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Year End Financial Reporting 2009-10

Each chapter is required to submit a Year-End Financial Report, Signature Page, and Reconciled Bank Statement to AMA-IH via Yahoo! Groups by August 31, 2010.  If a chapter does not submit a Year-End Financial Report by the deadline, the chapter’s dues reimbursement will be held until this report is submitted.  The Year-End Financial Report must be reviewed and signed by a person who is not an officer or director in the year being reviewed.

Contents:

· Important Information about Completing the Report – page 2
· Guidelines for Completing the Form – page 3


· Income/Expense Statement Form – page 7 
· Balance Sheet Form – page 9
· Signature Page – page 10


Submit the Year-End Financial Report, Signature Page, and Reconciled Bank Statement via your chapter’s Yahoo! Group by August 31, 2010.  Upload it in the “Annual Reports” folder found under the “w. 2010-11 Documents” folder in the Yahoo! Group.

Important Information about Completing the Report

It is important to remember that there are 75 chapters of AMA ranging in size from 75 to more than 1,000 members.  No accounting or bookkeeping system will be an exact fit for every chapter.  The goal is to provide a system that works for each chapter while increasing the usefulness and consistency of information received.

The purpose of the Income/Expense Statement is to itemize program and operating activity during the 2009-2010 year and show the net income or loss for all activities.  The balance sheet shows the financial condition of the chapter at the end of the year, June 30, 2010.  This includes identifying all assets in addition to the cash balance and any liabilities and commitments the chapter may have.  The procedure will help not only make a better evaluation of the year completed, but allow for realistic budgeting and planning for the current year -- with fewer surprises.

In recent years, there have been an increased number of requests for assistance in budgeting, financial planning and reporting.  This Financial Report Form will help establish a system that will provide consistency from year -to-year and treasurer-to-treasurer.  The treasurer’s job should become easier.

The supporting documentation for the balance sheet will be the basis for the new officers to provide continuity to chapter finances and develop chapter plans.  Details of unpaid invoices and bills, including due dates, are often “lost in the transition.”  This causes not only problems with vendors, but lost revenues to the chapter.  Ideally, the new treasurer will participate in preparing this report.

The government reporting requirements for not-for-profit organizations have changed in recent years.  Each chapter is a separate legal entity, and all chapters are required to file an information return with the IRS whether or not they owe taxes.  THE AMA includes Chapters under a national group Tax ID which gives Chapters 501(c)(3) nonprofit status so Chapters do not need to get a separate exemption letter from the IRS.   See the “Legal Matters and Taxes” section of the Chapter Officers Guide available on www.marketingpower.com/cr for more details about tax reporting
 Sound accounting practices established now will prepare a chapter for any future changes. One area of particular importance is tracking advertising income and its related expenses.

Good financial reporting is essential to good management, chapter growth and success.  While the Year End Financial Report helps us monitor chapter activities on an international basis, the real value of your report is to your own chapter and members.

Guidelines for Completing the 2009-10 Financial Report Form 
Income/Expense Statement
General instructions:

When assigning income and expenses to a particular category (i.e., regular meetings), refer to the original budget for that program.  All costs related to an event or project should be included in that program’s total.  For example, labels, postage, mailing cost, speaker’s gifts, etc. should be included with the program they promoted.

Individual Line instructions:

1. Member Dues: Include the total amount of the 12 monthly dues checks from AMA International Headquarters (IH) before IH deductions for labels and other items.  These deductions should be included in the appropriate expense categories (newsletter, programs, etc.).

2. Marketer of the Year: This and/or other marketing award events should be included here.

3. Marketing Week: Many chapters hold several events during Marketing Week, including regularly scheduled meetings and special events.  Include in this category those events which would not have been held if the chapter was not celebrating Marketing Week.

4-6. Regular Meetings; Conferences, Seminars, Workshops; Social Events: All events that do not fall into a special category above should be included in one of these three categories.  Do not include a program in more than one category.

7. Advertising: It is important to keep accurate records of advertising revenue and to be able to identify the publications in which the advertisement was placed.

8-10. Self-explanatory

11. Donations/Fundraising: This category should include contributions made by individuals or companies to support the general operation of the chapter as opposed to event or project sponsorships.  In other words, if a company sponsors a workshop, the amount of its sponsorship is included in workshop revenue.  Fundraising could include 50/50 raffles or direct solicitations. 

12. Partnership Funds: Include AMA IH partnership funds received for 2009-2010 projects.

13. Interest: Self-explanatory
14. Divisional Income: If your chapter has divisions which maintain separate budgets and accounting systems, you must submit individual income statements and balance sheets for each division as well as the statement for the entire chapter.  On the divisional income statements, this line will be blank.  On the total chapter income statement, this line must equal the total of Line 16 for all Divisional income statements.

15. Other: Self-explanatory (please specify); may include receipts from sales of inventoried items (see Balance Sheet Line F).

16. Total 2009-2010 income: Total of lines 1-15

17-25. Expenses associated with producing the revenues listed in lines 2-10, respectively

26. Promotions, Public Relations: Total costs to promote the organization as a whole (participation in shows, general chapter brochures, etc.).  Costs of promoting specific events should be recorded with the other event expenses.

27. Fundraising Expenses: Self-explanatory

28. Membership Expenses:  This includes the costs of membership campaigns, election of officers, corporate filing, etc.

29. Officer Expense: This includes expenditures related to carrying out the duties of the office.

30. Partnership Funds Returned: See explanation for Line 12

31. Gifts, Awards: This includes those commendations given which are not related to a specific program (for example, a "Member of the Year" gift). However, a speaker’s gift is an expense of the event at which s/he spoke.

32. Collegiate Support/Scholarships: These are direct contributions to a collegiate chapter: scholarship funds or awards.

33. Administrative: Staff/Management Fee: Staff and management services include salaries or fees for chapter managers, clerical support, phone answering services, etc.  

34. Administrative: Supplies/Equipment/Service:  This category includes phone bills, copying, stationery, etc.

35. Divisional Expenses: If your chapter has divisions which maintain separate budgets and accounting systems, you must submit individual income statements and balance sheets for each division as well as the statement for the entire chapter.  On the divisional income statements, this line will be blank.  On the total chapter income statement, this line must equal the total of Line 37 for all Divisional income statements.

36. Other: Self-explanatory (please specify); may include bad debt expense (see Balance Sheet Line E), cost of inventory items sold during the year (see Line F), and/or depreciation (see Line I).

37. Total 2009-2010 Expenses: Total lines 17-36.

38. 2009-2010 Net Income/Deficit: Subtract Line 37 from Line 16.

39. Additional Income for 2008-2009 Fiscal Year: Only include money received after July 1, 2009 relating to the prior year which was not already included in last year’s report as accounts receivable.

40. Additional Expenses for 2009-2010 Fiscal Year: Only include amounts paid after July 1, 2009 relating to the prior year which were not already included in last year’s report as a known accounts payable.

41. Additional Net Income/Deficit for 2009-2010 Fiscal Year: Subtract Line 40 from Line 39.

42. Total Net Income/Deficit: Total Lines 38 and 41. 

Balance Sheets
General instructions:

The purpose of the balance sheet is to provide an accurate and complete picture of the chapter’s financial position at the end of the fiscal year.  This includes identifying not only the current cash assets but also any income which is still owed to the chapter and, as importantly, all unpaid bills and outstanding obligations that the chapter must pay.  It is extremely important for the chapter to know its precise financial situation in order to prepare the next fiscal year chapter plan and budget.  Comparing current year end figures to the previous year allows chapter leaders to evaluate changes and trends.

Individual Line instructions:

Assets
A-D. Cash:  June 30, 2010 bank reconciliations for all accounts should be used in determining cash assets. A reconciled checking account statement (uncashed checks listed on the back) and statements from any other accounts should be included with your report.  List other cash assets (CDs, etc.)

E. Accounts Receivable:  Include all invoices for programs or materials which were sent, but not paid, before June 30, 2010.  This includes invoices sent to members for meetings, “no-shows,” advertising for 2009-2010 publications, etc.  “Allowance for doubtful accounts” means the amount the chapter has determined will never be collected.  This is subtracted from the total amount of money owed the chapter.  The amount by which this allowance increases during the year is an expense and must be included as an expense on the income statement in order for the balance sheet to balance. (If the amount decreases, you may indicate a negative expense).  If your chapter does not currently track this information, it should.  Not only will future budgeting be more accurate, but measures can be taken to reduce the number of “no-shows.”

F. Inventory:  If the chapter has purchased items for use or resale such as speakers’ gifts or publications, they are considered inventory, not an expense.  Therefore, inventory on hand at June 30th should be listed here.  Cash receipts from sales of inventory during the year are reflected as income on the income statement, and the costs of those items sold or otherwise disposed are listed as expenses in order for the balance sheet to balance.

G. Prepaid Expense:  This includes bills which have already been paid (prior to July 1, 2010) for 2008-2009 year programs (for example, hotel deposits for future meeting functions).  These items will be shown as expenses on next year’s income statement.

H. Total Current Assets: Total Lines A-G.

I. Furniture and Fixtures: Office equipment such as answering machines, personal computers, or furniture would be included.  Use the original cost and subtract the total amount that they have depreciated.  The amount subtracted in the current year must be reflected on the income statement in order for the balance sheet to balance.

J. Total Assets: Total Lines H and I.

Liabilities
K. Accounts Payable: Include bills or obligations which the chapter incurred during the 2009-2010 year and did not pay before July 1, 2010.  These must also be included in the appropriate categories of expenses on the income statement.  Remember, the balance sheet is a statement of financial position on June 30, 2010.  Even if you paid bills in July and file this report in August, the figures used are still those of June 30, 2010.  As stated above, an accurate list of the outstanding bills and commitments is crucial to successful chapter planning and operation.  Each person who was responsible for a program should be contacted to be certain there are not unidentified outstanding bills or commitments.

L. Accrued Expenses and Withheld Taxes: Accrued expenses are primarily for chapters with full-time staff and include the chapter share of FICA, unemployment insurance, etc.

M. Deferred Income: Income received in the 2009-2010 year for 2010-2011 programs is deferred income and thus a liability.  In other words, your chapter has received the money and must deliver the product (program) in the future.  Advance registrations, subscriptions and advertising revenue are examples.  These receipts will be shown as income on next year’s income statement.

N. Long Term Loans:  Include the total amount of any unpaid loans to the chapter.

O. Total Liabilities: Total Lines K-N.

P. Net Income/Deficit for the Year: Equal to Line 42 from the income statement.

Q. Fund Balance: The amount for the current year is equal to the amount of this line for the prior year plus Line P.  In theory, the fund balance is the net assets that are available which have not been committed to specific projects or programs (liabilities).

R. Total Liabilities and Chapter Equity: Total Lines O-Q.  Please note that this line must equal Line J.  This is how a balance sheet is “balanced.”
	INCOME STATEMENT


Chapter:       
For the period beginning July 1, 2009 and ending June 30, 2010
	INCOME


	1. Member Dues
	     

	2. Marketer of the Year
	     

	3. Marketing Week
	     

	4. Regular Meetings
	     

	5. Conferences, Seminars, Workshops
	     

	6. Social Events
	     

	7. Advertising
	     

	8. Newsletter
	     

	9. Membership Roster, Directory
	     

	10. Other Communications/Publications
	     

	11. Donations/Fundraising
	     

	12. Partnership Funds
	     

	13. Interest
	     

	14. Divisional Income 
	     

	15. Other:      
	     


	16. TOTAL 2009-2010 INCOME
	     


	EXPENSE

	17. Marketer of the Year
	     

	18. Marketing Week
	     

	19. Regular Meetings
	     

	20. Conferences, Seminars, Workshops
	     

	21. Social Events
	     

	22. Exps. associated w/Advertising Income
	     

	23. Newsletter
	     

	24. Membership Roster, Directory
	     

	25. Other Communications/Publications
	     

	26. Promotions, Public Relations
	     

	27. Fundraising Expenses
	     

	28. Membership Expenses
	     

	29. Officer Expense
	     

	30. Partnership Funds Returned
	     

	31. Gifts, Awards
	     

	32. Collegiate Support/Scholarships
	     

	33. Administrative: Staff/Management Fee
	     

	34. Administrative: Supplies/Equipment/Service
	     

	35. Divisional Expenses 
	     

	36. Other:      
	     


	37. TOTAL 2009-2010 EXPENSES
	     


	38. 2009-2010 NET INCOME/DEFICIT
	     


2009-2010 income and expenses received or paid during 2009-2010 year, not included in prior year report:

	39. Additional Income for 2008-2009 Fiscal Year
	     

	40. Additional Expenses for 2008-2009 Fiscal Year
	     


	41.  ADDITIONAL NET INCOME/DEFICIT FOR 2008-2009 FISCAL YEAR
	     


	42. TOTAL NET INCOME/DEFICIT
	     


	BALANCE SHEET


As of June 30, 2010
	ASSETS

	
	2008-2009
	2009-2010

	A. CASH On Deposit - Checking Account
	     
	     

	B. CASH On Deposit - Interest Bearing Account
	     
	     

	C. CASH -- Office Funds (Petty Cash)
	     
	     

	D. CASH -- Other Accounts
	     
	     

	
	     
	     

	E. ACCOUNTS RECEIVABLE, net of allowance for doubtful  accounts
	     
	     

	
	     
	     

	F. INVENTORY (Publications, gifts, etc., at cost)
	     
	     

	
	     
	     

	G. PREPAID EXPENSES
	     
	     

	H. TOTAL CURRENT ASSETS
	     
	     

	I. FURNITURE AND FIXTURES, at cost, less allowable depreciation
	     
	     

	J. TOTAL ASSETS
	     
	     


	LIABILITIES AND EQUITIES

	
	2008-2009
	2009-2010

	K. ACCOUNTS PAYABLE
	     
	     

	L. ACCRUED EXPENSES AND WITHHELD TAXES
	     
	     

	M. DEFFERRED INCOME
	     
	     

	N. LOANS
	     
	     

	O. TOTAL LIABILITIES
	     
	     

	P. NET INCOME/DEFICIT FOR THE YEAR
	     
	     

	Q. FUND BALANCE  (Chapter Equity)
	     
	     

	R. TOTAL LIABILITIES & CHAPTER EQUITY
	     
	     


IMPORTANT NOTE: IF LINE J AND LINE R DO NOT EQUAL FOR EACH YEAR, SOMETHING IS WRONG!

Submit the Year-End Financial Report, Signature Page, and Reconciled Bank Statement via your chapter’s Yahoo! Group by August 31, 2010.  Upload it in the “Annual Reports” folder found under the “w. 2010-11 Documents” folder in the Yahoo! Group.

Contact the AMA Professional Chapters Manager at profchapters@ama.org if you have questions.
SIGNATURE PAGE 

*IMPORTANT: The person reviewing the financial report must not be an officer or director of the chapter during the year being reported.  Include a copy of both sides of the reconciled bank statement(s) with this report.  

A letter from a chapter CPA will substitute for this form.  However, please note that CPA standards do not allow them to sign-off on their own work.  

	CHAPTER NAME
	     

	DATE
	     


All AMA Professional Chapters must have a complete financial report on file with AMA-IH.

	The       Chapter of the American Marketing Association does hereby certify that it has completed a Year-End Financial Report of the financial records and documents of this chapter, as of August 31, 2010.  All deposits and disbursements made were reconciled with the bank statements.  To the best of our knowledge, all entries are proper and accounted for. 


	PRINTED NAME OF TREASURER
	     

	SIGNATURE OF TREASURER
	     

	DATE
	     


	PRINTED NAME OF INDIVIDUAL (Non Board Member) Reviewing THE FINANCIAL REPORT*
	     

	TITLE
	     

	SIGNATURE OF INDIVIDUAL REVIEWING THE FINANCIAL REPORT
	     

	DATE
	     


Submit the Year-End Financial Report, Signature Page, and Reconciled Bank Statement via your chapter’s Yahoo! Group by August 31, 2010.  Upload it in the “Annual Reports” folder found under the “w. 2010-11 Documents” folder in the Yahoo! Group.
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