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The Role of FN is to The Role of FN is to 

support Elected support Elected 

Officers, Boards & Officers, Boards & 

the FN chain.the FN chain.
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FN Responsibilities:

�� Prepare Financial Report of Auxiliary Unit/Inventory Report Prepare Financial Report of Auxiliary Unit/Inventory Report 
(Form 7025) by 31 January. Due to ADSO(Form 7025) by 31 January. Due to ADSO--FN/F. Delinquent  FN/F. Delinquent  
1 March.1 March.

�� Prepare a budgetPrepare a budget

�� File new signature cards with the bank with each change of File new signature cards with the bank with each change of 
unit leader (FC, DCDR, etc) and/or FN officersunit leader (FC, DCDR, etc) and/or FN officers

�� Keep complete and accurate records of all transactionsKeep complete and accurate records of all transactions

�� Keep complete records of all unit assetsKeep complete records of all unit assets

�� Pay approved billsPay approved bills…….must have ORIGINAL receipts.must have ORIGINAL receipts

�� Collect and pay duesCollect and pay dues

�� Report monthly/quarterly financial status according to Report monthly/quarterly financial status according to 
District/Division/Flotilla policy District/Division/Flotilla policy 

�� Manage the cash flowManage the cash flow
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� Banks and credit unions are checking 
account names against the FEIN.

� All Auxiliary units are to use the FEIN 
52-1500576. 

� Make certain the name on the account 
is “U S Coast Guard Auxiliary” followed 
by the unit designation. (It should not 
be USCG Auxiliary….)
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Why do a Budget?

�� Auxiliary unit funds may only be spent or Auxiliary unit funds may only be spent or 
committed by vote of the voting members committed by vote of the voting members ––
unless otherwise stated in the Standing Rules. unless otherwise stated in the Standing Rules. 

�� The Annual Budget, once approved by vote of The Annual Budget, once approved by vote of 
membership, allows compliance with the membership, allows compliance with the 
Auxiliary Manual.Auxiliary Manual.

�� Without an approved budget, each expenditure Without an approved budget, each expenditure 
requires a vote.requires a vote.

�� District officers have approved budgets, but District officers have approved budgets, but 
expenditures must fall within guidelines.expenditures must fall within guidelines.
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For example --

� EXCOM and DSOs have District budgets 
to be used for supplies and travel 
needs.

� If equipment is needed, a request 
stating the need- by whom, why, the 
cost, where it will be located, expected 
life, etc. must be submitted to EXCOM 
for approval prior to purchase. The 
equipment must be tracked for 
inventory purposes.
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Preparing a Budget

�� Ask members to submit their budgets Ask members to submit their budgets 

�� Project next years income and expenses Project next years income and expenses 

based on past experience and the based on past experience and the 

submitted budget requestssubmitted budget requests

�� Review the budget with Budget Review the budget with Budget 

Committee or general membership Committee or general membership --

item by item item by item 

�� Discuss and adjust Discuss and adjust 

�� Vote Vote 

�� Sample Flotilla Budget Sample Flotilla Budget ------------
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United States Coast Guard Auxiliary

  Flotilla  
approv ed  

 1/10/01

1998 1999 2000 2001

Actua l Actua l Actua l Budget

 INCOME/EXPENSE

   INCOME

     Course  Matl Fee      

       ACN 621 630 420 360 6@$60

       BSC 45 130 300 0 0@$30

       BS&S 1,285 800 760 1,200 30@$40

        T ota l Course  Fee s 1,951 1,560 1,480 1,560

     Dues Income :

       Annual Dues Income 735 700 765 1,035 23@$45 (current+3)

       New Member  Dues Income 26 26 26 26

         T ota l Due s Income 761 726 791 1,061

 

     Inte rest Income 44 35 77 35 based on '99 

     Misce llaneous 0 0 5 0

   T OT AL INCOME 2,756 2,321 2,353 2,656

   EXPENSES

     AIM Dona tion 100 100 100 100

     Awa rds & Gifts 126 112 128 130

     Cla ss Supplie s    

       Ma te ria ls 1,386 849 833 1,178 100+10@27.10+0@6.60+40@12.50+x

       PE Brochures 43 45 31 85

       Refreshme nts 185 175 243 275

       Kids & Wa ter 0 0 0 25  

        T ota l Class Expense 1,614 1,069 1,107 1,563

     COW 150 122 115 150

     Dues Expense 498 457 452 436 20 @ $21+ $16

     FC Expense 115 81 100 100

     FSO Expense

        VFC 19 0 0 25

        MA 0 0 0 0

        PE 0 0 0 50  

        PB 39 80 16 100

     Socia l 176 215 101 300 includes Div social

     (Over)Short 0 0 0 0

     Misce llaneous 39 50 0 50  

     

   T OT AL EXPENSES 2,876 2,286 2,119 3,004

 T OT AL INCOME/EXPENSE (120) 35 234 (348)

    

date, title

Typical Typical 

BudgetBudget
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On what can we 
spend our 
funds? 

See Aux Manual Chapter 5,N.3
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Disbursement of funds 
must always be used to 
further the general 
purpose of the Auxiliary.
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Collection of Dues (FSO-FN/FC)
�� Issue a letter requesting payment of dues . (This should be Issue a letter requesting payment of dues . (This should be 

done in July.) Keep a copy for your files.done in July.) Keep a copy for your files.
�� After 30 days issue a second request on Form ANSC 7035 After 30 days issue a second request on Form ANSC 7035 

(07(07--10) to those members who have not paid. (Hint 10) to those members who have not paid. (Hint –– This This 
form can be signed and dated in advance for members who form can be signed and dated in advance for members who 
have not paid in event that a second notice need be sent.) have not paid in event that a second notice need be sent.) 
Keep copies. Keep copies. 

�� Attempt to reach those members who have not responded. Attempt to reach those members who have not responded. 
Keep notes!Keep notes!

�� After 60 days, begin After 60 days, begin disenrollmentdisenrollment process for nonprocess for non--payment payment 
of dues. Form ANSC 7035 (07of dues. Form ANSC 7035 (07--10), with copies of all dues 10), with copies of all dues 
correspondence (including handwritten notes) attached, correspondence (including handwritten notes) attached, 
must be completed and submitted to the DSOmust be completed and submitted to the DSO--HR by 1 HR by 1 
October. October. 

�� If If disenrollmentdisenrollment forms are not submitted (by the DSOforms are not submitted (by the DSO--HR) to HR) to 
DIRAUX by 1 November, dues DIRAUX by 1 November, dues will be payablewill be payable by the by the 
Flotilla Flotilla eveneven if not collected.if not collected.
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Form 7035
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Dues
�� Flotillas and Divisions set their own unit dues.Flotillas and Divisions set their own unit dues.

�� The amount collected must be enough to cover The amount collected must be enough to cover 
the National, District, Division and Flotilla dues.the National, District, Division and Flotilla dues.

�� Currently, National dues are $12/member and Currently, National dues are $12/member and 
District dues are $15/member.District dues are $15/member.

�� National and District do not bill for Past National and District do not bill for Past 
Commodores.Commodores.

�� National does not bill for dues of past appointed National does not bill for dues of past appointed 
COMOsCOMOs..

�� REMEMBER REMEMBER –– we are collecting annual dues for we are collecting annual dues for 
the following year (i.e., 2014 dues in 2013)the following year (i.e., 2014 dues in 2013)11/16/2013



When is a unit 
responsible for the 
dues of a new 
member?
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Quarterly Dues

� New Member dues are billed according 
to the quarter that the member 
becomes AP (approval pending)-- i.e., 
when paperwork submitted
� 1st quarter – 75% of annual dues

� 2nd quarter - 50% of annual dues

� 3rd quarter - 25% of annual dues

� 4th quarter – no dues required for the 
current year
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�Late fees 
� -- for dues that are not paid on time?
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Double Dues ???

� If you disenrolled a member late and the 
paperwork is not processed on time, you will 
be responsible for their annual dues. If the 
member later decides to pay, you will be 
billed again when the member is reinstated.

� National will no longer make corrections for 
those folks going out/in .
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Dues - Delinquent 
Dates

� Payable within 30 days.

� Divisions more than 60 days in arrears 
will not be entitled to vote as a member 
of the District Board.
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Dues Discrepancies

� Pay the full amount billed by the DSO-
FN 

� Report the discrepancy to your IS 
officer and the DSO-FN
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REMEMBER – it is the 
Flotilla’s duty to submit 
paperwork for ALL 
disenrollments………

- including death of a flotilla 
member 

- (Use Form 7035. Also, report the 
death to Morris Farmer ADSO-CS so 
the member can be removed from 
all mailing lists)11/16/2013



When a member pays his 
annual dues to a unit 
and transfers before 1 
January, the dues 
collected should be 
forwarded to the new 
flotilla.
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UNITS ARE BILLED 
ANNUAL DUES FOR 
ALL MEMBERS LISTED 
IN AUXDATA ON

1 JANUARY
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Sales Tax Exemption

The US Coast Guard Auxiliary is The US Coast Guard Auxiliary is ““a nona non--
military organization administered by military organization administered by 
the Commandant of the Coast Guard  the Commandant of the Coast Guard  
under the direction of the Secretary of under the direction of the Secretary of 
Homeland SecurityHomeland Security””

Accordingly, sales to the Auxiliary are Accordingly, sales to the Auxiliary are 
not subject to sales tax.not subject to sales tax.
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All members of the Auxiliary who make All members of the Auxiliary who make 

purchases purchases on behalfon behalf of the Auxiliary may of the Auxiliary may 

request an exemption from sales tax request an exemption from sales tax 

(request letter from DSO(request letter from DSO--FN).  Remember, FN).  Remember, 

while sales to organized units of the Coast while sales to organized units of the Coast 

Guard Auxiliary are exempt from sales tax, Guard Auxiliary are exempt from sales tax, 

sales to individual members, even if sales to individual members, even if 

billed through the Auxiliary, are not billed through the Auxiliary, are not 

exempt from sales tax.  This exempt from sales tax.  This 

exemption may not be used for exemption may not be used for 

personal purchases.personal purchases.
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personal use of sales tax personal use of sales tax 

exemption = TAX EVASIONexemption = TAX EVASION
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Are Auxiliary Units  501(c)(3)s?

� Auxiliary units are not 501(c)(3) 
nonprofit organizations.

� The Coast Guard Auxiliary Association, 
Inc is a 501(c)(3) organization.  Any 
donation that needs be made to a 
501(c)(3) needs to go through the 
Coast Guard Auxiliary Association, Inc. 
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Are donations to the Auxiliary 
deductible if you itemize on your 
tax return?

� Yes, donations are deductible because 
we are a government organization.

� The are deductible under IRC 170(c) 
….NOT under 501(c)(3).
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Form 7025

� When should this form be completed?

� At the end of each year.

� What other times?
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Form Form 

70257025
(03(03--10)10)

11/16/2013



Form
7025 pg 2
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Form 7025 Hints

�� Complete the unit name and number at Complete the unit name and number at 

the top of the formthe top of the form

�� The current yearThe current year’’s beginning balances s beginning balances 

should equal the previous yearshould equal the previous year’’s ending s ending 

balancesbalances

�� The form should balance The form should balance ------
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�� Beg balance + receipts Beg balance + receipts –– disbursements disbursements 
= ending balance = ending balance 

(line 2 + line 4 (line 2 + line 4 –– line 7 = line 9)line 7 = line 9)

�� If it does not equal, check your If it does not equal, check your 
numbers and correct the form before numbers and correct the form before 
submitting it submitting it 

�� New since 2011New since 2011……....
Yearend  (December) bank statements Yearend  (December) bank statements 

and reconciliations are to be attached and reconciliations are to be attached 

to the Form 7025 when submitted.to the Form 7025 when submitted.
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�� Forms should be submitted to Forms should be submitted to 

�� ADSO ADSO ––FN/F FN/F 

NOT NOT DIRAUXDIRAUX……

NOTNOT DSODSO--FNFN
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Audit committee:

.Gail Ramsey

.Fran Fisher

11/16/2013

Unit Audits



ITEMS NEEDED FROM UNITS FOR AUDITS:

1. Approved budgets for the years  2011, 2012, and 2013       

2. Monthly bank statements for all accounts 2011 – 2013

3. Bank reconciliations for all bank accounts at 12/31/10, 12/31/11, 
12/31/12 and 12/31/13.

4. January 2014 bank statement.

5. Cancelled checks if available.

6. Receipts for “all” expenditures. 

7. Check book or check record.

8. Copies of Forms 7025 with the signer’s names printed.
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Fran Fisher DSOFran Fisher DSO--FNFN

275 275 AlvisoAlviso StreetStreet

Santa Clara, CA 95050Santa Clara, CA 95050--59475947

408408--249249--71637163

(fax) 408(fax) 408--984984--27522752
(email) francpa@fran-fisher.com

��If the question relates to Quicken or If the question relates to Quicken or 
QuickBooks, please let me know which version QuickBooks, please let me know which version 
you are usingyou are using-- 2011, 2012, etc.2011, 2012, etc.
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