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Description automatically generated]MWC Business Report Training
The Maplewood Cemetery Financial Process


[bookmark: _Hlk154156416]Introduction
Welcome to Business Report Training!

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.
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Description automatically generated]Below is a sample of the quarterly business report:

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:
· QuickBooks Online (QBO)
· KeyBank General Fund (GF) account
· Vanguard GF and PM accounts
· MS Access database 
· MS Excel

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.
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Description automatically generated]

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.
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Description automatically generated]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). 
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.
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Description automatically generated] A QBO report will be able to identify and report all dividends and interest for the period or year.
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Description automatically generated]QBO reports can be used to report these income numbers for the required timeframe. Note that these income numbers are NET Income. QBO has P&L reports available for the Foundation and Interment net incomes.
In this report area, Grave Sales is the total income for all grave sales in this report period.
The pie chart is created from the above data table. Adjustments to the chart display may be required to align the leader lines and category labels.



Now things get a bit more complicated…..
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Description automatically generated with medium confidence]More data analysis is required to accurately compile the rest of this report.











QBO Reports can be used to gather the INTERMENTS data. This report lists the interments by category, FULL vs. CREMATED.
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.

Wrapping Up:
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.
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Description automatically generated]






Other Reference materials: All are on the MWC Admin website.
[bookmark: _Hlk154139180]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

Reports/Training
· MWC Treasurer QBO Training 
· MWC Treasurer Training 
· MWC Sales Training
· MWC Business Reports (this document)
· MWC PM Reports
· MWC Graves SOLD Reports
· MWC Section Maps Training


Revision date: 1/7/2024
Gary Stockmaster	CONFIDENTIAL for authorized personnel only		Page 1 of 18
image4.png
¥-GO Jan Feb. Mar Apr May Jun Jul Aug Sep Dot Now Dec | Totals

Tor7 27 T 172172 R 172 N 7% S 77 O 77 R 7 N U5

Gpening __[§_ Geren0[§ _soa2a0n [ oswon | deerass [T 42eaies [ asetio [ Wdse0s ¥ s4mi2 |5 #n0soe [§ _eidoirs ¥ eisk

Deposis

Erpenses

Closing NN S S 2 S A S S Y S S Y] ST S

change Stece0 100 53 30— SiTeiar stz ] sl el sl s sew] e
V50 Tan Fep ar o [T} ¥ T Fug S Ot Tow Do | Totalz
s s5e1

Gpenng___[3_oremo [ ¢ _oprir|s _seweron|s oine|§ ok |§ _womn|§ _siew|§  wwen|y  wew|s  @pmi§ _seem

Deposis

Erpenses

Closing N A SN S Y S A S S ) I T

change sessisr] jseostsr searess s szl ssmres ssotst sann] essons]  seanma] so00 | 000 ercanon]

S 57428 ] BoAD

(-G0S 3 wom0s7 s Zesiioo[§ TLsseri|s TEFm s Tssii s Tezmies [ mosT s Asnn s weasm s ] 1

VR Tan Fep ar o [T} ¥ T Fug S Ot Tow Do | Totalz
opening |5 sweamnon [+ ssosonon| s seeseson s ssosorei|s ssosams|s swwmars|s sessarols ssssess|s ssewmer s ey

Deposis 3
Eipenses 3
Closing [ ¥ 553,800.00 | % 557,468.00 | § 55050761 ] § 55509855 | § 4147376 | § 36159370 § 360.930.49 |  S56.965.44 | § S5859170 S 3

change Sumo0|  (iowon] (sl sesser] (sustrnl  swsms Srosirs ] (iseson] _(sstare] So00]_szoseezs | om sz

Note P Vanguardtotal ssets-2¥-G0 accouts

v T Fer War e oy, Jan T Fug Sep. Ot Tow Do | Totalz
Vi 70t N N S S S 2 S 08 S S5 S (A NI
Voot [s feomsoo|s ssesmon] s dessior] s eseans|s sssmmls ssoibls dssman]s dsossml s gazee0r s i
Vo stz [s s | s _oesmon| s dnsrseo| s essmnet |5 2wssezz]s st s zeereei s sl awsin s Zrmsy
Vs 597 s ol imiols el isuels  wesss  swls  unmls  isieels  tiiw N[
o 955 [s tatoo[s _Esmron|s eserie|s  Ememls iseas|s esonls asmmsls disws[s seser s sk
s sswmon] & S57488.00 [ s Tmsorsi | s Fmossss | s GHiators| s iswsro| s Fmswds| § 35696544 | § Sw59LT0 T





image5.png
Income - YTD Net Income
[Donations s oumre
Foundation lncome | 5 13,744.00
Diviint S tsorr
Interment income |5 30,300.00
Grave Sates s s9s0000

s iosearst





image6.png
Net Income - YTD 2023

Donations
e Foundation Income





image7.png
N [~
== ; e
|Interments - Full (total) 18(56) 16 (44) 43 (combined)
= <
= : —_—
K 249 S 103,637.51
e
Total Sold: &K 337 |- | 1 &K: (since 6/2013) 33%|
Total sold: J&K__| Qry_Section_JK_Sold Report (20230604).xIsx
|Section Availabilty: Use Access 'Qry_Sections_Availability_Graves_Summary'





image8.png
Tomtvenr (77





image1.png
Business Report s of 12/1/2023 YTD 2023

Checking: KeyBank. General Savings: Vanguard (3)
e I
Receipts/Deposit | s 12659157 | |Receipts/Deposits. Receipts/Deposits. s - s ~
Expenses S 11182057 | |Expenses Expenses S - s -
e

YTD2023 $27,483.36 YTD2023 $6,805.98
Net Income - YTD 2023
m
[ :
e
e e
— =

e —

Total Sold: J & K. 337 & K: (since 6/2013) 33%]

s





image2.png
- e e ) i e e e e
e s Tvme [T [ B [T e e (e T [T [T [T e ]





image3.png
KeyBank Jan Feb Mar Apr May Jun, ul Avg Sep. oct Nov Dec Totals
2/28/2023| 3/31/2023) 4/30/2023) 5/31/2023| 6/30/2023| 7/31/2023] 8/31/2023] 5/30/2023] 10/31/2023| 11/30/2023|
[Opening s 2061513 [ 5 2056292 [ 5 24,15383 | 2459163 | 5 2500658 | 35151928 2568073 | 18492835 15205925 22923975 2643754
Deposits s 5510995 641505 | 533367 |5 533999 |5 2021273 [$ 507202 760320 § 515996 | 5 20776755 15515085 1664973 S 12669157
Expenses s 5663205 282454 |5 4895875 5835045 1415739 |5 18545215 14791505 1130747 [ 5 13009705 11952515 774814 s 11182057
[Closing s 2056292 [ 24,15383 | 2359163 | 5 25,09658 | 5 55151925 2568073 | 18492835 1529592 [ 5 2252397 |5 26437545 3533413
[change (55221) 5359091 543780 5450295 5605534 (59,471.19) (57,188.30) (5319651) §7,62805 $351357 $889559 | s000| s23851214





image9.jpg
Noooosd

C EM EAGLE R Y





MWC Business Report


 


Training


 


The Maplewood Cemetery 


Financial


 


Process


 


 


 


Revision date: 


1/7/2024


 


Gary Stockmaster


 


CONFIDENTIAL for authorized personnel only


 


 


Page 


1


 


of 


2


 


Introduction


 


Welcome to 


Business Report


 


Training!


 


 


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:


 


 


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:


 


·


 


QuickBooks Online (


QBO


)


 


·


 


KeyBank General Fund (


GF


) account


 


·


 


Vanguard GF and PM accounts


 


·


 


MS Access database 


 


·


 


MS Excel


 


 




MWC Business Report   Training   The Maplewood Cemetery  Financial   Process       Revision date:  1/7/2024   Gary Stockmaster   CONFIDENTIAL for authorized personnel only     Page  1   of  2   Introduction   Welcome to  Business Report   Training!     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:     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:      QuickBooks Online ( QBO )      KeyBank General Fund ( GF ) account      Vanguard GF and PM accounts      MS Access database       MS Excel    

