	CLUB/ORGANIZATION QUARTERLY FINANCIAL REPORT


	
	

	Date received by the Office of Business and Finance:
	[bookmark: Text2][bookmark: _GoBack]     



All Clubs and Organizations must submit this report to the Office of Business and Finance, Room ADM 101 no later than 30 days after the end of each calendar quarter. The checklist at the end of this report must also be completed and signed. Calendar quarters end on March 31, June 30, September 30 and December 31. Per the Student Clubs and Organizations Procedures Manual, IX 2.2.9, clubs failing to submit quarterly financial reports will be placed on probation and will be unable to participate in club or campus events.
	Club Name:
	     

	Quarter Ending:
	     
	Date Submitted: 
	     

	Bank Name:
	     
	Account Name: 
	     

	Club Treasurer: 
	     
	Club Advisor:
	     



	 
	Balance from prior quarter
	$

	
	Date
	Deposit Information - Identify source of funds and purpose, and attach copy of deposit slip.
	

	 
	      
	      
	      
	      

	 
	      
	      
	      
	      

	 
	      
	      
	      
	      

	 
	      
	      
	      
	      

	 
	      
	      
	      
	      

	 
	      
	      
	      
	      

	 
	      
	      
	      
	      

	 
	      
	      
	      
	      

	 
	      
	      
	      
	      



Total deposits for quarter						$  ______________
(continued on page 2)



	 
	
	

	Check #
	Date
	Withdrawal Information – Identify vendor, purpose of expense, and attach copy of invoice or receipt to support expense listed
	

	      
	      
	      
	      
	      

	      
	      
	      
	      
	      

	      
	      
	      
	      
	      

	      
	      
	      
	      
	      

	      
	      
	      
	      
	      

	      
	      
	      
	      
	      

	      
	      
	      
	      
	      

	      
	      
	      
	      
	      

	      
	      
	      
	      
	      



Total expenses for quarter					         $  ______________
Ending Balance (Beginning balance, + deposits – expenses)   $  ______________

	Club Treasurer’s Signature 
	
	Date
	
	Club Advisor’s Signature
	
	Date



Signatures represent that the above transactions reflect the actual club transactions for the period indicated and that all transactions are in compliance with the club by-laws. All items indicated on page 3 of this document are included with this report. 







Checklist
Verify before sending the report to the Business & Finance Office:

· Has the bank statement been reconciled by the club advisor/treasurer and signed by both?
			
· Are the following attached/included?              
· All pages of bank statements for the quarter
· All receipts for funds received 
· Descriptions listed for source of all receipts
· All receipts for funds paid out
· Descriptions listed for source of all funds paid out
· Copies of all checks issued

· Has the Club Treasurer signed and dated Form C-11?
· Has the Club Advisor signed and dated Form C-11?
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