets

$___________(B)

Note: (A) must equal (B)
Operating Cost Calculations Sample

SAMPLE 1:

Estimated Revenue for 12-month period

A $ 40,000

(Membership dues, registration fees, advertising fees)

Accumulated Cash from Prior Years

B $ 18,000

(cash {checking, savings, investments, CD’s} less


any outstanding bills or other liabilities)



Add lines A + B

C $ 58,000

Less: Estimated Expenses for 12-month period
D $ 35,000

& liabilities (all expenses associated with doing business


and other liabilities such as outstanding loans)


Estimated Net Assets (Subtract line D from line C)
E $ 23,000*

Six Months Operating Costs (divide line D by 2)
F $ 17,500

*Net Assets are 31% greater than 6 months Operating Expense

SAMPLE 2:

Estimated Revenue for 12-month period

A $ 43,000

(Membership dues, registration fees, advertising fees)

Accumulated Cash from Prior Years

B $   5,000

(cash {checking, savings, investments, CD’s} less


any outstanding bills or other liabilities)



Add lines A + B

C $ 48,000

Less: Estimated Expenses for 12-month period
D $ 35,000

& liabilities (all expenses associated with doing business

and other liabilities such as outstanding loans)


Estimated Net Assets (Subtract line D from line C)
E $ 13,000*

Six Months Operating Costs (divide line D by 2)
F $ 17,500

*Net Assets are 26% less than 6 months Operating Expense

Sample Chapter Profit and Loss Statement

FOR THE PERIOD ENDING JULY 31, 1998*

EXAMPLE 1 - Cash Basis





CURRENT
YEAR TO      YTD          VARIANCE
ANNUAL

REVENUES


  MONTH
   DATE
BUDGET  (budget - actual)
BUDGET
MEMBERSHIP DUES
1,245.00
1,245.00
1,300.00
   55

15,600

MONTHLY MEETINGS
5,550.00
5,550.00
5,400.00
(150)

64,800

SEMINARS/CONF.
   
   750.00
   750.00
   183.33
(567)

  2,200

NEWSLETTER AD.
   
   550.00
   550.00
   400.00
(150)

  4,800

INTEREST


     13.26
     13.26
     25.00
   12

     300


OTHER


   115.00
   115.00
     50.00
 ( 65)

     600

TOTAL REVENUES
8,223.26
8,223.26
7,358.33
 (865)

88,300

EXPENSES

MONTHLY MEETINGS
3,010.90
3,010.90
3,400.00
    389

40,800

SEMINARS/CONF.

1,754.97
1,754.97
   191.66
(1,563) (a)
  2,300

MANAGEMENT FEES
       0.00
       0.00
   750.00
    750   (b)
  9,000

BOARD EXPENSES
   131.71
   131.71
   125.00
(      7)

  1,500

POSTAGE


   176.34
   176.34
   200.00
     24

  2,400

TELEPHONE

     68.91
     68.91
   100.00
     31

  1,200

NEWSLETTER

   493.94
   493.94
   400.00
(    94)

  4,800

OTHER


     24.56
     24.56
     30.00
       6

     360
TOTAL EXPENSES 
5,661.33
5,661.33
5,197.66
( 464)

62,360

SURPLUS


2,561.93
2,561.93
2,160.67
 ( 401)

25,940
(Excess revenues over expenses)

Note:  This format allows comparisons to budget so the Chapter can see how they are doing on a period to period basis. Some of the annual numbers are not pro ratable over the year, but are specific to a particular month or activity. Therefore, some of the variances may be the result of an inappropriate budget distribution instead of a problem with actual dollars

The “Variance” column should have notes at the bottom to explain any variance over a certain percent or a certain dollar amount. 

(a)  In the example above, there is a disproportionate difference between seminar revenue and expense that should be explored to determine if there will be a problem in this area throughout the year.

(b)  Also above, the ytd budget for the management fee is probably incorrect. This is probably an annual fee so the budget for this month should be 0 with the full amount budgeted in October when the payment is due. This is giving the false sense that expenses are under budget in this area.

* BASED ON 7-1 TO 6-30 FISCAL YEAR

Net Asset/Operating Revenue Worksheet

Estimated Revenue for 12-month period

A__________


(Membership dues, registration fees, advertising fees)

Accumulated Cash from Prior Years

B___________


(cash {checking, savings, investments, CD’s} less


any outstanding bills or other liabilities)




Add lines A + B

C__________


Less: Estimated Expenses for 12-month period
D__________ 

& liabilities (all expenses associated with doing business

and other liabilities such as outstanding loans)


Estimated Net Assets (Subtract line D from line C)
E__________


Six Months Operating Costs (divide line D by 2)
F__________

What It Means and What You Need To Do

If line E is significantly greater than F (20% larger, see appendix 2 on following pages), your net assets may be viewed as excessive for a not-for-profit organization. 

If the amount is greater by 20%, you will need to evaluate your current business activities, and determine why accumulation is so high. If the accumulation of funds can be justified (i.e., saving for a purchase that requires significant cash up front, such as: a building to house operations, equipment, computers, furniture, implementation or expansion of programs, etc.), there is no action required. However, if there is no purpose for the accumulation of funds, you should be reinvesting the money into the organization. Some things to consider are:

· Reducing your fees, thus passing along the benefit of your success to your members

· Looking into investing in new or expanded services and benefits for your members.

If line F is significantly greater than E (See appendix 2 on following pages), your fund balance may be too low to sustain the organization during a downturn or catastrophic event. This could be expected if you are a newer Chapter and are working toward increasing this balance. If not, you may need to evaluate additional revenue options or reduce expenses in order to protect the organization.

If, after completing this worksheet you, are still unsure of your status, or need further assistance, you may contact Chuck Sherman, Administration Officer, at MRA Headquarters (860) 257-4008.

Sample Annual Report

	
	
	
	
	
	Jan - Dec 03

	
	Ordinary Income/Expense
	

	
	
	Income
	

	
	
	
	Newsletter Ad Income
	600.00

	
	
	
	Charity Funds
	1,448.00

	
	
	
	Summer Event
	4,470.00

	
	
	
	Fall Event
	38,579.00

	
	
	
	Membership Dues
	8,155.00

	
	
	
	Miscellaneous Income
	377.78

	
	
	Total Income
	53,629.78

	
	
	Expense
	

	
	
	
	Newsletter Printing/Postage
	1,135.64

	
	
	
	Conference Calls
	1,113.49

	
	
	
	Contribution to Betsy Jane Peterson Scholarship Fund
	1,000.00

	
	
	
	Credit Card Fees
	1,161.28

	
	
	
	Summer Event Hotel and Food
	4,495.75

	
	
	
	Summer Event Supplies and Speaker
	232.83

	
	
	
	Fall Event Hotel and Food*
	35,783.65

	
	
	
	Fall Event Planning Costs
	5,627.03

	
	
	
	Fall Event Printing and Shipping
	3,139.30

	
	
	
	Licenses and Permits
	10.00

	
	
	
	Miscellaneous
	210.55

	
	
	
	National Chapter Event Food/Bus
	731.55

	
	
	
	Office Supplies
	58.17

	
	
	
	Postage and Delivery
	126.42

	
	
	
	Professional Fees
	

	
	
	
	
	Accounting
	650.00

	
	
	
	Total Professional Fees
	650.00

	
	
	
	Scholarships
	1,195.00

	
	
	
	Strategic Planning Costs
	3,470.19

	
	
	
	Supplies
	

	
	
	
	
	Marketing
	75.00

	
	
	
	Total Supplies
	75.00

	
	
	Total Expense
	60,215.85

	
	Net Ordinary Income
	-6,586.07

	
	Other Income/Expense
	

	
	
	Other Expense
	

	
	
	
	Other Expenses
	106.34

	
	
	Total Other Expense
	106.34

	
	Net Other Income
	-106.34

	Net Income
	
	-6,692.41


