MARSCNA Tax Process 

Please see the attached Excel Worksheet (This is given to us by our accountants)
In an effort for MARSCNA to submit the annual taxes in a timely manner the following will need to be completed annually: 
The MARLCNA Treasurer will need to complete the following tabs in the excel worksheet: 
Committee Bank Activity 
This tab requires that the MARLCNA treasurer record every bank transaction with the date, account type, check number, description (income or withdrawal), category (which sub committee is affiliated with the transaction), and the amount. If this form is completed throughout the year it will make it easier for the MARLCNA committee to submit their part of the report for our taxes which should be submitted by the regional meeting in March. 
Committee Summary 
This tab should also be completed by the MARLCNA treasurer by the regional meeting in March, following the completion of the MARLCNA event each year. This tab includes a summary of all financial transactions for the event. 
In addition to completing this excel worksheet the Reconciliation Committee will need to reconcile the financial records for MARLCNA every year by the end of February (following the MARLCNA event) but no later than the regional meeting for March. The Reconciliation Committee, according to the MARLCNA Guidelines consist of the following positions: MARLCNA Chair, MARLCNA Vice Chair, MARLCNA Treasurer, MARLCNA Vice Treasurer, Regional Treasurer, and Regional Vice Treasurer. The final reconciliation report will need to be reported at the regional meeting in March by the MARLCNA Chair. 
Info Request
This tab should be completed by the MARSCNA Treasurer every year by the regional meeting in March. This tab simply askes for the existing Regional Treasurer’s information, along with the identification of the Regional Chairperson, Regional Vice Chairperson, Regional Secretary, Regional Treasurer, MARLCNA Chair, and the MARLCNA Treasurer. 
Regional Summary 
This tab should be completed by the MARSCNA Treasurer by the end of our fiscal year (April to March). This tab should be completed by the beginning of April following the regional meeting in March. This tab requires the financial information from the region, which included the donations from the areas, and the regional expenses including MARLCNA deposit, start up, and hotel deposit. 
In order to complete this tab, the MARSCNA Treasurer and Vice Treasurer will need to maintain accurate financial records for each reginal meeting. These records will need to include the area donations, NAWS donation, expenses (including details for the expenses). These records will assist the treasurer in completing the regional summary for the accountants. 
Income Summary  
Once the regional summary tab is completed the Income Summary tab and Balance Sheet Summary will populate the information on its own. 
Balance Sheet Summary
This tab should be completed by the MARSCNA Treasurer following the regional meeting in March. This tab requires an overall summary of the financial information from the region. 

The MARSCNA Tax Information Excel Worksheet should be completed annually by mid-April, but no later than the due date for submitting tax information to the IRS. Our accountants will inform us each year what the deadline is to file our regional taxes. Once the excel sheet is completed, it is submitted to our accountants, along with the bank statements for the entire fiscal year (Bank statements from MARLCNA & Region). The accountants will review the information and work with us to complete anything that may be outstanding. 

