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Sticky Note
Highlight the quarter you are preparing the financial form for. 

1501660805K
Sticky Note
If your president is unavailable to sign please have another board member sign. 

1501660805K
Sticky Note
Your starting balance should be the very beginning of the quarters month. 
Example: If it is the 1st quarter your beginning should  reflect 1 January, or  the closest date to it. 

1501660805K
Sticky Note
Add all your credits up on your three bank statements. 

1501660805K
Sticky Note
Add all your debits up on your three bank statements. 

1501660805K
Sticky Note
Your ending balance should be the ending of the quarters month. 
Example: If it is the 1st quarter your ending should  reflect 31 March, or  the closest date to it. 



