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Form 1



CASH RECEIPTS MONTH 1



2



D A Y



RECEIVED FROM



DESCRIPTION



YEAR



4



5



6



7



8



9



10



RECEIPT NO.



TOTAL RECEIVED



220 PAY-AS-YOU SING



300 CHAPTER DUES



310 ANNUAL SHOW



320 PERFORMANCE FEES



350 OTHER REVENUES FROM PUBLIC



360 OTHER REVENUES FROM MEMBERS



LINE 7



LINE 1



LINE 2



LINE 3



LINE 5



LINE 6



11



ACCT. NO.



MISC AMOUNT



29



3



TOTALS TRANSFER TOTALS TO FORM 3, COL. 1



TO THE BEST OF MY KNOWLEDGE AND BELIEF, THESE CASH RECEIPTS AND DISBURSEMENTS REPRESENT ALL OF THE TRANSACTIONS OF THE ______________________________________________________CHAPTER NO.____________________________ FOR THIS MONTH.



TREASURER’S SIGNATURE_________________________________________ C:\My Documents\treasurer\Exhibits



manual\blankform1.wpd



Form 2



CASH DISBURSEMENTS MONTH 1 D A Y



2



PAID TO



DESCRIPTION



YEAR



4



5



6



7



8



9



10



CHECK NO.



CHECK AMOUNT



411 CHORUS DIRECTOR=S FEES



432 OFFICE SUPPLIES



434 PURCHASE OF MUSIC



450 CHARITABLE CONTRIB.



460 SOCIAL ACTIVITES



470 MISC EXPENSE



LINE 2



LINE 7



LINE 9



LINE 24



LINE 25



LINE 26



30



3



TOTALS TRANSFER TOTALS TO FORM 4, COL. 1



TO THE BEST OF MY KNOWLEDGE AND BELIEF, THESE CASH RECEIPTS AND DISBURSEMENTS REPRESENT ALL OF THE TRANSACTIONS OF



THE THE_____________________________________________________CHAPTER NO.____________________________ FOR THIS MONTH.



TREASURER=S SIGNATURE_________________________________________



C:\MYDOC/treas/blankform2.



11



ACCT. NO.



MISC AMOUNT



SUMMARY OF GROSS RECEIPTS



Form 3



Month



L i n e



A c c t.



N o.



N o.



1



300



2



Adds to cash acct.



From Form 1 Col.



Chapter Dues & Fees (also Line 15, Col. 6)



360



6



310



Gross Receipts from Show



100



7



3



320



Performance Fees (other than 310)



100



8



4



340



Charitable Contributions Received



100



11



5



350



Other Revenues - Earned



100



9



6



360



Other Rev. - Fm. Memb. (Also Ln. 15, Col 6)



360



10



7



220



Pay-As-You-Sing (Also Ln. 14 Col. 6)



220



5



ACCOUNT



1



2



Total This Month



Total Year to Date Last Month



Year 3



Total Year to Date - Col. 1 & 2



4



Annual Budget



8 9 10



Total Receipts (same as Total Form 1, Col. 4)



11



Total Disbursements (from Form 4, Line 33)



12



Net Receipts over Disbursements



13



Net Disbursements over Receipts



SUMMARY - RECEIPTS, DISBURSEMENTS AND CASH BALANCES



L i n e



A c c t.



N o.



N o.



14



220



Pay-As-You-Sing



15



360



Social Activities & Chapter Dues



100



Operating Fund



5



6



7



Balance Column 8 Last Report



Receipts This Month



Disbursed This Month



FUNDS



16 17 18 19 20 21 22 23



Totals



This report submitted _______________ 20 _____



By ___________________________Chapter Treasurer C:MyDoc/treas/blankform3



31



8 Balance at End of This Month



SUMMARY OF DISBURSEMENTS



Form 4



1 L i n e



A c c t.



N o.



N o.



1



401



2



411



3



412



4



Sub. from Cash Acct.



Fm. F.2 Col.



Meeting Place Expense - Rent, Utilities



100



11



Chorus Director=s Fees



100



5



Contributions to District Chorus & Quartet Fund



100



11



413



Costs of Attending Schools, Clinics & Seminars



100



11



5



421



Travel & Exp. - Part. In Shows & Contests



100



11



6



422



Uniform Expense



100



11



7



432



Office Supplies & Expense



100



6



8



433



Publications - Bulletins - Directories



100



11



9



434



Purchase of Music



100



7



10



435



Program Expense for Regular Meetings



100



11



11



436



Insurance



100



11



12



437



Public Relations Expense



100



11



13



438



Travel & Expense - Delegates to District Meetings



100



11



14



440



Miscellaneous Show Expense



100



11



15



441



Auditorium Rentals - Show



100



11



16



442



Scenery, Props - Show



100



11



17



443



Lighting - Auditorium - Show



100



11



18



444



Printing Programs, Tickets, Etc.



100



11



19



445



Transportation of Chorus & Quartets to Show Site



100



11



20



446



Fees & Exp.-Out of Chapt. Quartets & Chorus Talent



100



11



21



447



Show Publicity Expense



100



11



22



448



ASCAP/BMI, SOCAN Fees - Show



100



11



23



449



City & State Taxes



100



11



24



450



Charitable Contributions



100



8



25



460



Social Activities (Enter also Form 3, Col. 7 Line 15)



360



9



26



470



Miscellaneous Expense



100



10



27



471



Afterglow Expense



100



11



220



Pay-As-You-Sing (Enter also Form 3, Col 7 Line 14)



220



11



EXPENDITURES



28 29 30 31 32



33



TOTAL DISBURSEMENTS (Carried to Form 3, Line 13)



32



Total This Month



Month 2



Total to End Last Month



Year 3



4



Total Year to Date Col. 1 & 2



Annual Budget



Pay As You Sing Member’s Records



Date



33 Form 5



(Name)



(Name)



(Name)



(Name)



(Name)



(Name)



(Name)



(Name)



(Name)



(Name)



(Name)



Account 220 Balance



RECORD OF INVESTED FUNDS Date



Description



Previous Balance



Received



Disb.



Balance On Hand



Original Cost



Depr.



Cost Less Depr.



Total



RECORD OF FURNITURE, EQUIPMENT, ETC. Date



From Whom Purchased



Description



Date Acquired



RECORD OF INSURANCE Date



Form 6



Company or Agent



Type of Coverage



Rev. 5/87
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Exp. Date



Policy Number



Cost
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