FAQ: Financial Accounting Reports

Which financial report should be filed?

e [f an organization has completed an accounting year, it will need to submit the
Summary of Financial Activities (SFA), along with an IRS form 990 (if the
organization is required to file such), and an audited financial statement if its
revenues exceed $500,000, excluding government grants and grants from private
foundations.

e If the organization is a newly registered organization in its first year of operation
must complete a Quarterly Financial Report at the end of each quarter of its
current fiscal year. The report is due within thirty (30) days of the end of each
quarter.

When should the financial accounting report be filed?

e The Summary of Financial Activities should be filed along with the annual
renewal application. You will be prompted to complete the Summary of
Financial Activities during the renewal process.

e The Quarterly Financial Report should be filed at the end of each quarter during
the first year of operation. It is due within thirty (30) days of the end of each
quarter.

What do | need in order to complete a financial accounting report?

e For the Summary of Financial Activities, you will need to have:
o0 IRS Form 990, Form 990 EZ or 990N for the most recent completed
accounting year in PDF format.
o If the organization grossed more than $500,000 in revenue excluding
grants from governments agencies and 501(c)(3) private foundations, an
audited financial statement will need to be attached in PDF format.

e For the quarterly report, you will need to have expense and revenue figures from
your most recent accounting quarter.

e The report must be electronically signed by two authorized officers.
How do you electronically sign a financial report?

e For each signature, the authorized signer will type in their Name, Title, and Date,
and will then check the authorization statement.



I received a letter stating that my financial report contained errors or that it was missing some
information. What can | do?

e You can re-submit a financial report by clicking the “Summary Financial
Activities” or “Quarterly Financial Report” button.

Who can I call if I have questions about the financial report?

e You can call the Division of Charitable Solicitations and Gaming at 615-741-
2555

Can | see a copy of what the financial report looks like?

o See the next page to view a copy of the Summary Financial Activities.
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