SAMPLE FORMAT

Change pertinent information as needed
HEADQUARTERS

(NAME OF UNIT) BRIGADE 

UNITED STATES VOLUNTEERS

(Unit Street Address), (City), (State) (Zip Code
TO:        Treasurer

               United States Volunteers

               312 Valverde SE

               Albuquerque, NM, 87108

FROM:  Treasurer (Name & Rank of Unit Treasurer)
               (STATE UNIT NAME)
               United States Volunteers

     The (STATE UNIT NAME)  has an established bank account at the (Bank Name where Unit account is located).  Below is the pertinent information for your records and a summery of the (Year this Report) activities on the account.

NAME OF BANK
BANK ADDRESS
CITY, STATE ZIP CODE

BANK Telephone:  ___-___-____

Account title:  (NAME & address listed the account statement and checks).

List ALL authorized signers on account:

  (State Name, Rank & Billet of who signs on the Unit Bank account)

Bank Account #______________

Date bank account opened:
Amount of initial deposit to open the account:
Deposits for 2006 - $__________

Debits for 2006     - $__________

Balance as of 29 Dec 2006          - $__________

     Of the donations received, $_______was in cash (with no receipt wanted) of which $_______ was deposited.  $_______ was paid out in cash to two members for gasoline expenses.   Information was entered into books. 
     All other donations were a combination of checks and cash for which receipts in the form of a thank you letter were issued.

     All disbursements have receipts on file.

Leo P McArdle

COL, 1CA BDE

Treasurer
