MWC Business Report Training

The Maplewood Cemetery Financial Process

Introduction

Welcome to Business Report Training!
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CEMETERY

The MWC Quarterly and Annual reports are important and required to present the status of the MWC
Association. This training document will take you through the process of creating this report.

Below is a sample of the quarterly business report:

Business Report  as of 12/1/2023 YTD 2023
o \'J Vv o x
> General PM Accounts
Checking: Key Bank General Savings: Vanguard (3} AceountaFY PM Accounts: Vanguard Key Bank (PM) o
Balance Forward S 20,615.13 | |Balance Forward 5 129,700.97 | 5 150,316.10 [Balance Forward 5 352,350.00 | 5 $352,350.00
Receipts/Deposit 5  126,691.57 | |Receipts/Deposits Receipts/Deposits 3 5
Expenses $  111,82057 Expenses Expenses s 5 -
Balance ] 35,334.13 | [Balance 5 142,465.33| 5 177.799.46 |Balance S 359,155.98| § - $359,155.98
YTD2023 $27,483.36 YTD2023 56,805.98
Net Income - YTD 2023
Business Report Yo 2022 Last Year FY 2022) A"E"“::a[r"j =k Donati F
Grave Sales 50 25 43
Interments - Full {total) 17(52) 16 [14) 43 i
Interments - Cremated 35 28
Foundations 35 19 “-. Divfint
. B%
Section Availability # Graves Income - YTD Met Income
C 4 Donations 5 2,132.74
D 13 Foundation Income | § 13,744.00
[ 2 Diwfint 5 7,980.77
H 1 Income 5 30,300.00
J 420 Grave Sales s 48,500.00
K 248 5 103,637.51
Total Available: 689 [
Total Sold: J &K 337 = |}&K: (since 6/2013) 33%
* includes Buy-Bocks | Donation Notes: ¥et Flag Holders (All $ 6.449.00
[since inception) $$for Trees (Al § 15.417.00

This is a complex report
to generate and
requires multiple
sources. More details
on how to create this
report are provided in
this ‘Business Reports’.

The NYS Cemetery
Division documents and

the Treasurer training documents are required to fully understand the requirements and content of this
business report process.

A separate training document on how to create the correct Grave Sales numbers for both the Business Reports
and the Permanent Maintenance (PM) reports.

Information needed for this business report requires data from:

e QuickBooks Online (QBO)
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KeyBank General Fund (GF) account
Vanguard GF and PM accounts
MS Access database
MS Excel
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The Maplewood Cemetery Financial Process

MWC Business Report Training
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CEMETERY

The KeyBank GF data provides the core of the financial transactions of MWC. All financial transactions must
go through this GF account. This is a view of the entire spreadsheet.

The top-left portion is the only part presented in the report. The rest of this spreadsheet provides the data.

A

The monthly KeyBank GF statements summarize the ‘Additions’ (Deposits) and ‘Subtractions’ (Expenses).

These should be recorded in the monthly data table. This data table feeds the main presentation part of the
report.

The data column needs to be updated in the presentation table to show the new data.

KeyBank Jan Feb Mar Apr May Jun ul Aug Sep Oct Nov Dec Totals
1/28/2023 3/31/2023 4/30/203 5/31/2023 6/30/2023 7/31/2023 8/31/2023 9/30/2023 10/31/2023 11/30/2023
Opening § 2061513 (8 2056292 | § 2415383 | § 2459163 2909658 | § 3515192 [ ¢ 2568073 | & 1849243 | § 1529592 [ § 22923975 26,437.54
Deposits § 861099 |5 641545 |5 533367 |6 8,339.99 021273 | § 907401 |5 7603205 815896 | § 20776.75 | § 1551508 | § 16,649.73 § 126,69157
Expenses § 8663205 2824545 489587 | § 3,835.04 14,157.39 | § 18545.21 [ § 1479150 | § 1130747 | § 13099.70 | § 1195251 (6§ 7,743.14 § 111,82057
Closing § 2056292 |8 2415383 [ § 2459163 | § 20.096.58 3515192 | § 2568073 | 8 1849243 (5 1529582 | § 22923978 2643754 (5 35,334.13
change (652.21) $3,500.91 $437.80 $4504.95 $6,055.34 69471.19) (67,188.30) (63,186.51) $7,628.05 $3,513.57 $880650 | 50.00| $238512.14
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MWC Business Report Training

The Maplewood Cemetery Financial Process

The V-GO 7077 and 9584 Vanguard accounts are the GF Savings accounts. These GF accounts earn dividends
and interest that the KeyBank GF account does not. These dividends and interest are transferred to the
KeyBank GF account quarterly (by Vanguard).

¥-GO Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Totals
077 212742023 1#20; 28420, SI312023 Ef32023 TE2023 SI312023 Q302023 0832023 302023

Opening ¥ 3876500 | ¢ 4042300 | § 3951400 | § 4242288 | ¢ 4262168 | § 4365715 | ¢ 4543905 | 4451205 | ¢ 45,052.28 | & 4140179 | & 4191215

Dleposits

Expenses

Closing ¥ 4042300 | ¢ 3951400 | & 4242288 | ¢ 4262165 | § 4365715 | § 4543905 | 44512106 | ¢ 4505228 | ¢ 4140079 | & 4191215 | 4656253

change $1.664.00 [£E15.00] $2E02.88 $132.20 $1.035.50 $1.78157 FEZE.30 $24013 $3.650.43 $510.36 $4.660.38 | $0.00 [ [$38765.00]
¥-GO Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Totals

¥4: 9584

Opening k3 S4.630.00 | § 8327197 [ & 3633700 | & 5341333 [ § 30,18946 | § 3001710 | § 3355435 | § 335703 | § 34182.38 | & 5313191 [ % 95,302.30

Dieposits

Expenses

Closing ¥ 8927197 | § 5698700 | ¢ 8941383 | § 9013946 | § 9001710 | % 9355435 | ¢ 9357919 | ¢ 9418235 | ¢ 8913191 k3 95,902.80

change $4.591.97 [$2,254.97) $2.426.83 $7TEES [$172.36] $3537.25 $324.54 $303.19 [$5.050.47] [$89,131.91) #0.00 $0.00 | [$54,680.00)

¥-GOSum | $ 129.70097 [ ¢ 12680100 [ &£ 131.836.71 [ $ 13281114 | $ 133.674.28 | § 138,9923.40 [ 13869134 [ $ 13923466 | $ 130533.70 [ ¢ 41.912.15 | $ 14246533 [ § - | |

¥-PM Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Totals

Opening ¥ 352,350.00 | § 353,80000 [ $ 35246800 | § 3E050761 | $ 35509855 | & 24T | ¢ 26189870 | ¢ 35893049 | §  356,965.44 k3 33859170
Deposits
Expenses
Closing $ 353.800.00 | § 35246800 | & 350.507.61 | $ 355.098.55 | § 34147978 | § 351.898.70 | § 358.930.49 | § 356.965.44 | § 33859170 4 359.155.98 -
change $1.450.00 [$1,332.00) [$1,960.39) $4.590.94 [$13E12.77] $10,418.92 $7.03179 [$1965.05)) [$18,372.74) $0.00 $20564.28 #0.00 | [352,350.00)

Mote: W-Ph = Vanguard total assets - 2 W-G0 accounts

¥-PM Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Totals
W1: 7016 73,968, 78,583 TEF32.6 78.225.92 T4TIL24 7855550 5045397 50,085.74 T4.33517 79,5711
Wa2: 9513 45,543 45,445, 46,6310 46,563.05 46,2255 45,501.15 45,350.5 45,044 35 4322231 45,326,
W3 9542 223,553 222,433, 220,373.5: 223,850, 214,432, 221,248.35 226,796.1 225,536 214.51.02 227 553
WE: 997 1,334 1,381 142321 1,431 1420, 14635 147071 1464, 137736 1,489,
WE: 98B 4,404 4,557 4E97.12 4724, EXEER 4,230.1 48638 4,832 4,545.24 4.915.85
353,800 $ 352 468.0 350,507 61 355,093, 341479, 351,898 71 35593049 | 4 356.965. 44 | $ 33859170 35915598 | § -

The V-PM accounts above are the Vanguard PM accounts. These accounts are composed of various funds to
provide a balanced growth opportunity. These dividends and interest are also transferred to the KeyBank GF
account quarterly (by Vanguard).

QBO will log these dividends and interest transfers into KeyBank GF and PM Dividend and Interest Income.

A QBO report will be able to identify and report all dividends and interest for the period or year.

Income - TTD Met Income QBO reports can be used to report these income numbers for the
Donations g 213274 | required timeframe. Note that these income numbers are NET Income.
Foundation Income | § 13,744.00 | QBO has P&L reports available for the Foundation and Interment net
Divint s 7880.77 | incomes.
Interment Income Z 30,300.00
Grave Sales 3 4850000 | In this report area, Grave Sales is the total income for all grave sales in
| 5 103,637.51 | thjs report period.
Net Incomsﬂ;ﬂg 2023
= rmnneme — The pie chart is created from the above data table. Adjustments to the
P ' chart display may be required to align the leader lines and category
"% labels.
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MWC Business Report Training

The Maplewood Cemetery Financial Process

Now things get a bit more complicated.....

Average (past 52

Business Report FY 2023 Last Year (FY 2022) e More data analysis is
Grave Sales 50 25 13 required to
Interments - Full [total) 18(56) 16 (44) 43 (combined) accurately compile
Interments - Cremated 38 28 the rest of this
Foundations 35 19 - report.
Section Availahbility # Graves Income - ¥TO Met Income
C 4 Donations % 213274
1] 13 Foundation Income 5 13,744.00
F* 2 Divtint 5 796077
H 1 Interment Income 5 30,300.00
1 420 Grave Sales % 49 500.00
K 249 5 103,637.51
Total Available: 689
Total Sold: 18K 337 1 & K: (since 6/2013) 33%
* Includes Buy-Bocks Donation Motes: Vet Flag Holder= [All] # 6.443.00
[since inception] $% for Trees [All) % 15.417.00

Total Sold: | &K

Section Availabilty:

Qry_Section_J-K_Sold Report (20230604).xlsx
Use Access 'Ory_Sections_Availability_Graves_Summary’

QBO Reports can be used to gather

the INTERMENTS data. This report

lists the interments by category,

FULL vs. CREMATED.

Business Report FY 2023 La5t2‘:;r;;r] (FY A“H:g:rg[?aﬂ i
Grave Sales L] 25 13
Interments - Full [total] 18[56]) 16 [44] 43 [combined]
Interments - Cremated 38 28

Foundations 35 19

QBO can also be used to report on

the foundations.

Grave Sales, the actual number of graves sold, in the report year are more difficult to compile. There is a
separate document on how to report the GRAVE SALES on MWC Admin. Multiple ‘tools’ are required. Some of
that data will also be used to report the Section Availability numbers.

There is another spreadsheet that lists the numbers by year for Grave Sales, Interments, and the foundations
to track and average the trends. The Qry_Section_J-K_Sold Report.xlsx will also be discussed in the Grave
Sales report training.
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The Maplewood Cemetery Financial Process

Wrapping Up:

¥
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CEMETERY

Once all the required data is plugged into the appropriate data cells, the Business Report should be ready to

capture.

The area of the report used for distribution will be visible if the Print Area is set up properly. It is
recommended that the Print Area of the report also be ‘screen grabbed’ using a tool like MS Snipping Tool to
save the image as a PNG format image. This makes the overall quarterly meeting minutes easier to create.

Business Report  as of 12/1/2023 YTD 2023
. . General PM Accounts
Checking: Key Bank General Savings: Vanguard (3]} = PM Accounts: Vanguard Key Bank [PM) .
Balance Forward %  20,615.13 | |Balance Forward S 129,700.97 [ 5 150,316.10 [|Balance Forward & 352,35000 | & - 5$3552,350.00
Receipts/Deposit 5 176,69157 Receipts/Deposits Receipts/Deposits 5 . 5 .
Expenses 5 111,B2057 Expenses Expenses 5 - 5 -
Balance % 3533413 | |Balance E] 142,465.33| § 177,799.46 |Balance %  359,155.98| 5 - 5359,155.98
YTD2023 $27,483.36 YTD2023 %6,805.98
Net Income - YTD 2023
Business Report ¥TD 2023 LastYear (FY2o22) | AverE® [F'T" = Donations Foundation
years 2%
Grave Sales 50 25 43
Interments - Full (total] 17(52} 16 [a4) 43 [combined)
Interments - Cremated 35 28
Foundations 35 15 -
Section Availability # Graves Income - YTD Net Income
C 4 Donations 5 213274
D 13 Foundation Income | £ 13,744.00
F* 2 Diviint 5 7,860.77
H 1 Interment Income 3 30,300.00
] 420 Grave Sales 5 49 500.00
K 249 El 103.637.51
Total Available: 689
Total Sold: ] &K 337 1 & K: (since 6/2013) 33%
* Includes Buy-Bocks |Donation Notes: ¥et Flag Holders [All $ 6. 44900
[since inception] £% for Trees [All) 3 1541700
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The Maplewood Cemetery Financial Process

Other Reference materials: All are on the MWC Admin website.

Reports/NYS Cemetery Div

cemeteries-101-basics

cemeteries-101-accounting-basics
Not-For-Profit-Corporation-Law-Article-15-Public-Cemetery-Corporations
NYS public cemetery regulations

NYS treasurers-manual-final-100611

YV VYVYYVY

Reports/Training

MW(C Treasurer QBO Training

MWC Treasurer Training

MWC Sales Training

MWC Business Reports (this document)
MWC PM Reports

MWC Graves SOLD Reports

MW(C Section Maps Training
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