APPENDIX 16


Durham's Partnership for Children

Summary Instructions for Completing Quarterly Revenue Reports
1. Complete the Quarterly Volunteer Contributions Report.  Attach DSP Monthly Volunteer Vouchers or Volunteer Event Rosters as supporting documentation for the report.  (Make sure all of the vouchers and rosters are signed by the volunteers and you.)
2. Complete the Quarterly In-Kind Contributions Report.  For each item reported, attach documentation that establishes [1] that the donated goods or services were actually received; [2] that the donated goods or services were used to benefit the Smart Start activity; and [3] that the value of the goods or services is as reported.  See “Tips on Documenting In-Kind Contributions” for guidance on appropriate documentation for each type of contribution.

3. Print a report from your accounting system that shows the total amount of income received and the total amount of expenses paid during the quarter.  (This is optional, but it will generally be very helpful as backup documentation for your reports.)

4. Complete lines 1 – 3 of the Quarterly Program Income Report.

5. Complete lines 1 – 7 of the Quarterly Revenue Worksheet (optional).

6. Complete the remainder of the Quarterly Program Income Report.  (Line 7 of the Quarterly Revenue Worksheet can be helpful here.)  Attach supporting documentation as instructed on lines 8 and 9 of the report.

7. Complete the remainder of the Quarterly Revenue Worksheet (optional).

8. Complete the Quarterly Cash Contributions Report.  Make sure lines 4 and 9 are equal to the amount on line 9 of the Quarterly Revenue Worksheet.  Attach supporting documentation as instructed on lines 8 and 9 of the report.

9. Complete the Quarterly Reports Checklist.
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