

DRAFT – January 16, 2006


Reference Notes for FOL 2006 Treasury Database
General:

· The spreadsheet is setup to feed data into the 990EZ (primarily) and 990 forms (as a check for future ease of use).  Schedules A and B are also checked for future use.  Any W forms (employee and contracts) and 990T forms (Unrelated Business Income (UBI)) are not yet considered.  If FOL ever gets to the stage of dealing with these issues, we might need an auditor anyways, and FOL can pay the auditor to set up the records for another new level of record keeping.

· The bankbook page should facilitate any internal (FOL Board) or CPA audits.  All cash transactions (receipts or expenses) should be reflected here.  The deposit reports (in the “rep-deposit” page) itemize receipt/member entries for each deposit.  All cash expense entries should cross reference a check number.

· All the remaining pages in the spreadsheet are set up as reports to the Board, membership or IRS.  Data entry and report generation is described for each spreadsheet page below.

Receipts and Membership Datasheet:

· This is a data entry sheet.  Data is entered in unshaded cells, the light yellow cells are calculated.  Regularly updated cells are shown in red text.  In general, we should not overwrite light yellow cells except for expirations dates that exceed 1 year from the last renewal date (i.e., the date of dues or donation deposit).
· New projects can be added by updating the ‘new fund’ text on the expense summary page, or referencing new entries to this page (adding columns to the right end).  The formula for “extra contributions” goes out to column BZ.

· New sources of non-UBI revenue can also be added as new categories (e.g., G for a grant), if we wish to distinguish it from cash (C) donors.

· All receipts are entered into this table, with the exception of Inkind expense donations, which are entered as formula equaling entries in the Inkind expense entry page.

Report for Deposits:

· This sheet provides a check for data entry into the datasheet above and gives totals for each deposit.  Entries for this sheet are generated by copying deposit entries over from the membership database (either by filtering or individually as you go).

· While this report is not really necessary, it does help sort out data entry errors, and provides a quick reference to the paper filing system (which is organized by deposit dates).

CY Expense Summary:
· This is where the Project Names are entered.  The expenditures are pulled from the itemized expense pages.

· This is also where the Board can make and document decisions to transfer money between the funds if they wish to do so.  First, we can show transfers between the Cash Reserve and Undesignated Project Funds in the table at the bottom of the page.  Secondly, any Project Fund differences between the prior year totals (column C) and the current year starting budget (column D) would reflect the Board’s adjustments when setting up the new calendar year’s budget.

· Any costs/fees for sending money overseas will be listed as expenditures in the Project Fund.  Thus, Project Administrative costs are not tracked by separate line item under the operating expense section of this summary.

· Finally, the starting Cash Reserve is calculated in cells E55 and E56.  The current Cash Reserve throughout the year is tracked below cell G47.  These computations show the starting bankbook balance, total CY FOL operating and project receipts and expenses, outstanding obligations, and the cash reserve after the remaining current year budget.

Cash Expense Data:
· This is where all cash expenditures are entered, Project expenses in to top portion, Operating expenses in the bottom portion.  Formulas link all fund or expense names to the summary page, and the summary totals are linked to the formulas in bold on this page.

· All entries should refer to a check number, name or description of items on a receipt.  Entries and filing should be done chronologically.

Inkind Expense Data:
· Similar to the cash expenses, all entries are entered on this page.  The key differences are that formulas should refer to these entries in the Receipt-member page, and the donors keep the receipts in their personal files (FOL just keeps the donor’s Email/report of the donations in the treasury file).

Bankbook:
· All bank transactions are to be entered into this page as they are entered into the account register.  
· The total payments are cross checked with the itemized expenses on the top lines of the expense summary page.

· In a similar fashion, the total cash deposits are cross checked with the itemized deposits on the top lines of the deposit report page.

FOL History-Budget:
From left to right, this page summarizes:
· All FOL receipts and expenses by year from inception to date.  The amounts listed in these totals are entered after closing each year’s accounts. 
· The current year budget in red with comments.

· The cumulative totals, average annual totals for inception-to-date, and the average annual totals for the last 5 years (formulas need to be updated as yearly data is entered).    

· Recent starting budgets are listed at the far right for reference.  

Count Members:
· This page only does several membership counts for reporting.  It should automatically update as entries are made on the Receipts (1st) page.

Report – Board Summary:
· This is the standard Treasurers report for the Board meetings.

Report – Board Detailed Summary:
· This is the standard Treasurers expense report for the Board meetings.
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