
Welcome to the
CA I.O.R.G. Financial Training -
Year End Reports

Thank you for attending

Please mute your microphones

Please post your question(s) in the chat
.

PRESENTER
Vickie Garcia, 
Area Grand Deputy,  
GAO – South Branch, 
And Financial Team Member  

FACILITATOR:
Jo Ann Stern
Treasurer, Grand Executive Committee 
and Financial Team Member

 



Where do we start? What do we need?
Please gather the following information:

 Reconciled Bank Records / Financial Statement (January – December)

 Two Completed Term Reports for 2023 (January - June and July – December)  

 2023 Recap Sheet (this recaps all interest, dividend, and investment income.

 Assembly’s 2023 Financial Records.

 2023 Project/Fundraiser Forms (January – December)

 Annual Donation Summary Report

 Special Year End Closing Instructions and Form

 2022 Annual IRS Financial Report of Income Tax – Yes, 2022 is correct.

 Year End Checklist



Reconciled Bank Statements –
Why reconcile monthly?

 MONTHLY, Review statement to ensure the bank has not made an error to the 
account.  Check for:

 erroneous bank charges (service fees or check not written by Assembly)

 check processed incorrectly (check written for $100. Processed as $110 or 
processed as $90.00)

 Outstanding Checks (monthly follow-up on outstanding checks.                               
NOTE: Bank will not process checks over 180 days from date on check)

 Match deposits to statement to ensure all deposits are reported.  If a deposit is 
missing, immediately contact the bank to correct error. 

 Ensure interest income or dividends have been included in the Assembly’s financial 
records.  (If not, the Assembly’s books and bank statements will not match.)

 Other investment accounts- balance the quarterly statements.



Two 2023 Term Reports
January – June 30TH and July – December 31ST

 Due Dates:  July 15th and January 15th

 Each Term Report must balance to the Assembly’s books and bank/financial statements.
 Both Term Reports must be completed before the Annual IRS Financial Report Of Income 

Tax can be completed.

 Total each Line Item from BOTH Term Reports, then transfer the totals onto the 
applicable line on the 2023 Annual IRS Financial Report of Income Tax of Organization 
Exempt from Income Tax(Line 1 from Term Reports to Line 1 on the Annual IRS Financial 
Report, etc.)



SAMPLE: Special Year End Closing Form
(Use Bills and Receipts Triplicate Form)
 Print on top of form in RED letters SPECIAL YEAR END CLOSING FORM



INSTRUCTIONS - Special Year End Closing Form 



INSTRUCTIONS, Continued



2023 Annual IRS Financial Report
 Take the amounts from Column 2, Lines 33 through 37. These amounts are from the              

2022 Annual IRS Financial Report.

 Transfer these amounts to the 2023 Annual IRS Financial Report of Income Tax                           
to Column 1, Lines 33 through 37

 Below is an extract from the 2023 Annual IRS Financial Report of Income Tax.



2023 Recap Sheet and 
2023 Annual IRS Financial Report  

 The Recap Sheet is used to total ALL interest income,                                                                    
dividend income, and investment                                                                                           
income earned during the 2023 calendar year.

 Beginning January 1, 2023.  Ending December 31, 2023

 Do not include in the total any earned                                                                           
income from December 2021.  

 Do not carry over December 2023                                                                            
earned income to 2024.

 All December’s earned income is reported                                                                                 
on the current (2023) Annual IRS                                                                                     
Financial Report.

 Transfer these totals to Line 6 



2023 Annual IRS Financial Report and 
Instructions, Page 1

1. Complete the Assembly’s Name and Number.
2. Enter the Assembly’s Federal ID. No.                       

This is the Assembly’s assigned Federal Tax ID Number.  
3. This number should be on the 2022 Annual IRS 

Financial Report. 
4. If the Federal Tax ID  Number cannot be located, 

please request the number from Vickie Garcia at        
vickie.garcia@gocarainbow.org.

California Assembly 300

mailto:vickie.garcia@gocarainbow.org


2023 Annual IRS Financial Form, Page 1
2023 Instructions for Annual IRS Financial 

 Left box is the Revenues (income sources) for the Assembly.

 Right box is the Revenues from the Instructions.



2023 Annual IRS Financial Report and 
Instructions (continued), Page 1

 Left box is Expenses column from Annual IRS Financial Report

 Right box is Expenses from the Instructions



2023 Annual IRS Financial Report and 
Instructions (continued), Page 1
 Top box is from Annual IRS Financial Report Form

 Bottom box is from the Instructions for preparing the 
Annual IRS Financial Report



2023 Annual IRS Financial Report and 
Instructions (continued), Page 1

 Top box is from the Annual IRS Financial Report

 Bottom box is from the Instructions for the Annual IRS 
Financial Report



2023 Annual IRS Financial Report and 
Instructions (continued), Page 1

 Top box is from the Annual IRS Financial Form

 Bottom box is from the Instructions for the Annual IRS 
Financial Form 



2023 Annual IRS Financial Form, Page 2

 Complete the Assembly Name and Number

Grand Assembly 300



2023 Annual IRS Financial Form, 
Page 2 (continued)

 List all outstanding checks. This would include any checks written that go 
with the Year Reports- Nonfinancial. (Per Capita, SA & GA, etc.)

 Complete Checking Account Reconciliation



2023 Annual IRS Financial Form, 
Page 2 (continued)
 Step 2: List ALL bank account information for Checking Accounts, 

Savings Accounts, and Investment Accounts ending 12/31



2023 Annual IRS Financial Form, 
Page 2 (continued)

 Other Accounts: ALL investment accounts (CDs, stock, etc.)

 Total Assets: Per ALL financial records



Do the Assembly’s books match the bank records?

 Line 32- End of Year Assets (per the Assembly’s financial books.
 Line 37, Column 2- Total Assets – End of the Year (per bank records)
 Lines 32 and 37 MUST MATCH. If they do not match, there is an error.
 The error must be found and corrected before submitting this report.



2023 Annual IRS Financial Report and 
Instructions (continued), Page 1
 When Pages 1 and 2 have been completed and are correct then complete the 

bottom of Page 1.

NOTE:  Email the ORIGINAL Annual IRS Financial Report to
               Vickie Garcia at vickie.garcia@gocarainbow.org
.

mailto:vickie.garcia@gocarainbow.org


Project/Fundraiser Year End Summary
 List ALL Project/   

Fundraiser 501(c)(3) Forms 
completed during the 
calendar year.

 Since  we cannot fill in part 
of a year, save and then use 
again  ….   SUGGESTION: 
Complete one for First 
Term and total. Complete 
one for Second Term. ADD a 
line Total from First Term 
then add the totals from 
the First Term.  

 Use the Total from the 
Second Term.

 Include copy of First Term 
Project/Fundraiser Year 
end Summary



Donation Summary Report
• List ALL money (cash and checks) donated to the Assembly during the calendar year under the 

fund the money was donated to.  The include totals of each fund to the appropriate Line on 
the Annual IRS Financial Report.

• NOTE:  money paid for deposits to attend the annual Grand Assembly EVENT are NOT 
donations.  This money would be reported on a Project/Fundraiser form for Grand Assembly 
and the income will be reported on the Annual IRS Financial Report, Line 7, as GA Event 
Income.



Checklist and
Cover Sheet

When ALL Year End Financial Reports 
have been completed, use this 
checklist to ensure all required 
Reports and Forms are included.

Remember to initial that the 
instructions have been read.



Where to send the Year End Financial Reports

 Send the ORIGINAL reports by email or mail Certified mail to:                       
Vickie Garcia,   GAO – South Branch                                                                                             
I do prefer to have the Year End Financial Reports emailed to me.

 Please email each report separately, not as one document.
Annual IRS Report, Checklist, Bank statements, Donation Summary Report, 
Project/Fundraiser Year End Summary, Annual Recap of Interest and Dividend 
Income, Year End Special Closing Form and copy of deposit slip. 

 Please scan each report separately.  Send email with each report attached    
as a separate document.

 ALSO, MAKE COPIES AND DISTRIBUTE AS FOLLOWS:

1. The Assembly’s FINANCIAL AND EVENT Binder

2. Jo Ann Stern, GEC Treasurer.  Mrs. Stern prefers to have the Year End Financial Reports mailed to her via 
the postal service.

3. Area Grand Deputy

4. Grand Deputy            



REMINDERS
DO NOT FILE THE ASSEMBLY’S 990N ePostcard.  

The Assembly’s 990N ePostcard will be filed by the Grand Assembly Office – South Branch

REVIEW DUE DATE FOR ANNUAL IRS FINANCIAL REPORT :

 DUE January 15, 2024: the 2023 Annual IRS Financial Report of Organization Exempt from Income Tax.

 LATE FILING FEE starts January 21, 2024: For the LATE FILED 2023 Annual IRS Financial Report.  A $10.00 per day penalty will be 
assessed.  The Advisory Board Chairperson is responsible to ensure this penalty is paid.  THIS LATE PENALTY  IS NOT THE RESPONSIBILITY 
OF THE ASSEMBLY.  THE ADULTS ARE RESPONSIBLE TO PAY THE PENALTY.

NEXT FINANCIAL ZOOM TRAINING: Saturday, January 13, 2024, @ 10-11:30, Recorder Treasurer Workshop. This training is 
in person and on Zoom.  Redwood Middle School, Room A-3

3600 Oxford Street, Napa, CA

Additional Financial Training via zoom:

 Sunday, January 21, 2024, @ 7pm, Forms 199N e-Postcard and Attorney General Forms RRF-1 and CT-TR-1

 Sunday, February 11, 2024, @ 4pm, Bank Reconciliation  CHANGED TO:  Sunday, March 3 @ 4 p.m.
 Sunday, June 9, 2024, @ 4pm, Term Reports

WHO ANSWERS WHICH QUESTIONS:

 Term Reports to- JoAnn Stern, Treasurer, Grand Executive Committee     email to:  djstern1967@yahoo.com

 Annual Financial Reports and State Tax Forms to- Vickie Garcia, AGD and GAO-South Branch including questions        regarding Financial 
Policies.      email to:  vickie.garcia@gocarainbow.org

mailto:vickie.garcia@gocarainbow.org


Financial forms are located on the CA website- 
gocarainbow.org/resources/financial forms

           ? QUESTIONS ?
Subsequent questions? Please email them to
vickie.garcia@gocarainbow.org

Thank you for your TIME for attending    
this training!

mailto:vickie.garcia@gocarainbow.org
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