
ANNUAL FINANCIAL REPORT INSTRUCTIONS - 2011
Please read the instructions prior to filling out your report.prior to
Deadlines and a checklist are listed on the last page of the instructions.
First PAGE - DIV/CNTY/STATE INFORMATION & TAX ID# and OFFICERS 
All reports MUST list your Division number, County, and State. Even if your State doesn’t have an official LAOH County Board structure this information is still necessary; this is how I will be able to differentiate which division you are since many divisions have the same names ex. St Brigid or OL Knock.
If your division has a name please include it, but you must list your Div#, County, State- this is how you are identified by the National Board and the IRS. Website – if you have a website please list your website address. 
All Divisions, County and State Boards must have a different FED TAX ID# for each division, county, and state board.  
There is NO sharing Federal Tax ID #’s. 
All Divisions, County Boards, State Boards must have their own Federal TAX ID number.
All bank accounts listed under that Federal ID must be reported on the Annual Report.
All LAOH Bank accounts must have your Fed Tax ID number listed with the bank.
Federal Tax Identification Number (EIN - Employer I.D. # &Federal I.D. # are one and the same)
Multiple divisions/counties/state MAY NOT use the same number. If your division/county/state doesn’t have their own number they may apply for one by contacting the LAOH National Treasurer.  
We are a 501c3 organization.
Our official name “Ladies Ancient Order of Hibernians Inc, [then your Div#, County, State]
OFFICERS: 
The officers who served in the previous year are responsible for filling out the report; HOWEVER the front page of the report must have the names of the officers that will serve in the upcoming year. Please note that only several officers are requested on the Treasurers report since the Secretaries report will list all the officers and members.
The name of the officer is placed on the line above the office held- indicated by an up-pointing arrow. 
Area codes must be included with each telephone number- many cities now have multiple area codes, don’t assume they are the same for everyone.   Must fill in email address.[image: image1.png]
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   Must include zip codes- zip codes are necessary to ensure mail delivery.
When filling electronically use format provided on EXCEL spreadsheet, do not change format. 
	  Division reports are due to the next level Treasurer by January 15, 2011

	  County reports are due to the next level Treasurer by February 15, 2011

	  State reports are due to the National Treasurer by March 15, 2011



Failure to report within the prescribed time will cause the National Treasurer to levy a fine and possible suspensions 
as per our National Constitution- Article V “Divisions”.
RECEIPTS:  “MONIES COLLECTED or RECEIVED”
Initiations: Fees collected from new members.
Dues collected from our members.
Per Capita Tax:  I have xxxxxxxx this line out in the Receipts section of the Division reports since they donot receive Per capita Tax.  The only level that receives National Per Capita Tax for their treasury is the National Board. When the National Per Capita Tax is paid by a division the check is sent to the next higher level; the next higher level (county, state) will list this money under the “Transfers/Return to Treasury – Natl Per Capita Tax”.  In other words the county and states will take the National Per Capita Tax received from the division and report it under the Transfers/Return to Treasury – Natl Per Capita Tax” because they are not keeping the money they are just collecting it and sending it on to the next higher level therefore it is a “Transfers/Return to Treasury – Natl Per Capita Tax.   The reason for reporting the National Per Capita Tax this way is so that the tax paid by the division is only counted once, if it is listed on every level as a tax paid then by the time it gets to the National Board it appears to the IRS that we are collecting double & triple the amount of tax that is actually paid. To the County & State Treasurers :  National Per Capita Tax received from the Divisions is listed under the RECEIPTS section - Transfers/Return to Treasury – Natl Per Capita Tax.  
Fines imposed by National Board, State, County, and Division: ex. Late Fees etc.
Assessments: are fees collected- may include meeting rooms, proceedings; Irish History assessments, etc. 
Interest received from ALL accounts in the LAOH name, Checking/Savings/CD’s and any account used by the National Board, State, County Boards and/or Division (Degree accounts, special event accounts, parade accounts, etc.)   It is best to wait for 1099 Interest forms from bank especially when CD or Money Market Account is involved.  If a Degree team is using the same tax ID# as a County or State than their interest is listed here also. 
Fund Raising Projects:  Definition of FUNDRAISING -(for our reports) money that is raised or collected for a particular project or charity as well as money raised or collected by divisions/counties/states for their own treasuries to help with their operating expenses or future charitable donations. Ex:  St. Brigid’s Day, Dinners, Dances, Dark Horse, 500 club winnings, raffle winnings, 50/50 winnings, or your share of monies received from joint AOH/LAOH projects. In other words this category is not just for funds raised for a charity- it also includes any money raised and deposited into your treasury for any reason other than those itemized in specific categories in this report. If your division has a dance or dinner the money you took in on ticket, raffle sales, journal ads, etc.  goes in this category.  This section is where you list any money taken in, if you sold a ticket, a raffle, a journal ad this is where you list the income. It doesn’t matter if your event was profitable if you took in money it goes in this section. Expenses for these events/projects will be listed in this report under Expenditures. If you do a joint project with the AOH and your Division received a part of the proceeds that amount is listed under Fund Raising Receipts it is not a donation. 
National Missions & Charities: For this report the term National Missions refers to Columban Fathers & Sisters; Charities refers to our Orders officially designated third Charity, Danielle House (previously Sisters of Holy Family) only.  Only Monies collected for the support of these three specific charities belong in this section. Monies collected for other outside charities belong under Fund Raising.  The category itemizes the various donations: Columban Father donations, Columban Father Mass Cards, Columban Sisters, , Danielle House.  Please note that Columban Father donations and Columban Father Mass cards are itemized separately.   I have also added SOAR & FFAI in a separate category since many divisions throughout the country donated to these Hibernian causes.    
Project St. Patrick: Monies collected for the support of Project St. Patrick. If a member sends a donation directly to PSP and it did not go through your division it should NOT be included on this report. This report is only for what funds go through your division. This doesnot mean you will not get credit for those PSP donations you will but it will be under Catholic Action. These individual donations should be listed on your Division’s Catholic Action Report. 
Degree Team: Monies collected from candidates or observers who either attend or take their degrees. This also includes any donations made to the Degree Teams from the National Board or from any other source. 
Transfers/Return to Treasury:  Monies transferred between accounts, monies returned due to overpayment, checks cancelled or not cashed, outdated checks. [Please include in this category: Monies collected from members to cover a particular expense; ex. to hire a bus or to pay for a division lunch/dinner (Christmas Dinner at a restaurant). The money collected is not used for any division expenses; in other words your members hire a bus or want to go out together -everyone pays a set amount and that money is used specifically for that purpose.    
Donations: The biggest trouble area on the reports is “CHARITY DONATIONS”. There will be a few changes on the reports, nothing drastic just a few changes in how you list your donations. Every report is suppose to have all their donations itemized with the charity name, address and how much was received or donated – many of the reports are not doing this – we need this information to send to the IRS on our Tax return, you must include it!! [NEW] On the 2010 reports I will have one line only to list the total amount received by your division and I will include a separate sheet to itemize these donations.  The ONLY items that should be listed in this section are actual charity donations; not your division expenses, for ex. a division party or dinner or a gift to an individual (ex. chaplain). 
=Any donations received from corporations, members, or individuals, a letter stating that their contribution is tax deductible and no goods or services were received in exchange must be sent to the donor. This letter should include the amount of donation and what amount if any was for a service or goods received. In other words if you receive a check to pay for a dinner, the cost of the dinner is listed as a service/goods received and any left over money would be listed as a donation.  ALL funds received that result in a donation over $250.00 must be acknowledged in writing.  
As always keep a record of all donors & donations (names, addresses, amounts) for your yearend report. 
=All donations MUST be listed separately and must include name and address of donor and the amount donated. 
The National Board has to list each one of these donations separately on our tax return. 
= If you do a joint function with another group and you receive a part of the profits this is NOT a donation- it is a fundraising receipt. 
= If a member or anyone else buys a raffle, an event ticket, pays dues, or receives anything in return for their money it is NOT a   
donation; it is a fundraising receipt.
All Receipts should fall into these categories. When in doubt itemize. 
If you run out of room please attach additional sheets of paper if necessary to itemize.   
EXPENDITURES: [Monies paid out]
Fund Raising Projects: Expenses incurred in running a sponsored event or project: Dances, St. Brigid events, joint LAOH/AOH projects, may include, postage, printing, music, hall rental, booth rental, food, decorations, etc. This category also includes the price your division pays to purchase raffle tickets, 50/50 tickets, 500 club etc since you are using your funds with the hope of winning a prize therefore this is an expense incurred to hopefully raise funds for your division.   
Rent: Money paid for the use of a space to hold your LAOH meetings.
Operating Expenses are money it takes to run you Div/County/State/ National Boards. Several of our operating expenses are listed separately below under specific categories; if no separate line is specified than list any other operating expenses under general Operating Expense line. Parade affiliations, journal ads, festival or feis fees are listed under general Operating Expenses unless they have a 501c3 status with the IRS. Include prize money for Irish History Writing Contest. 

Operating Expenses Itemized are: 
Printing/Publications- coping or printing of meeting notices, newsletters, reports received from other officer, etc. 

Postage/Shipping: any postage or shipping costs for LAOH business. 

Convention Expenses: any expenses reimbursed by the division/county/state/national board to members for attending LAOH conventions; ex. travel, hotel, convention package, etc.   

Journal Ads:  list amount here if your division paid for a journal ad for another LAOH or AOH, or for an outside organization. HOWEVER if the outside organization (not LAOH or AOH) is a 501c3 Charity please donot put it under this category but rather itemize it below under “OTHER CHARITABLE Contributions; include their full name and address. For example some of the parades are 501c3 approved by the IRS. If you are not sure ask the organization; most 501c3 charities advertise their status so donors will know they are tax deductable.  

Bank Charges:  Any fees charged by your bank other than Interest Expenses: printing of checks, MO’s, low balance fees, return check fees, transaction fees, etc.

Interest Expense:  Penalties incurred for closing an account before the due date, ex closing CD’s before date. 
Telephone Expenses: Any telephone charges reimbursed by your division/county/state/national board. 
Supplies:  Any supplies purchased by your div/county/state/national board; ex. constitutions, rituals, banners, officers medals, sashes, badges, meeting statues, flags, etc.
National Per Capita Tax:  Another problem area that has been changed is the “National Per Capita Tax” vs. State/County assessments. Many divisions are combining everything together – You cannot do this, it needs to be listed separately.  [ NEW ]  So on this year’s reports I am going to have a separate line specifically for State/County assessments.  All State/County/Division Treasurers should review these figures to make sure they match what you have on your records. 
Remember Nat’l Per Capita tax is $5.00 per taxable member, so if you had 20 members last year and a division report say they paid  $200.00 in Nat’l Per Capita Tax you should know right away that something is wrong.
Only the National per capita tax paid in previous calendar year should be listed on this line. 

This line will be blank on the county, AND state reports. The only level that pays National Per Capita Tax is the Division level.  When the National Per Capita Tax is paid by a division the check is sent to the next higher level; the next higher level (county, state) will list this money under the “Transfers/Return to Treasury – Natl Per Capita Tax”.  In other words the county and states will take the National Per Capita Tax received from the division and report it under the ““Transfers/Return to Treasury – Natl Per Capita Tax” because they are not keeping the money they are just collecting it and sending it on to the next higher level therefore it is a “Transfers/Return to Treasury – Natl Per Capita Tax” .   To the County & State Treasurers :  National Per Capita Tax that was  received from the Divisions and listed under the RECEIPTS section - “Transfers/Return to Treasury – Natl Per Capita Tax of this report will now be listed under EXPENDITURES section  “Transfers/Return to Treasury – Natl Per Capita Tax to show that the money was transferred to the next higher level and not kept in your treasury.  
State/ County Tax – List on this line only taxes billed by your State Board or County Board.
Fines/Assessments:  include, late fees, meeting room charges/assessments etc. Fees charged by higher level to a lower level; if buying of proceedings is mandated in your state or county than they are considered an assessment. In other words, if you receive a bill for it than it is a Fee/Assessment. 
National Missions & Charities: For this report the term National Missions refers to Columban Fathers & Columban Sisters; Charities refers to our Orders officially designated third Charity, Danielle House (previously Sisters of Holy Family) only.  Only Monies donated for the support of these specific charities belong in this section. Monies donated for other outside charities belong under Fund Raising Projects or Other Charitable contributions. The category will now itemize the various donations: Columban Father donations, Columban Father Mass Cards, Columban Sisters, and Danielle House.  Please note that Columban Father donations and Columban Father Mass cards are itemized separately.      
Project St. Patrick: Monies sent to National Catholic Action officer from the division, either for donations to PSP, Easter Appeal, or for use of PSP cards. You may list all these monies as one figure they donot need to be itemized.  If a member sends a donation directly to PSP and it did not go through your division it should NOT be included on this report. This report is only for what funds go through your division. This doesnot mean you will not get credit for those PSP donations you will but it will be under Catholic Action. These individual donations should be listed on your Division’s Catholic Action Report. 
S.O.A.R. & F.F.A.I. - SOAR & FFAI are in a separate category since many divisions throughout the country donated to these Hibernian causes.    
Other Mass Cards: Donations for NON- Columban Father Mass Cards.
Flowers- Gifts: Gifts are monies used for members in need, for LAOH officers or members, Chaplain Gifts, Thanksgiving or Christmas Baskets, flowers, etc. If a gift (financial or gift item) is made to an individual it is listed as a gift. If a gift is given to an IRS recognized 501c3 charity it should be listed under DONATIONS. EX. if your division gives a gift directly to your chaplain it is listed as a gift; but if your division makes the check out to the local parish than it is listed under DONATIONS sections. 
Degree Team:  Any Expenses incurred for putting on a Degree.  If you are a division/county/state hosting a degree your expenses are put under Operating Expenses. 

Transfers/Return to Treasury:  Monies transferred between accounts, levels of this Order, or to replace monies that were returned to your treasury.  (Any funds returned to your treasury are listed in the Receipts section of this report.) If someone didn’t cash one of your division checks and the money was returned to your treasury under the Receipts Section and now you are writing a replacement check, this replacement check is listed here under EXPENDITURES on the Transfers/Return to Treasury line.  [NEW] Please include in this category: Monies that were collected from members and are now being spent to cover a specific expense; ex. to hire a bus or to pay for a division lunch/dinner (Christmas Dinner at a restaurant). The money collected is not used for any division expenses; in other words your members hire a bus or want to go out together -everyone pays a set amount and that money is used specifically for that purpose.  These funds were accounted for in the Receipts  Section, “Transfers/Return To Treasury” of this report.  
Donations:  Monies sent to charities  ex:  Churches, Cancer Care, Soup Kitchens, Diabetes Foundation, Hour Children, etc. are listed here. Parade affiliations, journal ads, festival or feis donations should not be included in this section unless they have a 501c3 status with the IRS). [NEW] Please itemize on the attached sheet and include the name and address of each charity that receives a donation from the LAOH. REPORTS THAT DONOT INCLUDE THE ITEMIZATION WILL BE RETURNED….
SUMMARY Section: 
1 - Treasury Balance 12/31/20xx  -- You must start with last years ending balance, if you notice a mistake was made last year make the correction under Transfer/Return to Treasury.  DONOT CHANGE YOUR STARTING FIGURES!!! A another problem area is divisions that change your beginning numbers (membership & Bank balance). You CANNOT change these figures, if you think they are wrong you must speak with the National Treasurer BEFORE making any changes.  All Treasurers at each level should verify that these numbers are correct and have not been changed before passing on the report to the next level. 
2 - Total Receipts for the calendar year 20xx. You get this figure by totaling all your receipts listed on this report. 
3 -  Subtotal:  you get this figure by adding above lines 1 & 2. 
4 - Total Expenditures for the calendar year 20xx.  You get this figure by totaling all your expenditures listed on this report.
5 – Balance as of 12/31/20xx:  You get this figure by subtracting line 4 (Total Expenditures) from Line 3 (Subtotal). This is your ending figure as well as your starting figure for next year’s report. This figure should match your reconciled bank balances as of 12/31/2008.  
BACK PAGE:
REPORT OF ALL FUNDS: 
Federal Tax ID# -   your div/county/state/national unique Federal tax ID#. This number should be the same as the one listed on the front page of this report.  Please FILL IN THIS LINE, this will give the Treasurers a second place to verify your# if for some reason we can’t read the one on the front page. 
Bank information:   
Please list your bank’s full name and address as well as the reconciled bank balance and account number for each account. 
Report of all Funds is the reconciled bank balance. The reconciled bank balance is the amount of funds that are available for you to spend; if you have an outstanding check the amount of that check is not available for you to spend. If your bank statement closes mid month you must wait for the statement that includes December 31st. If this statement will not be received in time for you to file your report (Divisions – January 15th) you may go to your bank and ask for a printout as of December 31st. Another option for getting this figure is, if available, to use on-line banking.   
Make sure all bank accounts including accounts for special events or projects that are in the LAOH’s name are listed in this section. 
All of these accounts should have your Federal Tax ID # associated with them. 
Grand Total:  total of all accounts. 
This figure should be the same amount as listed on previous page under Summary- Line 5, Balance as of 12/31/2008.  
[ALL bank accounts should be in the LAOH name- include your div#, county, state- this determines who owns this account. Don’t just say ex. St. Brigid division this doesnot tell us who you are, many divisions use the same names.]  
Copies of your Bank Statements MUST be attached to each copy of your report. Ex. the division report- 1copy + bank statements are kept for division records; additional copies & bank statements are attached to EACH copy are then forwarded to your next higher level (County/State/ National.)  All quarterly bank reconciled statements should be copied and forwarded with reports. Please include a copy of this information with each copy of your report to the Treasurers of your respective State/County and Division. Please attach a copy of any 1099 form received from your bank to each report.   All reports must be checked for accuracy.
ALL copies of the report must be signed.
Mail bank pages with signatures to your next level.

When filling electronically use format provided on EXCEL spreadsheet, do not change format. [Once I receive the reports from across the country a master database is compiled, if you change the format your officers contact information will not be correct. It takes extra time to reformat your report to fit on the master database.]  
Please use the current form – as discussed at the workshop at our national convention in Ohio
= forms were reformatted so the division, county and state form are the same. This will make combining the reports much easier. 
= Only 2 copies will be mailed to the divisions and one copy to the county and state boards. 
= please submit a completed electronic version of your report to your next higher level Treas, and one paper version for each of your upper level Treasurer  EX.==
If you are a single division state you submit both the electronic version and one paper version (signed) to the Natl Treas.
If your division is in a non county board state or in a single division county then submit both the electronic version and two paper versions (one 


for your state board & one for the natl board) (signed) to your state Treas.
If your division has a county board then submit both the electronic version and three paper versions (one for your county, one for your state board & one for the natl board) (signed) to your county Treas. 
All State Treas will submit one master electronic version and one paper version (same as in the past) to the Nat'l Treas. 
Organized in 1894












