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How to Complete the Annual Income and Expense Report

SGNA Headquarters requires the outgoing treasurer to file the SGNA Income and Expense Report. The Income and Expense Report is mandatory as it is used to file your region under the SGNA National group tax return with the IRS. To successfully complete this process, SGNA needs your region’s Income and Expense Report. Please submit by February 4, 2011 to ensure your region complies with IRS regulations. If you fail to submit your completed form by the deadline you will NOT be included in SGNA’s National group tax return, which could jeopardize not only your tax exempt status but the status of SGNA National as well. In addition, failure to complete this form will cause your region to go on probation.

Before you begin, you should have the following information on hand:

· Beginning and ending bank balance for 2010
· Total Regional Rebate revenue collected in 2010
· Total revenue and expenses for any educational meetings held in 2010
· Total cost of all printings and mailings done in 2010
· Any proof of expenses from committee members from 2010
To complete the Income and Expense Report you will need to fill in the income and expenses for the 2010 year using the below categories:

INCOME

Dues: regional rebates

Educational Meetings: registration fees, vendor/exhibit space, sponsorship for meeting

Contributions: government grants, general donations

Other Income: interest, general sponsorships

EXPENSES

Committees: supplies, travel, room rental

Educational Meetings: speaker fees, room rental, food & beverage, AV

Printing & Postage: any costs associated with printing and mailing regional collateral

Other Expenses: administrative expenses, bank charges, miscellaneous expenses 

If you have any questions on how to complete this form please contact SGNA Headquarters at ebrett@smithbucklin.com or call 800/245-7462. 












