Mastering the Management Buckets – Chapter 15: The Budget Bucket


Worksheet #15.1 

Monthly Financial Reports Cover Page
When you change treasurers, don’t change your reporting!

Standard Financial Reports (Nonprofit Organization)
Cut and paste this cover sheet and use for your monthly reports.  Ask your board to affirm this standard report format. When you change treasurers, don’t change your standard reports format!

(cut and paste)
TABLE OF CONTENTS

Monthly Financial Reports for March 31, 2008
Report Prepared on: 
April 15, 2008 by Jane Doe
Period:  


January 1, 2008 – March 31, 2008 (3 Months)

3 Levels of Reports for Board and Staff

Level 1: Monthly Overview (1-page reports)
Page 2
One-page Summary

Page 3 
Statement of Activity (Statement of Revenue and Expenses)
Page 4
Statement of Financial Position (Balance Sheet)
Page 5 
Statement of Cash Flows

Level 2: Standards of Performance Update

Page 6
Leading Indicators

Sometimes called “Dashboard Reporting”—progress on key financial goals for the year, including Standards of Performance (SOPs) related to the budget.
Page 7
Cash Flow Graph 
12-month cash flow forecast and year-to-date actual
Level 3: Financial Detail

Pages 8-9
Memo to the Board and Management Team 
Monthly narrative and notes on highlights, variances and explanations
Page 10-__
Appendix (detailed budgets, forecast vs. YTD)
See pages 207-208 in Mastering the Management Buckets.
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