DIVISION 11/12 TWELFTH JOINT CONVENTION
APRIL 22, 2005

REPORTS/ANNUAL PLAN/ BUDGET 

TRAINING SESSION
PRESENTOR:  
BOB TOMLINSON




DIVISION 11 TREASURER

KEY POINTS:

1.  

a.  Quarterly reports due NLT 15th day of month following the end quarter:

QUARTER


DUE DATE

REPORTS


1 May – 31 Jul

15 Aug

HGIT, Americanism, Financial*
1 Aug – 31 Oct

15 Nov

HGIT, Americanism, Financial*
1 Nov – 31 Jan

15 Feb

HGIT, Americanism, Financial*
1 Feb – 30 Apr

15 May

HGIT, Americanism, Financial*







Annual Plan. Budget, and Audit**
(*)  Originals to Headquarters or on line.  A copy ALWAYS to Division President.
(**)  These are due only once at end of Fiscal Year after fourth quarter.  Must provide them or quarterly payments WILL be held until they are received.

b.  Due date CAN be extended without waiver for 30 days after DUE DATE listed above but should NOT be the norm—should use when circumstances warrant (TDY of officers, unexpected bank issues, outstanding financial issues, etc).


c.  The Division President can authorize a one-time waiver for overdue reports but must be justified.


d.  If the President is not available to complete the reports, the Vice President should.  

2.  Quarterly Rebates are important dollars to the Chapter.  As Chapter officers, executive council should place priority to completing reports on time.

3.  See AFSA Manual 700-1 for examples.   All AFSA forms are on line (fillable) or free to order for hard copy completion.

4.  Annual Plan and Budget are completed by Executive Council and must be officially approved.   See enclosed EXAMPLE.  There is no right or wrong way, but the enclosed example meets AFSA guidelines.

5.  One final note:  Although not an official report, the Change/Reporting of Chapter Officer Roster MUST be kept current.  

-- Vital for Headquarters and Division Executive Council to contact 

   Chapter Leadership


-- Vital to receive correspondence and Chapter Rebates 


-- Complete when new Executive Council is elected


-- Complete when change of officers occur (one or more)

6 .  Contact Division 11 Executive officer for assistance—do not wait until you have a problem.

