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Getting Started

The Paymaster
Arguably the most important staff assignment in any unit is that of the paymaster. On the one hand, you can be 
proud that you have been chosen for your honesty and attention to detail. On the other, you have just stepped 
into the most scrutinized job in the program. All units must conduct fundraising activities. That is how they are 
able to participate in local events, take interesting trips and offset the cost of SPACES applications. But it is the 
maintenance of the unit’s financial records that gets more units in trouble than any other specific area.

The program has a responsibility to its members and to our government to ensure the proper accounting of any and 
all funds collected and disbursed. Compliance with local, state and federal reporting procedures is the only way to 
ensure that your unit remains “above board” at all times. It is also important to remember that all financial records 
are a matter of public record and must be made available, upon request, to anyone who has contributed to or worked 
towards a fundraising activity.

Remember: when in doubt - stop! Go no further until you are certain you are doing the right thing with your 
record keeping. 

Your job is far too important! Be the expert, ask the questions, double-check your math and don’t let anyone 
escape without providing you with a receipt for their expenses. If the staff thinks the Marine Drill Instructor is 
tough, they need to take a second look at the unit paymaster. He/She must be a pit bull.

Thank you,

Michael B. Kessler
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Responsibilities and Duties

Responsibility – 
The paymaster is responsible to the unit, battalion or regimental commander for all matters pertaining to the 
finances of the unit, battalion or regiment (organization). The paymaster is appointed by and serves at the pleasure 
of the organizations commander. The candidate must be a registered adult prior to the appointment.

Duties: 
The general duties are:

Open and maintain unit bank account(s) and all financial records.•	

Record, endorse and deposit all payments in a timely manner•	

Ensure unit checks have required dual signatures•	

Ensure that only those designated and authorized sign unit checks•	

Witness all expenditures approved by the unit commander.•	

Do not spend more than what is in the account•	

Review monthly bank statements and ensure all accounts are reconciled.•	

Provide monthly report, bank statement and all supporting backup to unit commander for review and •	

approval; evidenced by their signature.
Submit signed monthly financial reports with supporting documents to National Headquarters accountant.•	

Make monthly financial reports and supporting detail available for inspection to adult staff and any •	

contributors to the unit program.  
Ensure all bills are paid in full and done in a prompt manner.•	

Ensure the bank signature card has a signature from National Headquarters and a copy of the signature card •	

is on file at National Headquarters.

Read, Understand and Comply with the Paymaster Manual.
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Procedures

Authorized Signatures
You must have a minimum of three authorized signatures on your bank signature card – two from your unit and one 
from National Headquarters.  When selecting the two people who will be authorized signatures on the account from 
your unit remember:

They can not be related to, significant other to or living with each other;1) 
The person who reconciles the account can not be a signature on the account;2) 
They must be registered with National Headquarters.3) 

How to set up a checking account
Step 1 – Work with the unit commander in deciding who will be the authorized signatures on your account. 

Step 2 –  Drive to the bank of your choice with the people who will be on the signature card. Once you arrive at 
the bank go inside and let the teller know you would like to set up a new checking account.

Step 3 –  Setting up the account with the bank representative
Make sure you let the representative know that you are a non- profit 501(c)(3) organization and that 	

you need two authorized signatures on all checks.
Let the representative know that you will need to have someone from National Headquarters on 	

your account signature card. (Most financial institutions allow you to mail the card to Headquarters 
for signature. If your financial institution will not allow you to mail the signature card to National 
Headquarters, call National Headquarters at 800-717-0060 ext. 201)
The representative will ask a series of questions, prepare the necessary documents and have you sign 	

the documents.
You will be asked for an initial deposit.	

Once that is complete, the representative will give you a temporary checkbook until the regular 	

checkbook arrives at the address on file.

Congratulations!   You have just opened a Unit checking account.

Don’t forget to mail a copy of the signature card to:	

National Headquarters
P.O. Box 70735 Southwest Station
Washington, DC 20024-0735
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Changes to Existing Account – New Staff Positions

If you have taken over the duties and responsibilities of Paymaster or if there have been changes in the staff you 
will need to:

Step 1 – Work with the unit commander in deciding who will be the authorized signatures on your account. 

Step 2 – Speak to a bank representative to inform them the authorized signatures on the account have changed. 
You may need to simply pick up a card to have signed by newly authorized signatures or they may be 
required to go to the bank to sign the signature card in person. Either way make sure you don’t forget 
National Headquarters. You will need to ensure there is a signature from National Headquarters on 
the account and mail a copy of the signed signature card to National Headquarters to keep on file. You 
should also verify the mailing address on the account and update, if needed.

Maintaining Good Financial Records

The Organization’s Checking Account  

The paymaster is responsible for ensuring that the unit, battalion or regiment remains solvent by vigilant oversight 
of the organization’s checkbook and anticipating the funds required to support the organization’s activities and 
events.

Recording Income and Deposits 

Pre-numbered Receipts 
Use pre-numbered receipt books to record all monies brought in, providing receipts and Tax ID # (if requested) to 
payees and donors. The portion of the receipt retained by the unit must indicate:

Amount received1. 
Date Received2. 
Purpose of collection (registration, encampment, SPACES, fundraiser, etc.)3. 

When large collections are being generated by your Young Marines, consider using a unit roster for each activity 
or event to log receipts generated by individual Young Marines.  This helps keep track of monies generated for 
each activity, as well as identify those Young Marines working to help support their unit in the case of fundraising 
activities.  

Bank Deposits
Bank deposits should be grouped by type of income. For example, if fundraising income and uniform income are 
collected on the same day, there should be two separate deposits. Deposit slips should be kept with the records 
and should have the purpose of the collected money indicated on the deposit slip. You should always have two 
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people count the monies collected and write up the deposit. The person who makes the deposit should be one of the 
authorized signatures on the account. 

Contributions Income (Donations)
Ensure that you have a receipt book•	

Donations can come in all sizes and forms; such as donated items, property, time or money. You will be •	

mainly concerned with donated money. Provide a receipt to those who make a monetary donation, as 
this may be required for them to take a tax deduction for their contribution. If you receive an anonymous 
donation and therefore cannot provide a receipt, then make sure you document the donation (i.e., 
Donation – anonymous donor, date, location and amount). 

Fundraising Activities
Fundraising is a crucial element for most units. There are many ways in which your unit may fundraise. From Car 
Washes to Candy Sales to selling the featured fundraisers that National Headquarters establishes (these can be 
found on www.youngmarines.com).

Here are some helpful tips: 
Allow one or two people to be responsible for the event from start to finish.•	

Ensure that when monies are collected you -- the paymaster and one of the responsible parties of the •	

event collect and count all monies, fill out a deposit form and log the information together.

Expenses
Keep receipts for all expenditures. Receipts must be labeled the way they are reported on the monthly financial 
report. When the unit commander authorizes expenditures, the Paymaster is responsible for preparing checks for 
signature.  In doing so you are able to ensure there are enough funds in the account to cover the expense.

Keep receipts for all organizational expenditures. Receipts should be labeled as they are reported on the 1. 
monthly financial reports with corresponding heading (Income, Expense, Transferred funds Income, 
Transferred Funds Expense, In-Kind Income or In-Kind Expense).
If no receipt is received, a brief explanation should be kept with records indicating the amount, purpose, 2. 
and date of the expense.
If petty cash is used, a running tally or spreadsheet of expenditures should be kept. Receipts supporting 3. 
these expenditures should be attached. If there is remaining money it should be re-deposited into the 
bank and the deposit slip should be attached to the petty cash spreadsheet.

Please refer to the Monthly Financial Report Standard Operating Procedures for a description of typical 
sources of income and expense to be reported on the Monthly Financial Report.

Reimbursement and Advances
The unit commander must authorize all payments out of the organization’s account. Receipts or other written 
instruments depicting a record of the following must document all advance payments and reimbursements:  

5



List of dates  1. 
Purpose for the funds2. 
Itemized lists of purchases and prices (if applicable)3. 
Total amount due4. 
Signature and date of the recipient5. 

Registered Adults are volunteers and may not receive compensation from Young Marines funds for their volunteer 
services. However, reimbursement for travel and other legitimate expenses in connection with Young Marine 
activities is authorized.  Reimbursement for travel and expenses will not be granted if funded through other sources.  
All requests for reimbursements must be submitted in writing using the Young Marine Activity Expense Report 
(Fig. 1) with itemized charges and supporting receipts at the next scheduled Staff meeting for approval by the Unit 
Commander and disbursement by the Paymaster.  This is available for download off the National Headquarters 
website at www.youngmarines.com in the Adult Staff Room under the Forms link.  

Retain all disbursement records (canceled checks, bank statements, and reimbursement/advance payment requests) 
for three years.

 (Fig. 1)

Monthly Financial Report

Units, Battalions, and Regiments are required to file a monthly financial report (Fig. 2, 2A and 2 B) with the 
National Headquarters accountant.  The Monthly Financial Report form is available to be downloaded on the 
National Headquarters website at www.youngmarines.com in the Adult Leaders section under Forms

Reports must be received by the accountant no later than 30 days after the date of the unit’s bank statement.  Plan 
accordingly!  Deposits and expenditures must be reported in the month they are made, and not as they clear 
the bank. Bank reconciliations must be done each month reconciling the submitted monthly reports to the bank 
statement.
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Monthly, the paymaster must reconcile the unit’s checkbook(s) and other accounts (such as savings, investments, 
and petty cash) with current bank and investment statements, and petty cash receipts.  
The paymaster is responsible for preparing a separate financial report for each unit account - checking, savings, 
investment, and/or petty cash, when applicable. The paymaster may use reports from popular money management 
software programs; however, the report must contain the following information:

Name of the Organization1. 
Month and Year of the report2. 
Type of Account—Checking, Savings, Investment, Petty Cash, Other (Specify)3. 
Beginning balance for the period from the unit checkbook4. 
Income during the period  5. 
Expenses during the period6. 
Ending balance for the period from the unit checkbook7. 

The commander must review the organization’s Monthly Financial Report(s), bank statements and all supporting 
documentation prior to submitting the required materials to National Headquarters Accounting Service.  The 
commander’s signature is evidence of his/her review and approval.

The paymaster and commander must both sign the Monthly Financial Report in the spaces provided.   Once 
completed, use the cover sheet provided by the National Headquarters accountant to accompany the report during 
transmittal.  (Fig 2)

 (Fig. 2)
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(Fig. 2A)

(Fig. 2B)



Required Items:  Provide the cover sheet, separate monthly financial reports for each account (checking, 
investment, petty cash), copies of the bank and investment statements, and bank reconciliations, directly to:

AMBASSADOR ACCOUNTING, INC.
Steph.christianson@verizon.net 

7521 Presidential Lane
Manassas, VA  20109-2629.

Phone:  703-392-0383   Fax: 703-361-1765

Reports may be mailed, faxed or emailed.  If faxed, fax each report separately if more than one month is being 
provided.  If emailed, the report must be scanned to retain the original signatures of the unit commander and 
paymaster.  

The paymaster must retain copies of all financial records for 3 years.   This is best accomplished with either an 
accordion folder or 3-ring binder separated by month.  The records for each month should include copies of the: 

Monthly Financial Report1. 
Bank statement 2. 
Bank reconciliation3. 
Backup for all income items:  4. 

Deposit Slips- 
Donation acknowledgement letters- 
Pre-numbered receipts- 
Control logs - 

Backup for all expense items:5. 
Invoices- 
Expense reimbursement forms - 
All supporting receipts- 

Financial records are very important and the organization must retain file copies to comply with record retention 
requirements, as well to support any and all audit requests.  The Financial Records are subject to audit by any 
person designated by higher authority (Battalion, Regimental, Division Commander, and National Executive 
Director), or from an external auditor as part of the annual financial audit.  These records must also pass between 
the new and old commander and the new and old paymaster.

Monthly Financial Reports are required for all Young Marine Registered Units, Battalions, and Regiments, 
including organizations that:

Are funded through other sources1. 
Do not have a checking account, or 2. 
Had no financial activity during the reported period.   In this circumstance, the monthly financial report’s 3. 
beginning and ending balances will be the same and the income and expense items will be zero (0). This 
report still requires both the paymaster and unit commander’s signature.
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The organization shall submit their monthly financial report to the accountant in a timely manner.  Reports must be 
received by the accountant no later than 30 days after the date of the unit’s bank statement.  If the organization does 
not submit its monthly financial report within the given period the organization is considered non-compliant and 
the organization’s charter is automatically suspended without notice. The organization is subject to the following 
penalties: 

Delinquent units are prohibited from conducting or participating in any activity or event involving 1. 
Young Marines.   This includes but is not limited to regular drills, fundraising events, 
encampments, and SPACES. 
Young Marines National Headquarters will provide no support or services to the non-compliant unit and 2. 
the unit will be locked out of the database.
Funds in the unit accounts may be subject to taxes. The National Headquarters is not responsible for 3. 
payment of taxes incurred by the unit for not complying with federal, state and local laws, and the Young 
Marines National By-Laws, and Rules and Regulations.  
Audits.   The Units, Battalions, or Regiments Financial Records are subject to audit by any person 4. 
designated by higher authority (Battalion, Regimental, Division Commander, and National Executive 
Director).

Make the Monthly Financial Report a matter of public record.  

NEVER USE OR BORROW UNIT FUNDS 
FOR PERSONAL USE.
Under the law, this is embezzlement 

and subject to legal action.

Record Keeping
A logbook, notebook or ledger is a good tool to use for record keeping. This would be in addition to the receipt 
book. Whether you choose a logbook, notebook or ledger is up to you. You may also use a computer program such 
as quicken or quick books. If you use a computer program you will be required to maintain a hard copy of each 
months report in your files as back up documentation.
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Log Book
You may set up a logbook using an excel spreadsheet (Fig. 3). This style is more detailed 
and would be used to record each transaction. Remember to “back-up” all computer data.

 (Fig. 3)

Notebook
A notebook can be used in conjunction with the spreadsheet (Fig. 4). This style is not as detailed as the Logbook 
and would be used to record transactions by the week.

  (Fig. 4)
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Ledger / Checkbook Register
A ledger or checkbook register (Fig. 5) records the daily activities with a running balance.  

 (Fig. 5)

Visa/MC Debit/ Prepaid Cards
Units are authorized one unit visa/mc debit card or prepaid card. The authorized signatures on the visa/mc debit/
prepaid card must be the same as the authorized signatures on the checking account. 
Units must maintain all receipts from debit/prepaid card purchases. On each receipt it must be noted what the 
purchase was made for. Coding- In order to correctly code the receipt refer to the Monthly Financial report for 
coding categories. Remember to write on the receipt if it is an expense or transferred funds expense in addition to 
the category of the expense. See Policy Memorandum for more information on the Fraud Policy and unit visa/mc 
debit/prepaid cards.

Compliance
National Headquarters publishes a unit compliance list that is updated by the accountant every week. To check to 
see if your unit is compliant, the person authorized to access the Young Marine Database System should log on 
to the Young Marine Database, under Library, click on Unit Assistance. Scroll down until you reach Ambassador 
Accounting Report (Fig. 6).  Click on the Excel icon in the Action column. 
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 (Fig. 6)

Once the spreadsheet is displayed scroll down until you locate your unit. If an “X” appears under the month then 
you are compliant for that month. If the box is blank then the Accountant has not received your monthly financial 
information. A line indicates that a portion of the monthly financial information was received.

If you are not able to log into the Young Marine Database, please contact National Headquarters.  If you have not 
been current with your monthly financials, you will be required to submit any missing financials before you are 
allowed access to the Young Marine Database.  As the unit compliance list is only updated once a week, it may take 
1 – 2 weeks to regain database access depending on scheduling and adequacy of corrective actions taken.  

Audits

The unit commander must review the units Financial Statement each month prior to submitting the statement to 
National Headquarters Accounting Service.

The battalion commander must review the battalions Financial Statement each month prior to submitting the 
statement to National Headquarters Accounting Service.

The regimental commander must review the regiments Financial Statement each month prior to submitting the 
statement to National Headquarters Accounting Service.

All units and higher headquarters are subject to the annual audit at the end of the fiscal year. Units and higher 
headquarters will be notified when they have been selected for the end of year audit, all monthly reports with back 
up documentation will be due at National Headquarters by 1 November.
Units and higher headquarters who fail to comply with the above auditing procedures will automatically be 
suspended for 1 (one) year or dissolved.
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Monthly Financial Report Standard Operating Procedures

All units and higher headquarters are required to send separate reports for each account AND a 
copy of all bank statements and bank reconciliations each month. 

Reports may be Mailed, Faxed, or Scanned and Emailed to:

Ambassador Accounting, Inc.

Steph.christianson@verizon.net

7521 Presidential Lane

Manassas, VA 20109-2629

Phone: (703) 392-0383 Fax: (703) 361-1765

There have been modifications made to the Monthly Financial Report. The report consists of 2 pages plus the cover 
sheet to allow room to record transactions more completely. Below are definitions and examples for each section of 
the report.

All Units, Battalions, Regiments and Divisions fall under Young Marines National Headquarters, thus all Income 
and Expenses are reported under Young Marines on the 990 Form with the IRS. There are three types of Income 
and three types of Expenses.  They are Income/Expense, Transferred Funds – Income/Expense and In-Kind Income/
Expense. What is the difference? Income/Expense is cash or checks received from or paid out to an outside party 
of the Young Marines organization. Transferred Funds Income/Expense is monies received by or paid to a unit, 
battalion, regiment, division or National Headquarters. Monies that exchange between units, battalions, regiments, 
divisions and National Headquarters are a transfer of Young Marines funds for reporting purposes. In-Kind Income/
Expense are tangible items (non-cash) received or given. Why do we have to separate this on our monthly financial 
report? By coding all monies and tangible items to the appropriate line item we can ensure that all Young Marine 
financial reporting is standardized which aides in the annual audit process. By ensuring the coding is correct then 
the audit can be completed more expeditiously. Also, by separating Income/Expense from Transferred Income/
Expense the accountant can more readily reconcile the organizations accounts. If Oxon Hill Young Marines 
records a transferred Funds Income from Montford Point Young Marines for $30 the accountant would then look 
at Montford Point Young Marines Financial Statement and see a Transferred Funds Expense to Oxon Hill Young 
Marines for $30. 

If you need to list items and there is not enough space, write in the space “see attached” and attach an 1. 
additional sheet with the section, line description name and list. Put the total on the Monthly Financial 

Report and the breakdown on the list.
Example – You receive $250 from Camp Johnson Young Marines to attend the YM Graduation you are 
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hosting and $250 from 1st North Carolina BN for the BN ball in which you are hosting.
Monthly Financial Statementa. 

Record $500 in the Transferred Funds – Incomei. 
Under YM Ball, Graduation -Next to “Specify Payee”, write “see attached”ii. 

On additional sheet record:b. 
Transferred Funds – Expensei. 
YM Ball, Graduationii. 

BN Ball – 11. st North Carolina BN - $250
Multi-Unit Graduation – Camp Johnson Young Marines - $2502. 

Income2.  – any cash or checks contributed in support of the unit. (This does not include monies received from 
units, battalions, regiments, divisions, or NHQ – see Transferred Funds – Income)

Contributionsa. 
Standard – no restrictionsi. 
Restricted Contributionsii.  – any donations that come with specific time or purpose restrictions 
must be separately reported or annotated on the monthly financial report.  Examples could 
include donations with stipulations they be used exclusively for a specific unit event 
(encampment, special trip).  The paymaster is responsible for tracking the use of these funds 
to ensure donor wishes are met.  When in doubt, consult with Ambassador Accounting for 
proper reporting in your monthly financial report.  

Dues, Registration: Dues collected from Young Marines to support b. general unit operations or fees 
collected from Recruits, Young Marines or Registered Adult Staff as part of their initial registration 
or annual re-registration.

Initial registrationi. 
Unit duesii. 
Re-registration monies receivediii. 

Encampment, Schools, SPACES - Fees assessed and collected in support of c. specific unit activities – 
encampments, special trips or schools – from non-YM sources. 

Monies received by familyi. 
Monies received by person or company sponsoring YMii. 

Fundraising Activities - Monies received as part of any fundraising activity.d. 
Monies turned in by YM or YM family for a fundraiseri. 
Monies earned during a group fundraiser ii. 

car wash1. 
cow chip bingo2. 

Monies received as part of matching funds fundraiseriii. 
Interest/Dividend – earned and reported on bank statements or investment reportse. 
Merchandise Sales - Collected through the sale of merchandisef. 

Monies received from purchase of unit t-shirt (example)i. 
Monies received from purchase of unit PT gear (example)ii. 
Monies received from purchase of uniform itemsiii. 
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replacement ribbons, devices1. 
camelbacks2. 

Refund/Reimbursement – Monies returned to the unit from overpayment or returned item purchases. g. 
These entries must state where the monies came from and why they were returned to the unit.
Other Income - Itemize any fees, assessments or other income not captured by one of the categories h. 
noted above.  Be descriptive when itemizing other income items. An example would be grant 
monies received

Expenses3.  – Monies spent to buy or do something. (This does not include monies paid to units, battalions, 
regiments, divisions, or NHQ – see Transferred Funds – Expenses)

Advertising – Example -Ad in newspaper for recruitinga. 
Bank fees – include any bank charges deducted from your account balance. Such as:b. 

Service chargei. 
Overdraft feesii. 
Returned check feesiii. 
Maintenance feesiv. 

Conferences, Meetings - fees or assessments paid to attend meetings or conferences, or expenses c. 
to host these activities. (Note: Unit funds are authorized for use in supporting Registered Adult 
Training)

ALCi. 
Unit, BN or Reg meetingsii. 
Parent support meetingsiii. 

Donations - Monetary donations to organizations, churches or individualsd. 
Subscriptions - Monthly magazine for the unit on Nature (For use in earning Sen.J.H. Chaffee e. 
Award)
Encampment, Schools- fees or assessments paid for expenses to host an encampment, school. Such f. 
as: Monies spent to host an encampment or school
Equipment/supplies/food suppliesg. 

Monies used to purchase equipment or general suppliesi. 
If any equipment purchased exceeds $500 a description must be included on the monthly ii. 
report.
Monies used to purchase food or grocery items used in the conduct of general Young Marine iii. 
activities.  

Fundraising expenseh. 
Cost of items purchased for fundraising activitiesi. 
Examplesii. 

raffle items1. 
flags2. 
cookies3. 
car wash supplies4. 
rental charges5. 

16



Office Supplies – Examples – Copy Paper, Certificate Paper, Ink, Paper Clipsi. 
Postage/Delivery – Examples – Stamps, UPS/FED EX, Certified Mail chargesj. 
Printingk. 

Monies spent to copy Registered Adult Manual for staffi. 
Monies spent to print brochures/business cardsii. 

Professional Fees – Such as: Accountant Fees, Legal Fees, Consulting Feesl. 
Refunds/Reimbursements – Monies returned to an individual. These entries must specify who the m. 
monies were given to and the reason the money was returned. (Be Specific)
Repairsn. 

Cost incurred to repair Young Marine equipmenti. 
Exampleii. 

A copy machine was donated to the unit and it stopped feeding the paper through the 1. 
machine. The cost of the repair to the copy machine will be listed here.
The unit had vehicle donated (does not include personal vehicles). Costs associated 2. 
with regular maintenance would be included here.

Storage – Example -Costs associated with renting a storage unit for YM gear/equipment.o. 
Telephone/Internetp. 

Charges associated with having a dedicated phone line for Young Marinesi. 
Charges associated with YM websiteii. 

Uniformsq. 
Purchase of cammiesi. 
Purchase of ribbons, chevrons, etc.ii. 
Cost associated tailoringiii. 

name tapes and patches 1. 
alterations2. 

Utilities paid at drill location – Such as: Water, Sewer, Garbage, Electricityr. 
Voided Checks – Must list check number and specify what the voided check was originally written s. 
for.
YM Ball, Graduation, Other unit activities – Such as: Rental Hall, Decorations, and DJ.t. 
Other Expenses - Anything that does not fall into the above categories you must list the expense and u. 
explain what it is for (be descriptive so that we have a clear understanding of where the money went 
and why it was given).

Transferred Funds – Income4.  – Monies received from other units, battalions, regiments, divisions or NHQ.
Dues, Registrationa. 

If a battalion/regiment receives dues from the units in the battalion/regiment you must list the i. 
amount and name of each unit/battalion the dues were received by (payee).
Example – 1ii. st Midwest Battalion

Dues – Buckley Field Young Marines - $501. 
Dues – Buffalo Bill Young Marines - $252. 
Dues – Flat Irons Young Marines - $503. 
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Example – Michigan Regimentiii. 
Dues – 1st Battalion Michigan - $1001. 
Dues – 2nd Battalion Michigan - $1002. 
Dues – 3rd Battalion Michigan - $1253. 
Dues – Lake Michigan Young Marines - $254. 

Encampments, Schoolsb. 
You must list monies received for encampments, schools and the name of the unit or higher i. 
HQ it was received by (payee).
Example – Multi-Unit Encampmentii. 

Quantico Young Marines - $501. 
Manassas Young Marines - $502. 

YM Ball, Graduation - If you are hosting a multi-unit, BN or Reg. Ball you will list the monies c. 
received and the unit or BN it was received by (payee).
Fundraising Activities - If you do a multi-unit/BN/Reg fundraiser monies received for the fundraiser d. 
will be listed with the name of the Unit or BN it was received by (payee).
Transferred from another unit bank account – Any monies transferred from another bank account in e. 
the unit’s name (savings, second checking account, etc.) will be recorded here. Specify which unit 
account the monies were transferred from (i.e. Checking 2, savings, CD, Etc).

Transferred Fund – Expenses5.  – Monies paid to other units, battalions, regiments, divisions, NHQ.
Dues, Registrationa. 

If a unit/BN pays dues to the battalion/regiment you must list the amount and name of each i. 
BN/Reg the dues were paid to (recipient)
Exampleii. 

Dues – 5th Battalion Pennsylvania - $2001. 
Dues – Pennsylvania Regiment - $1002. 

Encampments, SPACES, Schoolsb. 
You must list monies paid for encampments, schools or SPACES and the name of the unit or i. 
higher HQ it was paid to (recipient).
Examplesii. 

SPACES – NHQ - $3001. 
Division JLS – Westover Young Marines - $1502. 

YM Ball, Graduation – Example - If you are hosting a multi-unit, BN or Reg. Ball you will list the c. 
monies received and the unit or BN it was paid to (recipient).
Fundraising Activities – Example - If you do a multi-unit/BN/Reg fundraiser monies received for the d. 
fundraiser will be listed with the name of the Unit or BN it was paid to (recipient)
Transferred to another unit bank account – Monies transferred from this account to another unit bank e. 
account will be recorded here. Specify which account the money was transferred to, for example: 
Transferred $350.00 to checking account 777755534.

In-Kind (non-cash) Income6.  – Income received in a form other than cash.  Only report if non-cash 
items are valued at $500 or more.  Examples -- items donated in support of a unit event, encampment or 
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fundraiser (Food, supplies, raffle items, equipment, and tangible property), etc. When placing a value on in-
kind donations, consider what the unit would have paid directly if the item was purchased with cash instead 
of through a donation.

In-Kind Donation for Consumptiona. 
Food/Supplies (must list items)i. 

Encampment – Example – Yum Yum Company donated meals for weekend $16001. 
YM Ball - Example – DJ donated time for Ball - $6502. 
YM Graduation3. 

Raffle Items for fundraiser - Example - Best Buy donated Flat Screen TV - $900ii. 
In-Kind Donation – Permanentb. 

Equipment (describe)i. 
Example –1 laptop computer (brand name)1. 
Example – 20 passenger mini-bus (Yr, Make, Model)2. 

Physical Property - Example – land - # of acres, locationii. 
In-Kind Expenses7.  – the value of non-cash items consumed, utilized or disposed of through unit activities 
(Only report items valued at $500 or more)

In-Kind Donations – Consumeda. 
Food/Supplies – Consumed - Example – Encampment - $1100i. 
Food/Supplies –Sold/Disposed of - Example – Encampment – leftover food items donated to ii. 
local food bank/homeless shelter $500

In-Kind Donations – Permanentb. 
Equipment - Example - Wheelchair for disabled veteran $800i. 
Physical Property - Example – Land is donated to a unit and the unit closes.ii. 

The land would then be transferred to the next higher headquarters as it belongs to the 1. 
Young Marines not individuals that were in the closed unit.
Recorded as - 1st Battalion Idaho -Land - # of Acres2. 

Other examples of In-Kind Income/Expensec. 
Example 1i.  – $500 worth of non-perishable food items were donated to the unit in August in 
support of an event being held in September.  

In August, report $500 (the value of the food items) as •	 In-Kind Income.  
This transaction does not impact cash; therefore it is reported at the bottom of the •	

Monthly Financial Report.   
In September, when the event is held and the food is consumed or otherwise •	

disposed of, report $500 (the value of the food items) as In-Kind Expense.  
If the value of the food received is less than $500, there is no need to report the in-kind income 
or related in-kind expense

Example 2– ii. a TV valued at $500 is donated in June to support a fundraiser in July.  
In June, report $500 (the value of the donated TV) as In-Kind Income.•	

This transaction does not impact cash; therefore it is reported at the bottom of the •	

Monthly Financial Report.   



In July, once the TV is given out during the fundraiser, report $500 as In-Kind •	

Expense (representing the cost of the TV had the unit purchased it for cash).
In July, report any monies received in the fundraiser as •	 Fundraising Income

Forms

The administration forms you will become very familiar with are the Monthly Financial Reporting Form, and the 
Activity Expense Report. These forms are found in the following pages and on the National Headquarters website 
www.youngmarines.com. Log on to the website and click on the link for adult staff room. Click on Forms. You may 
then view these forms or download and print them for use (recommended).

Other forms you will need to be familiar with are the Policy Memorandums.
Policy Memorandum 2010-02   Visa/MC Debit/Prepaid Card
Policy Memorandum 2008-06 Monthly Financial Report Standard Operating Procedures and Internal 

Controls
Policy Memorandum 2008-03 Reimbursement & Advanced Payment
Policy Memorandum 2004-02 Monthly Financial Reporting
Policy Memorandum 2005-02 Internal Controls

These forms can also be found on the National Headquarters website www.youngmarines.com. Log on to the 
website and click the link for adult staff room. Scroll down to Current Memoranda and click on the link. Select 
the Policy Memorandum you would like to view and click to open the document. You may view the documents or 
download and print them.
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National Executive Director 
P.O. Box 70735 Southwest Station 

Washington, DC 20024-0735 

 

 

 
May 5, 2010 
 

POLICY MEMORANDUM 2010-02 

 
Subject: Fraud Policy and Visa/MC Debit/Prepaid Card 

 

 
1. Background. In the past the Young Marines has not authorized the use of visa/mc 

debit/prepaid cards. With the advance of technology and the need for a form of payment 
either by debit or credit card to expedite purchases and/or payments, the Young Marines 
has implemented the following policy. 

 
2. Policy. The National Executive Director, at his discretion, allows the use of one visa/mc 

debit card or prepaid card to units on an “as needed” basis.  The authorized signatures 
on the visa/mc debit/prepaid card must be the same as the authorized signatures on the 
checking account.  Where there is only one signature required for card purchases, the 
unit commander will ensure that the receipt has two signatures verifying that the 
purchase was authorized.   Charges on visa/mc debit/prepaid card statements should 
only reflect authorized unit expenses.  If you have a question as to what is reasonable 
you should pay for the expense yourself and turn in a request for reimbursement.  If at 
anytime a unit visa/mc debit/prepaid card is misused, you may be asked to pay for the 
expense and you may be terminated from the program.  Use the following guidelines 
when you use your visa/mc debit/prepaid card: 

 
a. Step one:  At the point of sale you will receive a receipt.  Use the Paymasters 

Manual to determine how your receipt should be coded. 
 

b. Step two:  Write the corresponding code at the top of the receipt with a short 
description of what the charge was for.  Keep track of all receipts until you 
receive your visa/mc debit/prepaid card statement. 

 
c. Step three:  Keep all receipts and ensure that when you receive your bank 

statement that you matchup all charges to the statement.  You should write the 
code next to each charge directly on the statement. 

 
d. Step four:  Keep all receipts, from checks, cash and debit cards together. 
 
 

 
3. Miscellaneous. DO THE RIGHT THING 

 
“In realizing our vision, we will adhere to the highest standard of ethical conduct in 
everything we do.” 
 
 
Anyone who believes that they have observed unethical conduct with unit visa/mc 
debit/prepaid cards should report it to the Inspector General. 

 
Anyone who is uncertain as to what in fact is ethical when using a visa/mc 
debit/prepaid card in a particular situation can solicit advice by simply calling Young 
Marines National Headquarters. 
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4. Effective Date. This policy is effective immediately. It is not mandated that your unit or 
higher headquarters obtain a visa/mc debit/prepaid card. Should your unit or higher 
headquarter element obtain a visa/mc debit/prepaid card you must follow the guidelines 
set forth in this policy. 

 
_______________ 
/s/ Signed copy on file with National Headquarters 
 
 
Michael B. Kessler 
National Executive Director 



National Executive Director 
P.O. Box 70735 Southwest Station 

Washington, DC 20024-0735 

November 1, 2008 

POLICY MEMORANDUM 2008-06 

Subject: Monthly Financial Report Standard Operating Procedures 

1. Background. During this past fiscal year, during the Young Marines Organization’s audit, 
we have had to request financial documents from a large number of units for clarification 
of what monies were used for. Units who did not comply have had their charter 
suspended until they are compliant. 

2. Policy. The Monthly Financial Report has been revised to incorporate specific coding 
categories and the Monthly Financial Report Standard Operating Procedures was 
developed to define categories and instruct on how to complete the report. This policy is 
being instituted in conjunction with Policy Memorandum 2004-02: Monthly Financial 
Report and Policy Memorandum 2005-02: Internal Controls. 

3. Miscellaneous. The Monthly Financial Report Standard Operating Procedures can be 
found in the Paymasters Manual (rev. 11/2008), on the website www.youngmarines.com
– in the Forms section of the Adults Leaders Room, and in the database – in the library 
under Unit Assistance. 

4. Effective Date. Effective immediately, all unit commanders and higher headquarters with 
organizational bank account(s) shall implement these procedures in their respective 
organizations. 

Michael B. Kessler 
National Executive Director

Page 1 of 1 
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National Executive Director 
P.O. Box 70735 Southwest Station 

Washington, DC 20024-0735 

May 22, 2008 

POLICY MEMORANDUM 2008-03

Subject: REIMBURSMENT AND ADVANCE PAYMENT

Enclosed: (1) Activity Expense Report (AER) 

Cancellation:  ALLCOM 2004-01 

Purpose:

This memorandum is to explain the policy in regards to reimbursement of expenses and 
advance payment to chartered Young Marine units and members of the Young Marines program.  

Definition:

1. Authorizers: Only authorized Young Marines National Headquarters personnel may 
approve or deny submitted requests for reimbursement and or advance payment for 
national sponsored events and activities. Commanders of their respective levels can 
authorize reimbursements and advance payments for activities within their command.  

2. Funds: Funds are to come from the respective command’s accounts. 

3. Time Frame: All expense reports must be submitted to their respective command 
level within 30 days of the activity or function or it will be denied. Request will be 
processed as soon as possible, allow 4 to 8 weeks for payment.  

4. Request for advance payment:  These requests must be in writing and submitted 
within a reasonable time frame before the event. Submitting a request does not 
guarantee funds. All advance payments will be granted only to pre-authorized events. 

5. Reimbursement Amount: Young Marines National Headquarters’ staff has full 
discretion as to how much money is reimbursed to any person for any activity, 
regardless whether at unit, battalion, regiment, division or national level. 
Headquarters and respective commander levels will give an explanation if the 
requested amount is not approved. 

6. Anti-Fraud: By signing and submitting the expense report the claimant certifies that 
they have not received any reimbursement for the requested expenses, and is not 
profiting from the requested amount. Any member attempting to receive payment for 
an already reimbursed expense and or is attempting to profit from the request will 
have legal action taken against them.  

a. Disclosure of information: At any given time, any reimbursement request, 
processed or pending can be called into scrutiny and must be produced when 
requested for by Young Marines National Headquarters. 

7. Activity Expense Report (AER): The official Young Marines form used to make an 
authorized reimbursement claim. 

Page 1 of 3 
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8. Advance Payment: A payment authorized in advance for the purpose to pay a future 
expense(s) based on a formal written request.  

9. Lodging: Commercial establishments with nightly, weekly or monthly overnight rates. 
The established reimbursable rate for lodging is $70.00 per night. Itemized receipts 
and proof of payment is required for reimbursement consideration. Only room rate 
and tax will be reimbursed.  

10. Air Transportation: Commercial air transportation used to travel to and from an 
authorized Young Marines activity. All air transportation must be authorized by 
respective command level prior to the purchasing of any ticket. Proof of payment and 
travel must be provided for reimbursement consideration.  

11. Ground Transportation: Public or private vehicles such as automobiles, taxis, buses, 
trains, etc. Regardless whether traveling in public or private means, proof of 
transportation is required for consideration of reimbursement. Gratuity will not be 
reimbursed.   

a. Private Conveyance: The established rate is $ 0.32 per mile for private forms of 
transportation, not to exceed $200.00. The claimant is the driver. This rate 
applies only to the driver, regardless of number of passengers in the vehicle. The 
driver must write down the starting mileage and the ending mileage on the AER.  
Headquarters and respective command levels will verify the distance to assure 
the arithmetic. Receipts are not required, as Young Marines National 
Headquarters will not reimburse gasoline, unless otherwise authorized. 

b. Public Conveyance:  All forms of public transportation must be pre-authorized to 
receive consideration of reimbursement. Receipts are required.  

12. Emergency Transportation: Emergency claims are an after-the-fact case by case 
basis. All emergency claims must have receipts and a formal letter of explanation for 
consideration.  

13. Meals: Young Marines members on authorized Young Marine business are 
authorized $30.00 per working day meal rate. The travel day rate is $15.00 per day 
per person, unless traveling to another Young Marine activity where the full day meal 
rate applies. Reimbursements may not exceed established rates unless prior 
approval by Young Marine National Headquarters. Itemized receipts are required for 
reimbursement consideration for meals. Gratuity and alcoholic beverages will not be 
reimbursed.  

14. Other / incidentals: Expenses not covered by the lodging, air transportation, ground 
transportation, or meals. Such costs incurred include but are not limited to parking 
fees, toll fees, supplies, etc. If you are unsure if your expense is a valid incidental 
purchase, provide letter of explanation for consideration. 

Process:

a. Obtain Authorization
i. Submitting a written request for the authorization for a certain event that 

will have financial support from Young Marine National Headquarters or 
respective level. 

b. Advance Payment Authorization
i. All pre-authorized funds will be released via check to a designated 

registered adult. Funds not used must be returned to Young Marines 
National Headquarters or respective command level within 30 days. 

Page 2 of 3 
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Page 3 of 3 

Itemized list of purchases made must be submitted along with any 
unused funds.  

c. Tracking Expenses
i. Make sure you keep track of all original receipts and do not mix personal 

matters with Young Marine business.  

d. Receipts 
i. All receipts must show the form of payment, date and have an itemized 

list of the purchase(s). This is because there are certain products and or 
services that Young Marines cannot pay for. No reimbursement request 
will be honored without an itemized receipt. No alcohol will be 
reimbursed. 

e. Verification / Accountability:
i. Commanders are responsible to ensure that no prohibited item or service 

is reimbursed.  Such items are, but not limited to, alcohol, tobacco, or 
items/goods alike.  

ii. If unauthorized or prohibited items are present on receipts, commanders 
are to scratch out the item and amount, initial the correction, and 
recalculate the total. 

f. Release of Money: 
i. All approved reimbursements, regardless of level of command, will be 

paid by check to the name and address written on the reimbursement 
form. Checks will be mailed using standard postal services. 

Michael B. Kessler 
National Executive Director 
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NATIONAL 
HEADQUARTERS 

NATIONAL EXECUTIVE DIRECTOR 
P.O. Box 70735 Southwest Station 

Washington DC 20024-0735 
Telephone:  800-717-0060 Fax:  202-889-0502 

Email:  info@youngmairnes.com 
Website:  www.youngmarines.com 

Policy Memoranda 2005-02 

Date: 8/22/2005 

Subject: Internal Controls 
 

1. Background.  During this fiscal year, our independent auditor, Hendershot, Burkhardt, and Reed conducted 
audits on a number our units in Division 2 and 6.  Of the units tested, 39% had incomplete or nonexistent 
records. As a result, the auditor found that a material weakness existed under standards established by the 
American Institute of Certified Public Accountants.  A material weakness is a condition in which the design or 
operation of the specific control structure elements does not reduce, to a relatively low level, the risk that 
errors or irregularities in an amount that would be material in relation to the financial statements being audited 
may occur and not be detected within a timely period by employees in the normal course of performing their 
assigned functions.   

2. Policy.  Expanding the sample result across all units, the auditor believes that there may be approximately 
one million dollars in both undocumented income and expenses.  Based on the auditor’s findings.  The 
auditors made several recommendations to strengthen our internal controls.  The recommendations were 
reviewed and adopted by the Board of Directors for implementation as policy throughout the Young Marines 
Program.   Effective immediately, all commanders with organizational bank account(s) shall implement these 
controls in their respective organizations: 

a. Income and Deposit.   

(1) Use pre-numbered receipt books to record monies they bring in.  The portion of the receipt retained 
by the unit must indicate the amount received, date, and the purpose of collection (registration, 
encampment, SPACES, fundraiser, etc.) 

(2) Deposit slips must be kept with the records and have the purpose of the collected money noted on 
the deposit slip.  It is suggested that you group your bank deposits by type of income.  For example, 
if fundraising income and uniform income are collected and you want to deposit the funds on the 
same day, separate the two deposits on separate deposit slips noting the source of income on each 
deposit slip--fundraising and uniforms, respectively. 

b. Expenses.  

(1) Keeps receipts for all expenditures.  Receipts shall be labeled the way they are reported on the 
monthly financial reports. 

(2) If no receipt is received, a brief explanation should be kept with the records indicating the amount, 
purpose, and date of expense. 

(3) If petty cash is used, a running tally or spreadsheet of expenditures shall be kept.  Receipts 
supporting these expenditures must be attached to the tally or spreadsheet.  If there is remaining 
money, it shall be re-deposited into the bank and the deposit slip shall be attached to the petty cash 
tally or spreadsheet. 

1 
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 Page 2 
 

Subject: Internal Controls 

c. Monthly Reporting.  The unit shall send the monthly reports to the accountants within 15 days 
from the date on the bank statement. This supersedes the reporting requirements mandated in 
ALCOM Memorandum 2004-02. The report shall be complete and sent singly, and not grouped.   

d. Miscellaneous.   

(1) Deposits and expenditures shall be reported in the month they are made, and not as they clear the 
bank.  Additionally, bank reconciliations shall be done each month reconciling the submitted monthly 
reports to the bank statement. 

(2) Units shall keep expandable file folders or large 3 ring binders.  The records for each shall be in a 
separate section and shall include the: 

(a) Monthly Financial Report 

(b) Bank Statement 

(c) Bank Reconciliation (If done) 

(d) All Deposit Slip for the month 

(e) All Receipts for the Month 

3. This policy shall be included in the next revision of the Registered Adult Manual. 

 

/s/ 

Michael B. Kessler 
National Executive Director 
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1 Policy Memoranda

      Policy Memoranda 2004-02 

Date: 6/2/2004 

Subject: MONTHLY FINANCIAL REPORT 

Reference:   Paymaster Manual

 

1. Purpose.  This Memorandum is a policy change.  This change supercedes all policies on this 
matter that predates this memorandum.  Unit Commanders are required to maintain a copy of 
this memorandum as part of their unit file until such time as this change is incorporated in the 
Reference.   

2. Change.  Units are required to submit monthly financial reports to Ambassador Accounting within 
30 days of the bank statement date.   

a. Example 1.  Your unit bank statement is dated 4/30/2004.  The unit must submit its 
monthly financial statement by 5/30/2004.   

b. Example 2.  Your unit bank statement is dated 5/15/2004.  The unit must submit its 
monthly financial statement by 6/15/2004. 
 

3. Explanation.  Per the reference, units are required to submit monthly financial reports to 
Ambassador Accounting.  Past policy provided units 90 days to submit their monthly financial 
reports.  If units exceeded the 90-day grace period, the unit charter was suspended without notice.  
Due to this policy, closing the fiscal year became a burden to our accountants, required auditing 
could not take place until 90-days into the new fiscal year and tax preparation could not begin until 
well into the second and third quarters of the new fiscal year.  Due to this reality and the need for 
the National Headquarters to be more timely in reporting financial information to auditors and the 
Internal Revenue Service. 

4. Effective Date.  This policy will begin with the June 2004 Bank Statements.  Units will be in non-
compliance if their outstanding financial statements are more than 30 days in arrears.  Units in non-
compliance will have their charters suspended without notice. 

 

/s/ Signed copy on file with National Headquarters 

Michael B. Kessler 
National Executive Director 

 

 

 
 
 
 

NATIONAL 
HEADQUARTERS 

NATIONAL EXECUTIVE DIRECTOR 
P.O. Box 70735 Southwest Station 

Washington DC 20024-0735 
Telephone:  800-717-0060 Fax:  202-889-0502 

Email:  info@youngmarines.com
Website:  www.youngmarines.com 



YOUNG MARINES 
Monthly Financial Report Cover Sheet 
 
Today’s Date: 
 
To: Ambassador Accounting No. of Pages _______________
 
Fax: 703-361-1765 (including cover sheet)
 
Unit Name: State:
 
Report Date (month/year): 
 
1 - Is the Financial Report attached? 
2 - Does Beginning Balance agree with previous month’s Ending Balance? 
3 - Have Income and Expense lists been totaled correctly? 
4 - Is a copy of the Bank Statement attached? 
5 - Is a copy of the Bank Reconciliation attached? 
6 - Has the UC signed the report? If No, give reason. 
 
 
 
Printed name of UC or Paymaster: 
Paymaster or UC email address: 
or telephone: 
 
PLEASE FILL IN THE FOLLOWING REPORT COMPLETELY 
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Send separate report for each account AND a copy Reports may be Mailed, Faxed, or Scanned and Emailed.  

of all bank statements, and bank reconciliations to:  

steph.christianson@verizon.net

 Account Beginning Account Balance            $
Type of Account (Checking, Savings, Cash, etc.)

Contributions Income                          $ Advertising                                         $
Dues, Registration Bank Fees
Encampment, Schools, SPACES Income NSF Check:  (what income item was the
Fundraising Activities    check categorized to? _______________)
Interest / Dividend Income Conferences, Meetings
Merchandise Sales Donations
Uniforms, Books Subscriptions
Refund/ Reimbursement: (Must specify payee and purpose) Encampment, Schools

Equipment* /Supplies/Food Supplies
Contributions w/ restrictions: Fundraising Expense  
Specify Restriction: Office Supplies

Postage / Delivery
Printing

Voided Checks (Ck # /what was check originally written for?) Professional Fees
Reimbursement: ( Must specify recipient and reason)

Repairs
Other Income (must list and explain): Storage

Telephone / Internet
Uniforms
Utilities

YM Ball, Graduation, Other Unit Activities
Other Expenses (must list and explain): 

Total 0.00 0.00
Transferred Funds - Expenses

Dues, Registration Dues/Registration
 Specify Payee:    Specify recipient:
Encampments, Schools Encampments, SPACES, Schools
 Specify Payee:    Specify recipient:
YM Ball, Graduation YM Ball, Graduation
 Specify Payee:    Specify recipient:
Fundraising Activities Fundraising Activities
 Specify Payee:    Specify recipient:
Transferred from another unit bank account Transferred to another unit bank account
Specify account: Specify account:
Specify purpose: Specify purpose:

Total Income     $ $0.00 Total Expenses     $ $0.00

Ending Checkbook Balance            $ $0.00 *  If you purchase a piece of equipment that costs $500

or more, please give a description of the equipment.  

I certify that the reconciled bank balance agrees with the checkbook balance.

IN-KIND (NON-CASH) EXPENSES

In-Kind Donations - for Consumption In-Kind Donations
    Food / Supplies    Food / Supplies - Consumed (list)
    Raffle Items for Fundraiser    Food / Supplies - Sold / Disposed Of

   Raffle Items - Fundraiser

YOUNG MARINES - Monthly Financial Report - Page 1

INCOME EXPENSES

Transferred Funds - Income

Month/YearName of Unit and State  

Ambassador Accounting, Inc.

YOUNG MARINES - Monthly Financial Report  - Page 2

This page must be sent in each month with the Monthly Financial Report  - Page 1 regardless of whether or 

not there was any IN-KIND transactions

IN-KIND (NON-CASH) INCOME

Name of Unit and State  Month/Year

7521 Presidential Lane, Manassas, VA 20109-1765

Signature of Unit Commander

Report in-kind items valued at $500 or more: 

Phone:  (703) 392-0383  Fax:  (703) 361-1765

Signature of Unit Paymaster (or Person Reconciling Acct)



Send separate report for each account AND a copy Reports may be Mailed, Faxed, or Scanned and Emailed.  

of all bank statements, and bank reconciliations to:  

steph.christianson@verizon.net

 Account Beginning Account Balance            $
Type of Account (Checking, Savings, Cash, etc.)

Contributions Income                          $ Advertising                                         $
Dues, Registration Bank Fees
Encampment, Schools, SPACES Income NSF Check:  (what income item was the
Fundraising Activities    check categorized to? _______________)
Interest / Dividend Income Conferences, Meetings
Merchandise Sales Donations
Uniforms, Books Subscriptions
Refund/ Reimbursement: (Must specify payee and purpose) Encampment, Schools

Equipment* /Supplies/Food Supplies
Contributions w/ restrictions: Fundraising Expense  
Specify Restriction: Office Supplies

Postage / Delivery
Printing

Voided Checks (Ck # /what was check originally written for?) Professional Fees
Reimbursement: ( Must specify recipient and reason)

Repairs
Other Income (must list and explain): Storage

Telephone / Internet
Uniforms
Utilities

YM Ball, Graduation, Other Unit Activities
Other Expenses (must list and explain): 

Total 0.00 0.00
Transferred Funds - Expenses

Dues, Registration Dues/Registration
 Specify Payee:    Specify recipient:
Encampments, Schools Encampments, SPACES, Schools
 Specify Payee:    Specify recipient:
YM Ball, Graduation YM Ball, Graduation
 Specify Payee:    Specify recipient:
Fundraising Activities Fundraising Activities
 Specify Payee:    Specify recipient:
Transferred from another unit bank account Transferred to another unit bank account
Specify account: Specify account:
Specify purpose: Specify purpose:

Total Income     $ $0.00 Total Expenses     $ $0.00

Ending Checkbook Balance            $ $0.00 *  If you purchase a piece of equipment that costs $500

or more, please give a description of the equipment.  

I certify that the reconciled bank balance agrees with the checkbook balance.

IN-KIND (NON-CASH) EXPENSES

In-Kind Donations - for Consumption In-Kind Donations
    Food / Supplies    Food / Supplies - Consumed (list)
    Raffle Items for Fundraiser    Food / Supplies - Sold / Disposed Of

   Raffle Items - Fundraiser

YOUNG MARINES - Monthly Financial Report - Page 1

INCOME EXPENSES

Transferred Funds - Income

Month/YearName of Unit and State  

Ambassador Accounting, Inc.

YOUNG MARINES - Monthly Financial Report  - Page 2

This page must be sent in each month with the Monthly Financial Report  - Page 1 regardless of whether or 

not there was any IN-KIND transactions

IN-KIND (NON-CASH) INCOME

Name of Unit and State  Month/Year

7521 Presidential Lane, Manassas, VA 20109-1765

Signature of Unit Commander

Report in-kind items valued at $500 or more: 

Phone:  (703) 392-0383  Fax:  (703) 361-1765

Signature of Unit Paymaster (or Person Reconciling Acct)

In-Kind Donations - Permanent: In-Kind Donations - Permanent:
    Equipment (describe) Equipment (describe)
    Physical Property (describe) Recipient Name:

Physical Property (describe)
Recipient Name:

Send separate report for each account AND a copy Reports may be Mailed, Faxed, or Scanned and Emailed.  

of all bank statements, and bank reconciliations to:  

steph.christianson@verizon.net

NOTE: Units are required to retain ALL receipts, deposit slips, bank statements and any other 
supporting documentation  for auditing purposes.

7521 Presidential Lane, Manassas, VA 20109-1765
Phone:  (703) 392-0383  Fax:  (703) 361-1765

Ambassador Accounting, Inc.

Signature of Unit Commander Signature of Unit Paymaster ( or Person Reconciling Acct)

Send separate report for each account AND a copy Reports may be Mailed, Faxed, or Scanned and Emailed.  

of all bank statements, and bank reconciliations to:  

steph.christianson@verizon.net

 Account Beginning Account Balance            $
Type of Account (Checking, Savings, Cash, etc.)

Contributions Income                          $ Advertising                                         $
Dues, Registration Bank Fees
Encampment, Schools, SPACES Income NSF Check:  (what income item was the
Fundraising Activities    check categorized to? _______________)
Interest / Dividend Income Conferences, Meetings
Merchandise Sales Donations
Uniforms, Books Subscriptions
Refund/ Reimbursement: (Must specify payee and purpose) Encampment, Schools

Equipment* /Supplies/Food Supplies
Contributions w/ restrictions: Fundraising Expense  
Specify Restriction: Office Supplies

Postage / Delivery
Printing

Voided Checks (Ck # /what was check originally written for?) Professional Fees
Reimbursement: ( Must specify recipient and reason)

Repairs
Other Income (must list and explain): Storage

Telephone / Internet
Uniforms
Utilities

YM Ball, Graduation, Other Unit Activities
Other Expenses (must list and explain): 

Total 0.00 0.00
Transferred Funds - Expenses

Dues, Registration Dues/Registration
 Specify Payee:    Specify recipient:
Encampments, Schools Encampments, SPACES, Schools
 Specify Payee:    Specify recipient:
YM Ball, Graduation YM Ball, Graduation
 Specify Payee:    Specify recipient:
Fundraising Activities Fundraising Activities
 Specify Payee:    Specify recipient:
Transferred from another unit bank account Transferred to another unit bank account
Specify account: Specify account:
Specify purpose: Specify purpose:

Total Income     $ $0.00 Total Expenses     $ $0.00

Ending Checkbook Balance            $ $0.00 *  If you purchase a piece of equipment that costs $500

or more, please give a description of the equipment.  

I certify that the reconciled bank balance agrees with the checkbook balance.

IN-KIND (NON-CASH) EXPENSES

In-Kind Donations - for Consumption In-Kind Donations
    Food / Supplies    Food / Supplies - Consumed (list)
    Raffle Items for Fundraiser    Food / Supplies - Sold / Disposed Of

   Raffle Items - Fundraiser

YOUNG MARINES - Monthly Financial Report - Page 1

INCOME EXPENSES

Transferred Funds - Income

Month/YearName of Unit and State  

Ambassador Accounting, Inc.

YOUNG MARINES - Monthly Financial Report  - Page 2

This page must be sent in each month with the Monthly Financial Report  - Page 1 regardless of whether or 

not there was any IN-KIND transactions

IN-KIND (NON-CASH) INCOME

Name of Unit and State  Month/Year

7521 Presidential Lane, Manassas, VA 20109-1765

Signature of Unit Commander

Report in-kind items valued at $500 or more: 

Phone:  (703) 392-0383  Fax:  (703) 361-1765

Signature of Unit Paymaster (or Person Reconciling Acct)
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For Office Use

Code: ______________

Approved Denied 
   ( )     ( ) Activity Expense Report

(Division and Below Events) 

Name: ___________________________ Telephone # ____________________________ 

Mailing Address:  _________________________________________________________

City: _____________________________ State: __________ Zip Code: _____________ 

Unit Name: ______________________________________________________________ 

Position Held at Activity: ___________________________________________________ 

Activity Attended & Location: _______________________________________________ 

Activity Dates: ____________________ Travel Dates: ___________________________ 

Expenses                 Amount

A.  Lodging ($70.00 per night)
B. Air Transportation
C. Ground Transportation ($0.32 per mile) x (Total Miles) = Amount
     Mileage: Start ______________ Finish: _______________ 
D. Meals ($30.00 per full day) ($15.00 per travel day)
E. Other/Incidentals:__________________________________ 
___________________________________________________
___________________________________________________
___________________________________________________

_____________
_____________
_____________
_____________

Advanced Payment: 
Total Expenses (A+B+C+D+E)

Total Amount Requested (Advanced Payment – Total Expenses)
(All receipts must be itemized and included with expense report) 

I, ___________________________, certify that the information provided above is correct and 
that I have not received reimbursement from any other source for the expenses listed above. Also 
I certify that I am not profiting from this request.   

Claimant’s Signature: ______________________________ Date: __________________ 

All expense reports must be submitted within 30 days of the ending date of the attended 
function, or the expense report will be denied. 
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For Office Use

Code: ______________

Approved Denied 
   ( )     ( ) Activity Expense Report

(National Events) 

Name: ___________________________ Telephone # ____________________________ 

Mailing Address:  _________________________________________________________

City: _____________________________ State: __________ Zip Code: _____________ 

Unit Name: ______________________________________________________________ 

Position Held at Activity: ___________________________________________________ 

Activity Attended & Location: _______________________________________________ 

Activity Dates: ____________________ Travel Dates: ___________________________ 

Expenses                 Amount

A.  Lodging ($70.00 per night)
B. Air Transportation
C. Ground Transportation ($0.32 per mile) x (Total Miles) = Amount
     Mileage: Start ______________ Finish: _______________ 
D. Meals ($30.00 per full day) ($15.00 per travel day)
E. Other/Incidentals:__________________________________ 
___________________________________________________

_____________
_____________

Advanced Payment: 
Total Expenses (A+B+C+D+E)

Total Amount Requested (Advanced Payment – Total Expenses)
(All receipts must be itemized and included with expense report) 

I, ___________________________, certify that the information provided above is correct and 
that I have not received reimbursement from any other source for the expenses listed above. Also 
I certify that I am not profiting from this request.   

Claimant’s Signature: ______________________________ Date: __________________ 

Mail completed expense report with receipts to: 

Young Marines National Headquarters 
P.O. Box 70735 Southwest Station 

Washington, DC 20024-0735 

All expense reports must be submitted to Young Marines National Headquarters within 30 
days of the ending date of the attended function, or the expense report will be denied. 
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Notes:



Notes:



Notes:





Young Marines National Headquarters
P.O. Box 70735, SW Station
Washington, DC 20024-0735


