	ACTIVITY FINANCIAL REPORT
	SKI CLUB OF WASHINGTON, DC

5309 Lee Highway, Arlington, VA 22207

	This form represents a full accounting for the finances of your activity.  It gives the information needed for proper audit and reconciliation.  By following the instructions, you will greatly simplify the Club’s accounting job, as well as your own.  Thanks!
	Activity Name:  __________________________ 

Activity Date:  ____________________________

Activity Number:  __________________________


PART I
1. List all income of the activity: (If fee is over $75, do not complete this item; instead attach a list of names and the amount received from each.)

Include   

· All money submitted to you by the club by participants, including those who later cancel.

· Transfers of participants into your activity by pink slip.

· Lift ticket money collected from participants (ski trips).

Do Not Include

· Slush funds you received from the club.

· Rebates (money returned by hotels, airlines, etc.).

· Dishonored checks (i.e., bounced checks).

· “Wait list” checks that are held by the leader and not deposited.

· Payments or pink slips for leftover supplies that you return or sell.

Subtract

· Transfer of participants out of your activity by pink slip.

	Number of People
	
	Price per Person
	
	Total Received
	
	Number of People
	
	Price per Person
	
	Total Received

	
	@
	
	=
	
	
	
	@
	
	=
	

	
	@
	
	=
	
	
	
	@
	
	=
	

	
	@
	
	=
	
	
	
	@
	
	=
	

	
	@
	
	=
	
	
	
	@
	
	=
	

	                                                                                     Total Income::  _____________________________

                                                                               (Place this amount in box 1 of matrix)


2. List all refunds paid out of your income:

Include:
· All money paid to participants by you or by the Club for refunds of money which the participants had paid in.

Do Not Include:

· Wait list checks which are held by the leader and returned to the maker without being deposited.

· Reimbursements for expenses.

	Paid to:                    Amount
	Paid to:                       Amount
	Paid to:                        Amount

	
	
	

	
	
	

	
	
	

	
	
	









Total Refunds:  ______________________








(Place this amount in box 2 of the matrix.)

3. List all expenses of the activity:

Include:
· All bills for activity costs paid by you or by the Club.

· Charges for materials you buy from other activities or from the office by pink slip.

Do Not Include:
· Slush funds you received from the Club (do not include what you spent out of your slush fund).

Subtract:
· “Payments” you receive (cash or pink slip) for leftover materials you return or sell.

· Rebates (money returned to you or to the Club from hotels, etc.)

	Paid to:                    Amount
	Paid to:                       Amount
	Paid to:                        Amount

	
	
	

	
	
	

	
	
	

	
	
	









Total Expenses:  ______________________








(Place this amount in box 3 of the matrix.)

PART II

The major difference between this and Part I is that this part includes only those transactions which have been recorded in the Club books; i.e., transactions via deposit slips, vouchers, or pink transfer slips. Enter the figures from this part in the second vertical column of the matrix. They are taken from copies of your vouchers, deposit slips, and pink transfer skips. If these figures do not agree with the Club books, you may be called upon by the auditor to resolve the difference and to itemize your totals.
1. Calculate the total amount of income which you deposited with the Club.

Include:  

Transfers of participants into your activity by pink slip.

Subtract:  

Participants who were transferred out by pink slip.

Place this amount in box 5 of the matrix.

2. Calculate the total amount that has been/will be paid to participants by Club check for refunds.

(There should be vouchers for all of these.)

Do Not Include: 
Wait list checks which are held by the leader and returned.




Refunds paid directly by the activity leader.

Place this amount in box 6 of the matrix.

3. Calculate the total of all payments (not including refunds) made by Club check for your activity.

Include:  
Slush fund advance paid to the leader by Club check.  (Deduct any money you turned in.)




Charges for materials you “buy” from other activities by pink slip.

Subtract:

Credit for materials you “sell” to other activities by pink slip.




Money returned to the Club for hotel overpayments, etc. 

List each individual item which goes to make up this total.

	Paid to/for:                    Amount
	Paid to/for:                       Amount
	Paid to/for                        Amount

	
	
	

	
	
	

	
	
	

	
	
	









Total Payments:  ______________________








(Place this amount in box 3 of the matrix.)

Do the subtractions indicated in the boxes below.  You should end up with the same figure in box 12 both vertically in the right column and horizontally in the bottom row.  REMEMBER: if the amount you subtract I larger than the amount you subtract from , the answer is negative (minus).

	Activity Totals
	Club Books
	Adjustment Due

	#1 (from Part I.1)

INCOME


	#5 (from Part II.1)
	#9 (#1 minus #5)

	#2 (from part I.2)

REFUNDS


	#6 (from Part II.2)
	#10 (#2 minus #6)

	#3 (from Part I.3)

EXPENSES


	#7 (from Part II.3)
	#11 (#3 minus #7)

	#4 (#1 less 2 less 3)

NET


	#8 (#5 less 6 less 7)
	#12 (#4 less 8; also #9-#10-#11)


If the amount in box 12 is POSITIVE, this is what the leader owes the Club.  Attach your check for this amount.

If the amount in box 12 is NEGATIVE, this is what the Club owes the leader as reimbursement.  Attach a voucher for this amount.
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PART IV – SUMMARY AND AUDIT INFORMATION

1A.
Number of member participants, including leaders


___________

1B.
Number of participants who were not members



___________

1C.
Number of paying participants





___________

2A.
Guest fee extra

   
per person




times 1B above   =



(from budget)

___________

2B.
Cancellation fee




times number of


per person




cancellees
  =
 


(from budget)

___________

4. Activity leader’s notes (list any charges or credits you anticipate after filing this report):

PART V – RECEIPTS

Attach receipts for all money you paid out for your activity.  Include cash register receipts, bills, cancelled checks and the like for all purchase, including those paid by Club check.

List below any payments for which a receipt or proof of payment is not available.

Paid for


    Amount


Paid for 

    Amount
___________________    _______


___________________    __________

___________________    _______


___________________    __________

___________________    _______


___________________    __________

Signature  _________________________

Date submitted  ____________________

Address   __________________________

Phone (H)  ___________ (W) _________

__________________________________
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