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Instructions for Filing Unit Report Forms 
Unit Petty Cash Account Balance Sheet

Beginning Balance:  Enter the total amount of the Unit’s money in all of the Unit’s bank accounts as of the start of the reporting period.
Total Deposits:  Enter the total amount of deposits made into the Unit’s accounts during the reporting period.
Total Expenses:  Complete the Unit Expense Report Form (attached) for the reporting period and enter the totals here.  If you complete the Unit Expense Report Form electronically, the totals will automatically be entered on the Balance Sheet.

Ending Balance:  Enter the total amount of the Unit’s money in all of the Unit’s accounts as of the close of business at the end of the reporting period. The amount should equal the sum of the beginning balance and total deposits, minus the total expenses.

Unit Expense Report Form
You must enter each expense item paid from Unit funds during the reporting period.  Most expenses will be by check, but some will simply be charges to the Unit’s accounts, such as a bank fee debited from the Unit’s checking account.  Please enter all expenses, including those not paid by check.  Please attach original receipts to this form, or mail them separately if you are filing electronically.  Please tape receipts to an 8-12” X 11” sheet of paper and attach the sheet to your forms.  You should keep copies of the receipts for your Unit’s records.  Every expense paid from Unit funds must be supported by a receipt maintained in the Union’s records. 

Date:  Enter the date of payment of the expense.  If payment was by check, enter the date the check was written.

Payee:  Enter the name of the payee to whom the check was written, or in the case of bank fees or automatic debits, the name of the person or entity to whom the fee or debit was paid.

Check Number:  If the expense was paid by check, enter the check number.  If the amount was debited, indicate “debit” or “auto”.

EXPENSE CATEGORIES (all for Unit business):

Copying & Printing:  Enter amounts paid for photocopying and printing.

Donations & Gifts:  Units may purchase modest gifts for certain occasions affecting their members, if the policy is applied uniformly for all members.  Examples are the practices of some units to buy flowers or make donations to designated charities in the event of the death of a member or relative of a member, and purchasing a gift of appreciation at the time a member retires.  Units also make donations to the funds of other unions who are on strike, or for charities or relief agencies assisting working people.  Enter these expenses here.

Meeting Expenses:  Enter amounts spent on meeting-related expenses, such as room rental, food and drink, decorations, furniture and equipment rental, advertising for the meeting, fees for speakers, etc.  “Meetings” includes both business meetings and social parties or gatherings. 

Postage & Delivery:  Enter amounts for purchasing postage, stamps, insurance and other services from the United States Postal Service, and also for delivery, parcel and document services provided by private carriers such as UPS, FedEx, etc.  Also includes fees for messenger delivery services, if any.

Supplies:  Enter amounts spent on supplies, which include things like paper and general office supplies used for unit business, but also buttons, union literature, etc.

Telephone:  Enter amounts paid for purchase of telephone equipment and/or services, including cost of calls, calling cards expenses, and conference calls.

Travel:  Enter amounts spent on gas and tolls for automobiles used on Unit business, travel by common carrier (bus, boat, train, or airline) on unit business, and lodging while away from home on unit business.  Also included are taxi fares and parking.  (Units may choose to reimburse members for mileage for automobiles used on Unit business, but mileage reimbursements (i.e. x cents per mile) must come from Unit funds, and will not be reimbursed by NOLSW/UAW Local 2320.)

Other:   The most common expenses of units should be reported in the specialized categories already mentioned, but for expenses that don’t fit there, list them here in the “Other” column.  Make sure to give a brief description of the expense in the “Description of Other” column.

TOTAL:   If you enter the expenses on this spreadsheet by hand, you must add up the expenses in each column at the bottom of each page, and if it is necessary to use additional pages, please carry forward the Totals from the previous page to the page following, and total all of the expenses for each column on the final page.  If you enter the amounts electronically, the Totals for each category will automatically be calculated on the last page, and will also appear in the Unit Petty Cash Account Balance Sheet.

Please remember to attach this form to the Unit Petty Cash Account Balance Sheet.

Unit Deposit Report Form
Please list here all deposits and other income your Unit received during the reporting period.  Most of these will be checks from NOLSW/UAW Local 2320 which transfer to you the Unit’s share of the dues.  But also include here any interest income you received on your bank accounts during the reporting period.  

The total of all deposits should be then entered on the Unit Petty Cash Account Balance Sheet in the appropriate box.  If you are doing this electronically on your computer, the total of the deposits will automatically be calculated on the Unit Deposit Report Form, and will be simultaneously entered on the Unit Petty Cash Account Balance Sheet.

Please remember to attach this form to the Unit Petty Account Balance Sheet, and to send it to me at the NOLSW/UAW Local 2320 office in New York.

Unit Bank Account Statements

Please attach and send copies of all of your Unit’s bank statements for the reporting period.  

Mailing Address for Hardcopies

Robert T. (Tim) Yeager

Financial Secretary/Treasurer

NOLSW/UAW Local 2320

113 University Place, 6th floor

New York, NY 10003

Thanks for your hard work.  If you have any questions, or any suggestions on how to make this easier, please contact Robert T. (Tim) Yeager, NOLSW/UAW Local 2320 Financial Secretary/Treasurer at 1-800-369-7450 or rtyeager@nolsw.org .
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